
	[image: ]
	CONFIDENTIAL
Application for Employment
Please read the guidance notes before completing this form.



	Completed applications should be sent to: recruitment@dudleylodge.co.uk


Application Guidance Notes
Thank you for your interest in a position with Dudley Lodge.
Dudley Lodge is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all employees and volunteers to share this commitment.
The organisation operates a safer recruitment process in line with relevant legislation, guidance and Ofsted expectations.
	Please ensure:
1. All sections of the application form are completed.
1. Full employment, education and volunteering history is provided from leaving secondary education.
1. Exact dates (month and year minimum) are included.
1. All gaps in employment, education or volunteering are fully explained.
1. Referee details are completed in full.
1. Information supplied is accurate and complete.
Failure to provide all required information may result in your application not being progressed.


References
Dudley Lodge adhere to a safer recruitment process; the following procedure will be followed when obtaining reference checks of all successful candidates:
1. A minimum of 2 employment reference checks
1. A reference check from your current employment
1. A reference check from each employment/volunteer role within the last 18 months
1. A reference check from each employment where the candidate has worked or volunteered with children or vulnerable adults during/leaving school.
1. An educational reference where your course included a placement with children or vulnerable adults.
1. A character reference will only be accepted where two employment references cannot be provided.
1. Dudley Lodge will establish from each reference: date work/volunteering commenced, date work/volunteering ended, job title, reason for leaving, attendance record (where relevant and lawful), suitability, if there were any safeguarding concerns during your time, and any other necessary information.
1. You should include for each reference the most appropriate person within the organisation, who has the responsibility to write a reference, full address and company email should be provided, we will not accept personal email addresses to send references to.
Disclosure & Barring Service Checks
Because of the nature of Dudley Lodge's work, staff and volunteers may come into contact with children under the age of 18 and/or vulnerable adults. The post for which you have applied is eligible for a DBS check and, where applicable, a check of the relevant barred list. Where the role is exempt from the Rehabilitation of Offenders Act 1974 under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975, you will be asked to disclose all convictions and cautions, including those that are spent, unless they are protected (filtered) under the DBS filtering rules. You must not disclose protected (filtered) cautions or convictions, and Dudley Lodge will not take protected information into account. Guidance on filtering can be found on the DBS website or from Nacro. Shortlisted candidates will be asked to complete a self-disclosure form prior to interview and may be asked for further information relevant to safeguarding during the recruitment process. If your application is successful, information you provide will be checked against the relevant DBS certificate before any appointment is confirmed. Any information disclosed will be treated as confidential and will be considered on a case by case basis and will not necessarily preclude you from employment.
Dudley Lodge have provided a flowchart with this application form to provide information to candidates about the filtering rules.
Equal Opportunities
We welcome applicants with a disability and can make reasonable adjustments to the recruitment process. If you are offered a role, we may ask you to complete an occupational health assessment where appropriate to help identify any support or adjustments needed for the role.
Dudley Lodge is committed to a policy that seeks to ensure equality of opportunity for all and to take action to avoid discrimination. All applicants are considered solely on their perceived ability to do the job for which they have applied. Therefore, it would be appreciated if you could complete the separate form in full.
Declaration
Please remember to sign and date the form before you post it to us. Please return your application form before 5pm on the closing date to: recruitment@dudleylodge.co.uk
If you have not heard from us within 2 weeks of the closing date, you may assume that your application has been unsuccessful. Due to the volume of applications we may not be able to provide feedback to all candidates. We reserve the right to limit repeat applications within a 12 month period for the same or very similar roles, although we will consider exceptional circumstances.
Data Protection
The information you provide will be processed in accordance with UK data protection law, including the UK General Data Protection Regulation and the Data Protection Act 2018, for recruitment and selection purposes and, if you are appointed, for employment purposes. We will store your information securely and restrict access to those involved in the recruitment process. If you are unsuccessful, we will normally retain your application for six months after the end of the recruitment process and then delete it securely, unless you ask us to retain it for longer for future opportunities. Further information about how we use your data, including criminal records data where applicable can be obtained by emailing recruitment@dudleylodge.co.uk
Confidential Application for Employment
Please complete every section. On screen, tick boxes can be clicked and cells expand as you type.
01    Position
	Position applied for
	

	Date available to take up employment
	

	Preferred to work
	☐  Full Time      ☐  Part Time      ☐  Zero-hour contract if applicable



02    Personal Details
	Title
	
	Surname
	

	Forename(s)
	

	Previous names
	

	Address
(including postcode)
	

	Tel number (Home)
	
	Tel number (Mobile)
	

	National Insurance number
	
	Email address
	



03    Qualifications & Training
Please list your examination results and qualifications, from secondary school through to further and higher education. Your full education history, with dates, is recorded in the chronology in Section 04.
	Subject / Qualification
	School, college or university
	Dates
From – To 
(month & year)
	Result / Grade
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04    Employment and Education Chronology
	Your chronology must begin from the end of your statutory education and continue without interruption up to the present day. In line with safer-recruitment procedures, every single month must be accounted for – covering all periods of education, employment, volunteering and any gaps.
For each period of employment, volunteering or education where you worked with children or vulnerable adults, full reference details must be provided. You must also include full reference details for all employment and education undertaken within the last 18 months. Please answer the Worked with Children / Vulnerable Adults? column for every entry.
Educational references: if your course included a placement working with children or vulnerable adults, an educational reference is required. You do not need to record the placement as a separate period – tick ‘Yes’ for that course and give your tutor’s or placement supervisor’s details as the referee so that we can seek a reference.
Where there are gaps in employment or education, you do not need to complete all referee fields, but you must tick ‘Gap’ and clearly explain the reason for the gap in the Job Role or Educational Course column.
Please note: In line with Ofsted requirements, every detail must be included. Applications with incomplete chronologies cannot be accepted. If you need more space, continue on a separate sheet using the same columns.



	Start Date
MM/YYYY
	End Date
MM/YYYY
	Activity Type
Tick one.
	Worked with Children / Vulnerable Adults?
Tick one. Include course placements.
	Company Name or Educational Institution & Address
	Job Role or Educational Course & Subject 
If you ticked ‘Gap’, please explain the reason for the gap here.
	Roles & Responsibilities
	Reason for Leaving
	Referee Details
Name of referee, referee email and referee phone number

	
	
	Secondary Education
	☐ Yes
☐ No
	
	
	
	
	Name of Referee:

	
	
	
	
	
	
	
	
	Referee Email:

	
	
	
	
	
	
	
	
	Referee Phone Number:

	
	
	☐ Employment
☐ Education
☐ Volunteering
☐ Gap
	☐ Yes
☐ No
	
	
	
	
	Name of Referee:

	
	
	
	
	
	
	
	
	Referee Email:

	
	
	
	
	
	
	
	
	Referee Phone Number:

	
	
	☐ Employment
☐ Education
☐ Volunteering
☐ Gap
	☐ Yes
☐ No
	
	
	
	
	Name of Referee:

	
	
	
	
	
	
	
	
	Referee Email:

	
	
	
	
	
	
	
	
	Referee Phone Number:

	
	
	☐ Employment
☐ Education
☐ Volunteering
☐ Gap
	☐ Yes
☐ No
	
	
	
	
	Name of Referee:

	
	
	
	
	
	
	
	
	Referee Email:

	
	
	
	
	
	
	
	
	Referee Phone Number:

	
	
	☐ Employment
☐ Education
☐ Volunteering
☐ Gap
	☐ Yes
☐ No
	
	
	
	
	Name of Referee:

	
	
	
	
	
	
	
	
	Referee Email:

	
	
	
	
	
	
	
	
	Referee Phone Number:

	
	
	☐ Employment
☐ Education
☐ Volunteering
☐ Gap
	☐ Yes
☐ No
	
	
	
	
	Name of Referee:

	
	
	
	
	
	
	
	
	Referee Email:

	
	
	
	
	
	
	
	
	Referee Phone Number:

	
	
	☐ Employment
☐ Education
☐ Volunteering
☐ Gap
	☐ Yes
☐ No
	
	
	
	
	Name of Referee:

	
	
	
	
	
	
	
	
	Referee Email:

	
	
	
	
	
	
	
	
	Referee Phone Number:

	
	
	☐ Employment
☐ Education
☐ Volunteering
☐ Gap
	☐ Yes
☐ No
	
	
	
	
	Name of Referee:

	
	
	
	
	
	
	
	
	Referee Email:

	
	
	
	
	
	
	
	
	Referee Phone Number:

	
	
	☐ Employment
☐ Education
☐ Volunteering
☐ Gap
	☐ Yes
☐ No
	
	
	
	
	Name of Referee:

	
	
	
	
	
	
	
	
	Referee Email:

	
	
	
	
	
	
	
	
	Referee Phone Number:

	
	
	☐ Employment
☐ Education
☐ Volunteering
☐ Gap
	☐ Yes
☐ No
	
	
	
	
	Name of Referee:

	
	
	
	
	
	
	
	
	Referee Email:

	
	
	
	
	
	
	
	
	Referee Phone Number:

	
	
	☐ Employment
☐ Education
☐ Volunteering
☐ Gap
	☐ Yes
☐ No
	
	
	
	
	Name of Referee:

	
	
	
	
	
	
	
	
	Referee Email:

	
	
	
	
	
	
	
	
	Referee Phone Number:

	
	
	☐ Employment
☐ Education
☐ Volunteering
☐ Gap
	☐ Yes
☐ No
	
	
	
	
	Name of Referee:

	
	
	
	
	
	
	
	
	Referee Email:

	
	
	
	
	
	
	
	
	Referee Phone Number:

	
	
	☐ Employment
☐ Education
☐ Volunteering
☐ Gap
	☐ Yes
☐ No
	
	
	
	
	Name of Referee:

	
	
	
	
	
	
	
	
	Referee Email:

	
	
	
	
	
	
	
	
	Referee Phone Number:

	
	
	☐ Employment
☐ Education
☐ Volunteering
☐ Gap
	☐ Yes
☐ No
	
	
	
	
	Name of Referee:

	
	
	
	
	
	
	
	
	Referee Email:

	
	
	
	
	
	
	
	
	Referee Phone Number:

	
	
	☐ Employment
☐ Education
☐ Volunteering
☐ Gap
	☐ Yes
☐ No
	
	
	
	
	Name of Referee:

	
	
	
	
	
	
	
	
	Referee Email:

	
	
	
	
	
	
	
	
	Referee Phone Number:
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05    References
	Please give two referees from the employment listed in your chronology. Referee 1 must be your current or most recent employer. Full reference requirements are set out in the guidance notes at the front of this form.



	Allocated Referee 1 – Current or Most Recent Employer

	Company name and address
	

	Referee name – must be the person responsible for writing a reference
	

	Position / relationship
	

	Telephone number
	

	Organisation's email address – please note personal email addresses will not be accepted
	

	Contactable prior to interview?
	☐  Yes      ☐  No



	Allocated Referee 2 – Previous Employer

	Company name and address
	

	Referee name – must be the person responsible for writing a reference
	

	Position / relationship
	

	Telephone number
	

	Organisation's email address – please note personal email addresses will not be accepted
	

	Contactable prior to interview?
	☐  Yes      ☐  No



	Character Referee – only complete if required

	Only complete if you cannot provide two employment references. This must not be a relative or friend.

	Organisation name and address (if applicable)
	

	Referee name – must be the person responsible for writing a reference
	

	Position / relationship and how long they have known you
	

	Telephone number
	

	Organisation's email address – please note personal email addresses will not be accepted
	

	Contactable prior to interview?
	☐  Yes      ☐  No


Should further references be required we will ask you to provide us with the necessary information so we can obtain these.
06    Personal Statement
	Please detail:
(a)  Reasons for applying for this position
(b)  Your experience relevant to this position



	


07    Interests / Hobbies
	Please give details of any pastimes, sports etc. and offices held in social/sports clubs etc.

	



08    Right to Work in the UK
We have a legal responsibility to verify that all our employees have the legal right to live and work in the UK.
	Do you currently have permission to work in the UK?
	☐  Yes      ☐  No

	If you have an online right to work status, you will need to provide a share code and your date of birth so we can carry out an online right to work check.
	Share code:
Date of birth:

	Will you require sponsorship now or in the future to work in the UK?
	☐  Yes      ☐  No
If yes, please provide details:



	As required by the Immigration, Asylum and Nationality Act 2006, we must verify the right to work in the UK for all successful candidates before employment starts. This may be done by checking original documents and/or by using the Home Office online right to work checking service, depending on the type of immigration status you hold. Please bring the appropriate original evidence to interview or be ready to provide a share code for an online check. The documents we can accept are those permitted by Home Office guidance in force at the time. We will check documents in your presence or complete the online check, take and retain the required evidence securely. If you are not successful, copies will be destroyed securely in line with our retention arrangements.
If you are successful, a copy of the document(s) will be retained on your personal file in line with our retention obligations.
If you have not provided evidence of your right to work in the UK at an interview with us, any offer of work or employment made to you will be conditional upon you presenting this before you join Dudley Lodge. This document check must be carried out before you start or can be paid for any work with us.
(please advise below which documents you will provide)

	



	In addition, you will also need to provide two current documents / letter on which your name and address are shown.
Note: If you require a permit to work in the UK, you will need to provide this along with your passport and proof of address.
If you do not require a work permit to work in the UK, you must be able to provide a valid Passport or a full Birth or Adoption Certificate along with official proof of your NI number. If you are unable to provide these documents please contact recruitment@dudleylodge.co.uk and we will help you explore alternative identity check options provided by the Home Office.
Without confirming your right to work in the UK, you will be unable to commence employment with Dudley Lodge.


09    Availability
If you are applying for a Bank Family Worker role or Waking Night Worker role please tick your availability.
	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	AM
	☐
	☐
	☐
	☐
	☐
	☐
	☐

	PM
	☐
	☐
	☐
	☐
	☐
	☐
	☐

	Night
	☐
	☐
	☐
	☐
	☐
	☐
	☐



	Please be aware of the Working Time Regulations. Employees are entitled to minimum rest breaks and rest periods, including weekly rest, which may be taken as an average over a 14 day period. For this reason please make Dudley Lodge aware of any other work you will be undertaking below, and also provide information if you will still be in any form of education.



	Currently working days/hours

	



10    How Did You Hear About This Position?
	Please tick below, where or how you heard about the vacancy at Dudley Lodge:

	☐  Friends recommendation (please see below)
☐  Via the Dudley Lodge website 'Careers' section
☐  Via Job website advertisement  
☐  Other, please specify:  ______________________________________________

	If a friend/family member has recommended you, please provide their full name and how long you have known them for.

	

	If you downloaded the application pack from the Dudley Lodge website, please specify how you were directed to our website:

	



11    Recruitment Policy & Rehabilitation of Offenders Act 1974
	Recruitment Policy
It is the Company's policy to employ the best person for the vacancy and provide equal opportunities for the advancement of employees including promotion and training and not to discriminate against any person because of age, disability, gender re-assignment, marital status, race, religion, belief, sex, sexual orientation, or union membership status.



	Rehabilitation of Offenders Act 1974
Because of the nature of Dudley Lodge's work, staff and volunteers may come into contact with children under the age of 18 and/or vulnerable adults. The post for which you have applied is eligible for a DBS check and, where applicable, a check of the relevant barred list. Where the role is exempt from the Rehabilitation of Offenders Act 1974 under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975, you will be asked to disclose all convictions and cautions, including those that are spent, unless they are protected (filtered) under the DBS filtering rules. You must not disclose protected (filtered) cautions or convictions, and Dudley Lodge will not take protected information into account. Guidance on filtering can be found on the DBS website or from Nacro. Shortlisted candidates will be asked to complete a self-disclosure form prior to interview and may be asked for further information relevant to safeguarding during the recruitment process. If your application is successful, information you provide will be checked against the relevant DBS certificate before any appointment is confirmed. Any information disclosed will be treated as confidential and will be considered on a case by case basis and will not necessarily preclude you from employment.


12    Declaration
	I confirm that the information I have provided is complete and accurate. I understand that any offer of employment will be conditional upon satisfactory pre-employment checks, which may include satisfactory references, confirmation of my right to work in the UK, a satisfactory DBS certificate at the appropriate level including a check of the relevant barred list where applicable, and a health and capability assessment where appropriate following a conditional offer. I understand that any false statement, omission or misleading information may be sufficient cause for rejection of my application or, if employed, disciplinary action up to and including dismissal. I authorise Dudley Lodge to obtain references and to carry out the pre-employment checks described above.



	Signature:
	Date:
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	CONFIDENTIAL
Equality and Diversity Monitoring Form
Voluntary – separated from your application on receipt.



We are an equal opportunity employer. The aim of our policy is to ensure that no job applicant or employee receives less favourable treatment because of age, disability, gender reassignment, marriage and civil partnership, pregnancy or maternity, race, religion or belief, sex or sexual orientation.
Dudley Lodge wants to meet the aims and the commitments set out in its equality policy. This includes not discriminating under the Equality Act 2010 and building an accurate picture of the make-up of the workforce in encouraging equality and diversity.
The organisation needs your help and co-operation to enable us to do this, however, please note filling in this form is voluntary.
To ensure that this policy is fully and fairly implemented and monitored, and for no other reason, would you please provide the following information:
	1. If you are applying for a role working directly with children or vulnerable adults, you must be 18 or over due to Dudley Lodge being a safeguarding organisation.
1. This monitoring form will be separated from the application form on receipt at Dudley Lodge.


Age
	☐  18-25
	☐  26-35
	☐  36-45

	☐  46-55
	☐  55+
	☐  Prefer not to say


Disability
Do you have a disability?
	☐  Prefer not to say
	☐  Yes, I am aware I have a disability
	☐  No, I don't have a disability


You will be considered as having a disability for discrimination purposes if you fit the definition as given in the Equality Act 2010. In the Act, a disability is a 'physical or mental impairment which has a substantial and long-term adverse effect on a person's ability to carry out normal day to day activities.' For these purposes, 'long term' is taken to mean the condition is likely to last longer than 12 months or likely to recur.
Ethnicity
Ethnic origin is not about nationality, place of birth or citizenship. It is about the group to which you perceive you belong. Please tick the appropriate box.
Asian or Asian British
	☐  Bangladeshi
	☐  Indian
	☐  Pakistani

	☐  Other Asian background (Please specify ____________________)


Black or Black British
	☐  African
	☐  Caribbean
	

	☐  Other Black background (Please specify ____________________)


Chinese and other groups
	☐  Chinese
	
	

	☐  Other ethnic group (Please specify ____________________)


Mixed race
	☐  White and Asian
	☐  White and Black African
	☐  White and Caribbean

	☐  Other Mixed background (Please specify ____________________)


White
	☐  British
	☐  Irish
	☐  Scottish

	☐  Gypsy or Irish Traveller
	☐  Welsh
	

	☐  Other White background (Please specify ____________________)

	☐  Prefer not to say


Religion or belief
	☐  Buddhist
	☐  Christian
	☐  Hindu

	☐  Jewish
	☐  Muslim
	☐  Sikh

	☐  No religion
	☐  Prefer not to say
	

	☐  Other (Please specify ____________________)


Gender
	☐  Female (including trans woman)
	☐  Intersex
	☐  Male (including trans man)

	☐  Non-binary
	☐  Prefer not to say
	

	☐  If you prefer to use your own term, please specify here: ____________________


Trans status
Does your gender differ from that which you were assigned at birth?
	☐  Yes
	☐  No
	☐  Prefer not to say


Sexual orientation
	☐  Bisexual
	☐  Gay
	☐  Heterosexual

	☐  Lesbian
	☐  Prefer not to say
	

	☐  If you prefer to use your own term, please specify here: ____________________


Data protection statement
Dudley Lodge uses this information to review compliance with its policies on equal opportunity in relation to recruitment. We will use this data to inform our statistics on the representation of the categories of individual as shown above. We will treat all personal information in line with current data protection legislation and our data protection policy.
For us to process this information and to comply with data protection legislation, we require your consent. You are not required to give your consent; you acknowledge that any consent given is freely given. Your job application is not dependent on your giving consent to our processing of this data.
Including your signature below will signify your consent to our processing of this information. Once you have given consent, you may withdraw it at any time by emailing recruitment@dudleylodge.co.uk
	Signature:
	Date:


Dudley Lodge is committed to Quality, Excellence, Equality and Diversity
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