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APPLICATION FORM – CONFIDENTIAL

PLEASE READ THE GUIDANCE NOTES BEFORE COMPLETING THIS FORM

The information supplied on this application form will be used to evaluate your suitability for employment at The Chiltern Centre.  Once completed, please return this and any accompanying forms by post (address below) or email (chiltern@chilterncentre.org.uk).  Thank you.
General points 
· Be sure to fill in the job title of the post as this ensures that you are to be considered for the right position. 

· If you have a disability and need any help in completing the form, please contact us. 

· Please put your name on each page of your application form. 

Qualifications and training 
· As some jobs require no formal qualifications, do not be put off if you have nothing to write in this section. 

· As well as telling us about the exams that you have passed, you should also include information about any relevant courses that you have completed. 

· Include all qualifications and training which may be part-time as well as full-time

Work History 
· The form asks you to give details of month and year of previous jobs held, and account for any gaps in your employment record, this part of the form is a legislative requirement. 

· Alternatively, some people will have developed relevant skills through part-time or voluntary work. If you include any voluntary work, list the name and address of the group(s) involved. 
· Your work history MUST start with most current employment and go back to when you left full time education.

Relevant experience 

This section gives you the opportunity to demonstrate why you are suitable for the post. Before completing it, please refer to the job profile and person specification (PAGE 8).

Here it is essential to relate your experience to the information given in the job profile by giving specific examples. For example, telling us what you did in your job rather than what the team did and how you demonstrated a particular skill, rather than simply saying that you have it. Please ensure you address all of the points identified which will allow you to demonstrate your suitability for the position you have applied for.

References 
References will be taken up after interview stage. 

· As a Centre providing care to young people and adults at risk, safeguarding and protection is an integral part of our work DBS checks will take place before employment can begin. 

· References must cover the last 5 years of your employment and should include one from your current Employee.
· If you are unemployed, include your last employer, and if you have worked in a voluntary or unpaid capacity e.g. as a member of a Parent Teachers Association, you could include the chair of the committee among your references. 

· All positions offered are subject to satisfactory references

· Please note we are required to contact all previous employers listed in your employment history, if you held a position working with children or adults in a caring capacity. 

Returning the form 
Please keep a copy of the form. The interview will include questions about information given. 

Return the form to The Chiltern Centre, Greys Road, Henley-on-Thames, Oxon RG9 1QR 

or email  chiltern@chilterncentre.org.uk
Remember we are only able to measure your suitability from the information you provide. 

Thank you for your cooperation and we look forward to receiving your completed application

	position applied for
	   


	PERSONAL INFORMATION



	TITLE
	MR
	MRS
	MISS
	MS
	

	SURNAME NAME
	
	ADDRESS

	FIRST NAME
	
	

	MAIDEN NAME (if applicable)
	
	

	CONTACT NUMBER
	
	

	EMAIL
	
	

	
	
	

	NATIONAL INSURANCE NO.
	
	

	GENDER
	
	

	DO YOU HAVE A CURRENT DRIVING LICENCE?
	YES / NO

	DO YOU NEED A WORK PERMIT TO WORK IN THE UK?
	YES / NO

	HOW MUCH NOTICE WILL YOU NEED TO GIVE YOUR EMPLOYER?
	

	WHERE DID YOU SEE THE ADVERTISEMENT FOR THIS POST?
	


	AGE RANGE (optional)
	18 - 23
	24 - 30
	31 – 45
	46 - 60
	60 +


	DISABILITY

	We welcome applicants who have a disability and who meet the essential short-listing criteria.  If you do have a disability, please tell us if there are any reasonable adjustments we can make to help at interview or to enable you if successful in your application

	


EDUCATION HISTORY

	DATES
	SECONDARY SCHOOL

COLLEGE OR

UNIVERSITY
	SUBJECT STUDIED
	QUALIFICATION AND GRADE

	from
	to
	
	
	

	month
	year
	month
	year
	
	
	

	
	
	
	
	
	
	


PROFESSIONAL TRAINING

	DATES
	TYPE OF TRAINING
	QUALIFICATION OR GRADE

	from
	to
	
	

	month
	year
	month
	year
	
	

	
	
	
	
	
	


Employment History
Please give details of your PRESENT OR MOST RECENT EMPLOYMENT/VOLUNTARY WORK FIRST and then work backwards.   Please go back as far as your first job after leaving full time education.  Include a note of all periods of unemployment; travel etc. in the space provided so there are no gaps in the record.

	CURRENT OR FINAL SALARY (FOR LAST POST ONLY)
	
£


Annual/Hourly 

	REASON FOR LEAVING
	


	DATES
	EMPLOYER'S NAME AND ADDRESS AND NATURE OF BUSINESS
	JOB TITLE & BRIEF DESCRIPTION OF DUTIES

INCLUDING REASON FOR LEAVING

	from
	to
	
	

	month
	year
	month
	year
	
	

	
	
	
	
	
	


EXPERIENCE / KNOWLEDGE / PERSONAL QUALITIES

Please tell us how your experience, skills and qualifications meet the requirements set out in the job profile (Page 7).  Please focus your response as per the Person Specification for the role, giving evidence of your experience to date.  Please give us as much information as possible as this will be the basis for short-listing and you may find it useful to refer to the Guidance Notes enclosed before completing this section.

	


References 
Please ensure that you give TWO references and one must be from your current employer.  If you are unemployed, this should be your last employer.  Please note that we reserve the right to take up references in respect of any previous employment paid or unpaid, without further notification to you.

PLEASE NOTE WE ARE REQUIRED TO CONTACT ALL PREVIOUS EMPLOYERS LISTED IN YOUR EMPLOYMENT HISTORY, IF YOU HELD A POSITION WORKING WITH CHILDREN OR ADULTS IN A CARING CAPACITY. 
	YES
	NO

	delete non-applicable


Can we contact your current employer prior to any conditional offer of employment?

All positions offered are subject to satisfactory references.

	CURRENT EMPLOYER OR LAST EMPLOYER IF CURRENTLY UNEMPLOYED

	NAME
	
	EMPLOYERS FULL ADDRESS
	

	JOB TITLE
	
	
	

	ORGANISATION
	
	
	

	TELEPHONE NUMBER
	
	
	

	EMAIL
	
	
	


	PREVIOUS EMPLOYER OR PERSONAL REFERENCE

	NAME
	
	EMPLOYERS FULL ADDRESS
	

	JOB TITLE
	
	
	

	ORGANISATION
	
	
	

	TELEPHONE NUMBER
	
	
	

	EMAIL
	
	
	


SAFEGUARDING STATEMENT

The Chiltern Centre is a committed service to safeguarding young people and adults at risk in close collaboration with relevant Safeguarding Boards.

The service will reject new applicants wanting to join the service who do not satisfactorily meet the safer recruitment standard. Application details may be passed to the necessary authority in cases. 

DISQUALIFICATION DECLARATION
Statutory guidance on keeping children safe requires childcare providers which provide care for children under the age of 8 to ensure that staff and volunteers working in these settings are not disqualified from doing so under the Childcare (Disqualification) Regulations 2009.

A person may be disqualified if:

1. They have certain orders or other restrictions placed upon them

2. They have committed certain offences

3. They are living in the same household as someone who is disqualified by virtue of 1 or 2 above (this is known as Disqualification by Association)

You are required therefore to sign the declaration below confirming that to the best of your knowledge you are not disqualified under those Regulations from working in this setting.

A disqualified person is not permitted to continue to work in a setting providing care for children under age 8, however the childcare provision can usually then apply to Ofsted for a waiver of disqualification, and appropriate support will be provided with this process if necessary.

	Section 1
	Yes
	No

	Have any orders or other determinations related to childcare been made in respect of you?
	
	

	Have any orders or other determinations related to childcare been made in respect of a child in your care?
	
	

	Have any orders or other determinations been made which prevents you from being registered in relation to child care, children’s homes or fostering?
	
	

	Are there any other relevant orders, restrictions, or prohibitions in respect of you?
	
	

	Are you barred from working with Children or adults?
	
	

	Are you prohibited from Teaching?
	
	


	Section 2
	Yes
	No

	Have you been cautioned (including a reprimand or warning) since 6 April 2007?
	
	

	Any offence against or involving a child? (A child is a person under the age of 18)?
	
	

	Any violent* or sexual offences against an adult? 

*a violent offence in this context is murder, manslaughter, kidnapping, false imprisonment, ABH, GBH
	
	

	Any offence under the Sexual Offences Act? 
	
	

	Any other relevant offence?
	
	

	Have you ever been cautioned, reprimanded, given a warning for or convicted of any similar offence in another country?
	
	


	Section 3
	Yes
	No

	To the best of your knowledge, is anyone in your household* disqualified from working with children under the Regulations? *This means does anyone in your household have an Order or Restriction against them as set out in Section 1 or have they been cautioned, reprimanded, given a warning for or convicted of any offence in Section 2.
	
	


If you have answered yes to any of the above please give details here
	


DECLARATION

I confirm that the information I have given is correct and complete and that any false statements or omissions may render me liable to dismissal without notice.  I also confirm that I am not disqualified from working with children.  Because of the sensitive nature of the duties the post holder may be expected to undertake, I understand that an Enhanced check with the Disclosure and Barring Service will be sought in the event of a successful application.

I understand and agree that data contained in the application form will be used and processed for recruitment purposes.  I understand and agree that should I become an employee; the information will also be used for employment related purposes.  I agree to the Centre holding and processing this information.

	NAME:
	
	
	DATE:
	

	YOU WILL BE ASKED TO SIGN THIS FORM IF INVITED TO INTERVIEW

	SIGNED:
	
	
	DATE:
	


JOB PROFILE AND PERSON SPECIFICATION

JOB TITLE:


SUPPORT WORKER

REPORTING TO: 

Centre Manager 

SALARY:


up to £19,000 dependent on experience and qualifications 
PROBATIONARY PERIOD
6 Months

This is not a comprehensive list of all the tasks, which may be required of the post holder.  It is illustrative of the general nature and level of responsibility of the work to be undertaken.

JOB PURPOSE AND RESPONSIBILITIES:

1. To support the Centre Manager in the day to day running of the service
2. To understand relevant legislation and regulations and to ensure that all policies, procedures and systems of the service, are adhered to.
3. To provide the highest possible standard of safeguarding for young people and adults in care and meet their individual needs.  To report any concerns to the relevant staff member as per Safeguarding Policy.

4. Actively participate in Team meetings.

5. To be an allocated Key worker and ensure files are regularly updated and regular progress meeting reports are prepared.

6. To undertake intimate and personal care for those in your care according to the agreed procedure 

7. Administer medication accurately in accordance with Health Care Plans.

8. Build positive relationships with everyone receiving care and liaise with families and other agencies in a professional manner, promoting a positive profile for the Centre.

9. Agree to formal supervisions to be carried out by Team Leaders.

10. To assist in the referral, assessment and transition process.

11. Undertake other duties as required by the Manager, providing they are appropriate to the above role.

What Are We Looking For?
	Good level of Maths

	Good level of written English

	Basic ICT skills

	

	Any relevant qualifications

	Any previous experience in Care

	Any skills / training in Care

	

	Application form fully completed and presentable

	Legal right to work in UK

	

	Good Communication

	Team player

	Shift work experience

	Punctual

	Compassionate

	Enthusiastic

	Empathy

	

	Knowledge and understanding in Behaviour Management

	Knowledge of Health and Safety

	Knowledge of Person-Centred care

	Knowledge and understanding of policies and procedures

	Medication Handling experience

	Knowledge and understanding of Safeguarding

	Experience in Adult care
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