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	Office Use Only

	Applicant Reference No.
	



Application for Employment

It is important that you read the guidance notes before completing this application form.
Please complete this form fully using black ink or type.
CV’s are not accepted. Applications received after closing date will not normally be considered.
Completed forms to be returned to admin@wearebeams.org.uk. Alternatively by post:

                                                                 We Are Beams

Allsworth Court

40 St David’s Road

Hextable

Kent BR8 7RJ
(Please mark envelope with the position you are applying for)



Employment history

Please give details of all previous employment, starting with the most recent after that given on Page 1.  Please provide an explanation for ALL gaps in employment history since leaving education.
(If necessary, please continue on a separate sheet using the same format).
	Date From
	Date To
	Employers Name & Full Address
	Position and Brief Description of Duties
	Salary and Reason for Leaving

	MM/YY


	MM/YY
	
	
	

	MM/YY


	MM/YY


	
	
	

	MM/YY


	MM/YY


	
	
	

	MM/YY


	MM/YY


	
	
	

	MM/YY


	MM/YY


	
	
	

	MM/YY


	MM/YY


	
	
	

	MM/YY


	MM/YY


	
	
	


 Education & Qualifications

Please state qualifications (for which you may need to provide evidence at interview).

(If necessary, please continue on a separate sheet using the same format)
	Dates 
	School / College / University
	Qualifications Gained
	Grade

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Any other relevant qualifications, voluntary and community work or records of achievement (e.g. courses attended), including membership and status of any relevant Professional or Technical Association.

	


Experience and Further Infomation
Please give details of relevant experience, personal qualities and any other information in support of your application. You may find it useful to refer to the job description and/or person specification. You may also wish to refer to personal or family related experiences/examples.

(Please attached additional sheets if necessary)

	


Additional Information

	If offered the job, when would you be able to start work with us?
	

	
	

	Do you have a full clean driving licence?
	Yes  /  No

	Do you have use of a vehicle? 
	Yes  /  No

	

	Do you require a work permit? 

In line with Section 8 of the Asylum & Immigration Act 1996, We are Beams will require all successful candidates, (regardless of nationality or ethnicity) to provide original evidence of their identity and/or entitlement to work in the UK on receipt of an offer of employment.  We are Beams is entitled under the Act to refuse employment to any person unable to establish their right to work in the UK.
	Yes  / No

	
	

	Is there any special help you may require if called to interview?
	Yes  /  No

	If yes, what help would you like?



	
	

	Do you feel that you have any impairment or illness, which may affect your work with Children/Young people
	Yes  /  No

	If Yes please give details: 


	

	Have you ever had an offer to work with children/young people declined?
	Yes  /  No

	If yes, please give details:



References
All offers of employment are conditional on written references that are considered satisfactory to We are Beams from the two most recent periods of employment.  However exceptions to this will be accepted if you have been employed in your current job for over 10 years.  If this is not possible, we will accept references from someone who knows you in a professional capacity, e.g. as a volunteer in a voluntary organisation.  With this in mind, applicants are therefore requested to supply below, the names of two people, excluding relatives and personal friends who can be approached for references.
External applicants:  You should give the name of your Line Manager or Supervisor in your present or most recent employment as your first reference and the name of your Line Manager or Supervisor from the next most recent for your second.  If you are a School, College or University leaver, your first referee should be your Head Teacher or Tutor.

Internal applicants: We will seek a reference from your Line Manager or Supervisor.

	Referee 1:

May we approach before Interview?    Yes / No

	Referee 2: 

May we approach before Interview?    

Yes / No


	Name:


	Name:


	Position held:


	Position held:

	Address:

E-mail address:


	Address:

E-mail address:



	Telephone number:

Extension (if applicable):
	Telephone number:

Extension (if applicable):


	I declare that the information given in this Application Form and Disclosure and Barring Service Declaration Form(s) is true and complete.  I understand that any false statement may be sufficient cause for rejection, or if employed, dismissal.  
Signed: ____________________________________________   Date:  ___________________




	For Office Use Only

	Interviewed  

Yes / No
If no, reason:

Initial
	Appointed  

Yes / No
If no, reason:

Initial
	COMMENTS

	REASON 
(A) Not met essential criteria   (B) Not met desirable criteria   (C) Other (please specify)


Declaration of Criminal Record (Rehabilitation of Offenders Act 1974)

We are Beams requests that applicants provide details of any criminal record at an early stage in the application process.    

At the application stage, any information disclosed will not be seen by a member of the interview panel. Any such information will be kept in strict confidence and used only in consideration of your suitability for the position for which you are applying.  Declarations will be shredded after the interview process has been completed.

Details will only be disclosed to the Chair of the interview panel if the post is to be offered.  A separate meeting will then be held with the candidate to discuss the nature of any criminal record.  This meeting will be attended by the Chair of the Interview Panel, plus We are Beams’ Head of Charity or Deputy Head of Charity.  Following this meeting a decision will then be made as to whether the candidate is still considered suitable for the post.  When making this decision, it will be considered whether the criminal record is relevant to the post being applied for.  We  are Beams reserves the right, following such an interview, to not make an offer of employment if it is felt that the organisation may be making an unsafe recruitment decision.

Please note We Are Beams endeavours to not knowingly discriminate against ex-offenders and having a criminal record, in itself, will not necessarily prevent a candidate from being appointed to a post.

In the event of an offer of employment or employment, any failure to disclose a criminal record may result in the offer being withdrawn, or in the case of employment, disciplinary action or dismissal.

For all applicants

Under the Rehabilitation of Offenders Act 1974, you are required to give details of any current convictions which are not classed as ‘spent’.   

Name:  _________________________________________________________________


	Do you have any current criminal convictions or any pending cases?  (Do not include any convictions that are now 'spent' under the Rehabilitation of Offenders Act 1974)  

	Please indicate:   YES   or   NO  
	If 'Yes', please give details, including dates, in the box below (continue on a separate sheet if necessary):

	



Signature:  _________________________________________   
Date:  _______________________
For posts requiring a DBS Disclosure
IMPORTANT NOTICE:
The post you have applied for is classified as 'exempt' under the Rehabilitation of Offenders Act 1974.  This means you are not entitled to withhold any information about a criminal record you may have had including those which, for other purposes, are regarded as 'spent' under the Act.  

A document entitled 'DBS - Guidelines for Job Applicants' is enclosed with this job application pack.  
Name:  _________________________________________________________________
	Do you have any past or current criminal convictions, including 'spent' convictions, cautions, reprimands, final warnings or any pending cases?

	Please indicate:   YES   or   NO  
	If 'Yes', please give details, including dates, in the box below (continue on a separate sheet if necessary):

	

	Requirement for an 'Enhanced' Disclosure, please also answer the following question:

Are you aware of any police enquiries undertaken following allegations made against you, which may have a bearing on your suitability for this post?  (continue on a separate sheet if necessary):

	


Signature:  _________________________________________   
Date:  _______________________

Guidance Notes for Applicants

Filling in the application form

· Please complete all parts of the application form. For equal opportunities purposes, We are Beams does not accept CVs.

· Show clearly how your experience, knowledge, skills and abilities are relevant to the requirements of the post.

· Give full details of your duties in your present or most recent job. This may be a voluntary role. Do not miss out experience gained in previous jobs, but select the most relevant points. Also include details of any skills or experience gained from voluntary, committee or community work, etc.

· Use extra sheets if necessary, noting your name and the post you have applied for at the top of each sheet.

· Check the closing date to allow time for your application to reach us by post. Please note we cannot accept your application form by fax.  We suggest you keep a copy of your completed application.

· We are Beams does not usually acknowledge receipt of application forms unless specifically requested and an SAE is enclosed. Please note that if you have not been contacted by the advertised interview date then unfortunately you have not been successful in your application.

Short-listing

When short-listing we will be looking for evidence that you have the knowledge, experience, skills and abilities to do the job as detailed in the job description and person specification. These provide the essential criteria against which your application will be assessed. The short-listing panel will not have details of your name and address unless you are selected for interview.   (Any declared criminal record will not be revealed to the chair of the interview panel until after the interviews have been completed and an offer of employment is to be made.) 

Disabled candidates

We are Beams welcomes applications from disabled candidates. Please address any reasonable adjustments we may need to make for you as a disabled person under the section marked 'General experience and further information' of the application form. There is also a section towards the end of the application form where you can address any special requirements you may have to assist you with interview. 

Equal Opportunities Monitoring

This is addressed in a separate statement and monitoring form that is included in this application pack. Please return the form with your application form but in a separate, sealed envelope. An envelope is provided if you have requested a hard copy of the application form. (Applicants who download from the website will need to provide their own envelope)

Work/Life Balance

We are Beams recognises that at all stages of their working lives, people perform most effectively when their professional and personal lives are in harmony. The organisation is committed to policies and working practices that enable its employees to strike a mutually beneficial balance between the needs of the organisation, its service users and other stakeholders, and the commitments of home and family life. However, where these conflict, We are Beams reserves the right to give its business needs priority.

Disclosure and Barring Service Declaration and the Disclosure and Barring Service 

We are Beams is an organisation that provides services to disabled children & young people and their families. You will appreciate therefore, that We are Beams must be particularly careful to enquire into the character and background of applicants for appointments to posts that (a) involve contact with children or supervise those who have contact with children, (b) who are in positions of trust and influence and (c) who, by virtue of the authority and responsibility inherent in the post they hold, might be expected to be positively suitable to work with children. Seeking this information is not, in anyway, to reflect upon applicants integrity but is necessary to protect the vulnerable and to assist us in making safe recruitment decisions. 

Further information is available on the Application Form and accompanying document entitled 'DBS' - Guidelines for Job Applicants'.

We aim to make the application process as straightforward as possible. If you have any further questions regarding your application, the Disclosure and/or referencing processes, or require any further general guidance or information about We  are Beams please contact us on 01322 668501 or email admin@wearebeams.org.uk 


DBS GUIDELINES FOR JOB APPLICANTS

What does Disclosure mean?

In 2002 a new Disclosure and Barring Service was established. The Disclosure and Barring Service (DBS) is an executive agency of the Home Office and its primary purpose is to help employers and voluntary organisations to make safer recruitment decisions and appointments. By conducting checks and providing details of criminal records and other information in the form of a document called a ‘Disclosure’ the DBS will help identify applicants who may be unsuitable for certain work and positions, especially those involving contact with children or other vulnerable members of society.

Are all posts within We are Beams subject to a Disclosure?

No.  Although organisations are entitled under the Rehabilitation of Offenders Act 1974 to ask all job applicants for details of a current or 'unspent' criminal record, the post needs to be classified as 'exempt' under the Act in order to qualify for a Disclosure check. These posts are generally considered to be where the post involves contact with children or vulnerable adults, and in certain other cases, i.e. roles of a financial nature, Trustees, and other positions of influence. When a post is eligible for a Disclosure, We are Beams is entitled to make enquiries about the applicant’s entire criminal record and will seek either a Standard or Enhanced Disclosure through the DBS.

Can I refuse to apply for a Disclosure?

Yes. However, there are some posts for which a Disclosure is required by law. If you refuse to apply for a Disclosure in this instance, We are Beams would be within their rights not to take your job application any further. 

Current levels of Disclosure

Standard Disclosure

This is primarily for positions that involve regular contact with children (i.e. under 18) or vulnerable adults. This disclosure will contain all convictions on record, including ‘spent’ convictions.
It will also include details of any cautions, reprimands or warnings held on the Police National Computer. It will also give information contained on government department lists of those unsuitable to work with children and vulnerable adults (DoH and DfES). 

Enhanced Disclosure

This Disclosure is for posts involving greater contact with children or vulnerable adults and positions of influence, i.e. Trustees of children's charities. In addition to information provided on a Standard Disclosure, this will include information held by the local police force as well as the Police National Computer in addition to the DoH and DfES information. 

What do I need to do to obtain a Disclosure?

The cost of applying for a Disclosure relating to a job application will be met in full by We are Beams. 

The procedure for obtaining Disclosure commences when a formal offer of employment is made. Any offer of employment will be subject to a satisfactory Disclosure report from the DBS. The formal offer of employment will include a Disclosure application form and an explanatory leaflet on how to fill out the form. 

For verification purposes the Disclosure application must include your passport or photo driving license, together with at least 2 proofs of your current address, such as a recent utility bill, a credit card statement, bank statement or a mortgage or insurance statement. If you do not have a valid passport or photo driving licence, other documents will be needed in addition to the proofs of address to establish your identity, e.g. paper driving license, original birth certificate, marriage certificate, a P45 or P60 or, if applicable a Professional Registration Certificate.

The DBS will then carry out the necessary checks and return a Disclosure report to We  are Beams, which will also be sent to you.  

Can I commence employment without a Disclosure?
It is likely that in many cases the Disclosure report may not have been received by the time you are due to commence employment. If it is not feasible to delay the start date, you may be able to commence employment but only on a supervised basis for those aspects of your job involving direct, normally unsupervised, contact with children or vulnerable adults or information relating to children, until such time as a Disclosure report is received. However, We are Beams reserves the right to delay the commencement of employment until the Disclosure is received if the organisation considers it necessary.

What if I already have a Disclosure report?

Unfortunately, we will require you to be repeat checked. There are issues around portability and it is also a requirement of our Employers' Liability Insurance providers. 

What if I am an overseas applicant?

Disclosure reports for applicants with a substantial record of overseas residence, including current UK residents and British nationals, may not include information on convictions from outside the UK. Unless you have little or no previous residence in the UK, a Disclosure report will still be required. You may also be requested to obtain the equivalent criminal records checks from the country in question where available.

How do I know that the information contained on my Disclosure will be kept confidential?

We are Beams fully complies with the relevant Codes of Practice and as recommended by the Codes we have a Policy on ‘The Secure Storage, Handling, Use, Retention & Disposal of Disclosures & Disclosure Information’. The Codes of Practice are also available from the DBS websites.

What happens if I have a criminal record?

Job applicants are requested to confidentially disclose any criminal record at the application stage. This information will be disclosed to the interview panel only after all interviews have taken place in order that candidates are assessed purely on their skills and ability. If the successful candidate does have a criminal record, they will be invited to discuss the nature of the criminal record with the Operations Director. 

The same process will apply to information revealed on a Disclosure report. The Operations Director reserves the right to make safe recruitment decisions on behalf of We are Beams and their decision will be final. 

Having a criminal record will not necessarily prevent a candidate from being appointed to a post.

What if I have a criminal record that may not be relevant to the position for which I am applying?

Safeguards and guidelines have been introduced to ensure that conviction information is not misused and that ex-offenders are not treated unfairly. Ex-offenders will retain the protection afforded by the Rehabilitation of Offenders Act, 1974 and We are Beams has a policy on ‘The Recruitment of Ex-Offenders’. This policy can be obtained in hard copy by contact with the general office

Can I challenge the information on my Disclosure if it is incorrect?

If you think that any information contained on your Disclosure is incorrect, please contact the Disclosure dispute line on 0870 90 90 778 immediately and ask about the dispute procedures.
For how long will Disclosure be valid?
Each Disclosure will show the date on which it was printed, therefore, the older the Disclosure the less reliable it is. However, there will be no expiry date. Once employed, We are Beams will discuss with you how your Disclosure can be updated. 

Further information

An enormous amount of information is also available direct from the DBS. The contact details are as follows:

https://www.gov.uk/government/organisations/disclosure-and-barring-service

DBS customer services - customerservices@dbs.gsi.gov.uk
Telephone: 0870 909 0811
Position applying for:  





Personal Details





Title: ______ Forename(s):_______________________________ Surname: 	





Current Address:  	





_____________________________________________________ Post Code: 	





Telephone No. (Home): _________________________  Mobile No.: 	





Email Address: 	 





National Insurance Number: 	








Current or most recent employment (this maybe a voluntary role)





Job Title: ________________________________________________ Salary: 		





Start Date: _______________________  Leaving Date or Notice Required: 	





Employer’s Name and Address: 	





 ____________________________________________________ Post Code: 	





Brief description of duties: 	





	





	





Reason for Leaving: 	








1

