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Please read the following Guidance Notes before you complete your Application Form:

You should:

· Complete your form electronically or use black ink. This is so that it can be photocopied.

· Complete all sections fully and accurately.  If you are appointed and it is discovered that you provided false information you may be dismissed.  A CV accompanying an application form will not be considered.
· Refer to the Person Specification and Job Description when completing the form.  This will enable you to highlight skills, knowledge and experience that are relevant to the job, and improve your chances of being shortlisted. 
· Use your supporting statement to provide additional information about yourself and the reasons for applying for the job.  This should not exceed 2 sides of A4.   Any additional sheets used should not include your name, only the Job title you are applying for.
· Ensure that your application is submitted before the closing date and deadline time.  Where possible your application should be sent electronically to HR@pcp.uk.net.  However, if you post it, you should send it to:

Human Resources Department

Pioneering Care Partnership

Carer’s Way

Newton Aycliffe

DL5 4SF

· Provide full contact information about your referees. 
· Refer to the Privacy Statement provided with your Application Form which explains what PCP do with the information you provide. 

· Only apply if you have the Right to Work in the UK and can provide documentary evidence to support this before employment.

Sections 1, 2 & 9 are separated from your application and not used by the Manager to shortlist, to support PCP’s commitment to Equality and Diversity.
Additional information
Unless otherwise specified, all jobs are available for Job Share.

References will not be taken until a Job Offer has been made to you.

The Rehabilitation of Offenders Act 1974 Guidance Notes

Because of the nature of PCP’s work, some of the positions are exempt from the provisions of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975.  PCP uses the Disclosure and Barring Service checks to help assess the suitability of applicants for positions within the organisation where a DBS check is required.

Having a criminal record will not necessarily bar you from working with us. This will depend on the nature of the position and the circumstances and background of your offences. Under section 4 (2) of the Rehabilitations of Offenders Act 1974 (Exception Order 1975) all spent convictions must be declared.  Please refer to PCP’s Policy for Recruiting Ex-offenders which can be found on PCP’s website.
Failure to reveal information that is directly relevant to the position could lead to withdrawal of an offer of employment. 

	(For office use only)

	Candidate Ref no:                                                              

          
	Job Share: Yes / No

	Post Title:                                                    
	Disabled: Yes / No


	Section 1


	Position Applied for:
	
	Job Share:   Yes/No

	How did you find out about this post:
	


	Title:
	

	Surname:
	

	Forename (s):
	

	Address:
	

	
	

	
	

	Postcode:
	


	Home No:
	
	Work No:
	

	Mobile No:
	
	                      (If it is convenient for contacting you)


	E-mail Address:
	


	National Insurance No:
	
	
	
	
	
	
	
	
	


Criminal Convictions

Due to the nature of PCP’s work, a Standard or Enhanced Disclosure and Barring Service check will be carried out on all successful applicants.  Under section 4 (2) of the Rehabilitations of Offenders Act 1974 (Exception Order 1975) all spent convictions must be declared. 

Have you been convicted in any court of any offence?   
If yes, please give details of the offence(s) including dates:
	


Section 2

PCP is an equal opportunities employer and wants to ensure that all applicants are considered solely on their merits and are not influenced by unfair or unlawful discrimination. This information will be treated confidentially, and is used to provide anonymous statistical data to assist PCP to monitor compliance with equal opportunities principles.
Please mark Yes/No:

Gender:  
	Female
	
	Male  
	


Age Band (years):   

	16-24

	
	25-29
	
	30-44
	
	45-54
	
	55-64
	

	65-69
	
	70-75
	
	+75
	
	Prefer not to say
	


Ethnic origin:
	White
	
	White other

	
	Chinese
	

	Black/Black British
	
	Asian/Asian British
	
	Other
	

	Prefer not to say
	


Religious Belief:
	No Religion
	
	Baha’i

	
	Buddhist
	
	Jain
	

	Christian
	
	Hindu
	
	Muslim
	
	Sikh
	

	Other
	
	Prefer not to say
	


Sexual Orientation:
	Bisexual
	
	Gay man

	
	Heterosexual/straight
	

	Gay women/lesbian
	
	Gender reassignment
	
	Other
	

	Prefer not to say
	


Disability: (please only tick if your response is yes)
[image: image2.emf]

	Do you consider yourself to have a physical impairment?

	

	Do you consider yourself to have a sensory impairment?

	

	Do you consider yourself to have a learning disability?

	

	Do you consider yourself to have a mental health condition?

	

	Do you care for a friend or relative?
	


Confidentiality Statement

PCP will treat all information you give confidentially, under the principles of The Data Protection Act 2018.

PCP operates a Subject Access policy should you wish to view any personal information the organisation holds about you please speak to HR.
	Name:
	
	Date:
	


	Position Applied for:
	


	(For office use only)

	Candidate Ref no:                                                              

          
	Job Share: Yes / No

	Post Title.                                              
	Disabled: Yes / No


Section 3 – Education & Training

PCP reserves the right to request copies of official certificates prior to confirmation of appointment, please do not attach certificates to the application.  
(*please note text boxes will automatically expand while typing)
Secondary Education:
	School Attended: 
	

	Qualifications
	Subject
	Grade

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Further and Higher Education: (Please include placements, apprenticeships etc.)

	School, College or University
	Qualifications
	Subject


	Grade

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Specialised Training or Courses:
	Course Provider
	Type of Training/Course
	Accredited Yes/No
	Qualification Achieved

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Current Studies
	Level/Part

	
	


Technical or Professional Membership/Qualification

	Institute
	Grade of Membership

	
	


Section 4 – Current or most recent post
	Present post / Job title:
	


(If you are currently unemployed, give your most recent post including finish date & reasons)

(*please note text boxes will automatically expand while typing)

	Employer’s Name & Address
	Job Title
	Grade & Salary
	Dates of Employment

	
	
	
	


	Reason for leaving (if applicable):
	


	Period of notice required or termination date:
	


Duties and Responsibilities of your current or most recent post (include information relevant to the person specification)
	


Voluntary Work Experience:
	Organisation Name & Address 
	Area of Activity
	Detail Responsibilities

	
	
	

	Do you have any additional employment, volunteer work, or public duties which you intend to continue if appointed to this post?
	

	Please detail below the nature of the work and the hours

	


Section 5 – Previous Employment

Start with the most recent first.  If you run out of space please continue on a separate sheet.
	Name of Employer:
	

	Employers Business:
	


	Address:
	

	
	

	
	

	Postcode:
	


	Position Held:
	

	Grade and/or Salary:
	

	Reason for Leaving:
	


	Date Started:
	
	
	Date Left:
	


Brief description of duties (*please note fixed text box)
	

	


	Name of Employer:
	

	Employers Business:
	


	Address:
	

	
	

	
	

	Postcode:
	


	Position Held:
	

	Grade and/or Salary:
	

	Reason for Leaving:
	


	Date Started:
	
	
	Date Left:
	


Brief description of duties (*please note fixed text box)
	

	


	Name of Employer:
	

	Employers Business:
	


	Address:
	

	
	

	
	

	Postcode:
	


	Position Held:
	

	Grade and/or Salary:
	

	Reason for Leaving:
	


	Date Started:
	
	
	Date Left:
	


Brief description of duties (*please note fixed text box)
	

	


	Name of Employer:
	

	Employers Business
	


	Address:
	

	
	

	
	

	Postcode:
	


	Position Held:
	

	Grade and/or Salary:
	

	Reason for Leaving:
	


	Date Started:
	
	
	Date Left:
	


Brief description of duties (*please note fixed text box)
	

	


Section 6 – Referees

Please give details of two references.  One should be your present (or most recent) employer or voluntary role.  If you are a recent school leaver, one should be the Head Teacher of your last school.  Referees should have known you for at least 2 years and should not be related to you.
PCP only approach your referees once a job offer has been made, with the exception of positions that involve contact with children & vulnerable adults. In these circumstances PCP reserves the right to seek references from any or all-previous employers prior to interview.  

Present/Most Recent Employer Reference:

	Name:
	

	Job Title:
	

	Organisation:
	

	Address:
	

	
	

	Postcode:
	

	Telephone No:
	

	E-mail:
	


Second Referee (not related by birth/marriage or in personal relationship with you)

	Name:
	

	Job Title:
	

	Organisation (if applicable):
	

	Address:
	

	
	

	Postcode:
	

	Telephone No:
	

	E-mail:
	


Appointments will only be confirmed subject to satisfactory references.

Section 7 – Additional Information

The Asylum and Immigration Act makes it a criminal offence to employ a person who is not entitled to live or work in the United Kingdom. All successful applicants will be asked to produce documentary evidence to support this before employment.

Do you require a work permit?



Travel:

Do you have regular access to a car?



Do you have a full driving licence?



Section 8 – Supporting Statement

Please refer to the ‘completing the application guidance notes’ section on supporting statement to complete this section.
(*please note the following text box will automatically expand while typing, but please keep your supporting statement to a maximum of 2 sides of A4)

	


Only candidates who fulfil the requirements on the Person Specification will be considered for the vacancy.  Have you checked that you match these requirements and told us how you match them?
Section 9 – Declaration

I confirm that all the information given by me on this form is correct and accurate and I understand that if any of the information I have provided is later found to be false or misleading, any offer of employment may be withdrawn or employment terminated.
	Signature:
	

	Date:
	


Before you return this application please check that you have completed the form correctly and that you have signed it. Completed application forms can be returned by either post or e-mail to: hr@pcp.uk.net
HR Department

Pioneering Care Partnership

Carer’s Way

Newton Aycliffe

DL5 4SF

If you are sending by e-mail, please ensure you put the job title you are applying for in the message subject.  
Confirmation of receipt of application form

We do not confirm receipt of application forms so can we please suggest you use the following methods should you require confirmation:

For post please use recorded delivery

For e-mail please use delivery receipts

Shortlisting and Interviews

Successful shortlisted applicants will be contacted by email and invited for interview.  Following the interviews, the successful candidate will be contacted by telephone.  An email will be sent to candidates who have been unsuccessful.  
Feedback
If you would like feedback about any stage of your application, please email HR@pcp.uk.net. 
PCP promotes a No Smoking Policy
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Pioneering Care Partnership
Registered Charity No. 1067888

Company Registered in England No. 3491237 V.A.T. Registration No. 708 1680 37

Registered Office: Pioneering Care Centre, Carer’s Way, Newton Aycliffe, County Durham, DL5 4SF
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