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Description automatically generated]Support Worker Application Form

	Job reference no.
	FP/AK/SW/Nov23
	Please complete and return this form to:

	Job title
	Support Worker(s)
	
rec@jspsc.co.uk

	Closing date
	11th December 2023
	

	Interview date
	TBC
	

	DATA PROTECTION

	The details of our processing activities in relation to your personal data within this form are contained within our privacy notice that is located at the bottom of this application form. This application should be used in conjunction with information contained within the specific recruitment pack related to this post.

I hereby give my consent for processing the data supplied in this form for the purpose of recruitment, selection and suitability for employment in post. 

Applicant’s signature:

Date:




Date:


	PERSONAL

	Title
	
	Name
	

	Address


	







	Home telephone no.
	

	Daytime telephone no.
	

	Mobile telephone no.
	

	Email address
	

	CURRENT OR LAST EMPLOYMENT

	Name of current/last employer
	


	Address of current or last employer


	






	Job title/ position
	


	Date commenced
	

	Date ended
	

	Current salary
	

	Brief description of duties & responsibilities

	


















	Notice period required
	

	EDUCATIONAL ACHIEVEMENTS

	Please list relevant achievements

	


























	OTHER EXPERIENCES AND INTERESTS RELEVANT TO THIS POST

	Please list any personal experiences.

	














	Leisure activities, 
hobbies & interests



	

	EMPLOYMENT HISTORY

	Please give your full employment history with an explanation for any gaps.  Please start with your most recent position:

	Employer
	Dates 
From – to
	Position with brief details
	Reason for leaving

	





















	
	
	

	ADDITONAL INFORMATION

	Please state why you feel you are suitable for this position 

	














































	REFERENCES

	Please give details of TWO referees with whom you have worked/ been professionally associated – one of whom should be your current/ last employer

	Referee 1 – Name
	

	Position held
	

	Company name
	

	Address



	

	Contact telephone no.
	

	Email address
	

	How long have you know this referee?
	

	Referee 2 – Name
	

	Position held
	

	Company name
	

	Address



	

	Contact telephone no.
	

	Email address
	

	How long have you know this referee?
	

	Can we contact your current employer at this stage?
	

	PROOF OF IDENTITIY AND RIGHT TO WORK IN THE UK

	JSP will need to establish your identity and that you have the right to work in the UK to be able to make any offer of employment.  Please ensure that you bring proof of identity and right to work in the uk if you are invited to interview.

	Do you have the right to work in the UK? (Please refer to the guidance notes in the pack)
	

	DRIVING

	
Do you have the use of a car for work purposes?
	

	
	

	


DISCIPLINARY INFORMATION

	Please read the questions below and if you answer “Yes” to any of them, please provide details in a sealed envelope with your name and job reference number on the outside.  The sealed envelope should be brought with you to interview if offered.  The envelope will not be opened unless you are provisionally offered a role after the selection process.  Answering “Yes” to any of the questions will not mean that you cannot be considered for the job.

	Have you been the subject of formal disciplinary action by your current employer?
	

	Are you the subject of ongoing disciplinary proceedings by your current employer?
	

	Have you ever been the subject of any formal disciplinary action by a previous employer or were you the subject of any incomplete disciplinary proceedings at the time you left?
	

	Are you, or have you ever been, subject to any sanctions imposed by a professional body?
	

	Name
	

	Signature
(to be signed at interview)


	Date


	OFFENDERS DECLARATION

	This form will only be seen by those directly involved in making decisions about recruitment to this post.

As JSP meets the requirements in respect of exempted questions under the Rehabilitation of Offenders Act 1974 all applicants who are offered employment will be subjected to a record check from the Disclosure and Barring Service before the appointment is confirmed.  This will include details of cautions, reprimands or final warnings, as well as convictions.

Please declare any convictions, cautions, reprimands, or final warnings that are not “protected” as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013) or (Exclusions and Exceptions) (Scotland) Order 2013 (OPSI / The National Archives).
Please add any additional information you wish to include on a separate sheet.

	Year 
	Offence
	Sentence

	







	
	

	Name
	

	Signature
(to be signed at interview)
	Date

	DECLARATION

	I declare that the information given in this application is accurate and true.  I understand that providing misleading or false information will disqualify me from the appointment OR, if appointed, may result in dismissal.  (Please note that should you be selected for interview you will be required to sign your completed application form in addition to your printed name below)

	Name
	

	Signature
(to be signed at interview)
	Date

	

















	AVAILABILITY FOR WORK

	The case manager has a responsibility to ensure that the support package meets the needs of our client and remains cost effective at all times. Support staff preferences will be respected, as far as is possible but cannot be guaranteed. The wishes of ALL the team members need to be considered by the case manager on a non-preferential basis

	Please indicate your availability to work

	
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Sun

	Term time
	
	
	
	
	
	
	

	School holidays
	
	
	
	
	
	
	

	Bank holidays
	
	
	
	
	
	
	

	Flexibly ‐ shifts on a rota basis
	
	
	
	
	
	
	

	Fixed shifts
	
	
	
	
	
	
	

	Alternate weeks
	
	
	
	
	
	
	

	Sleep ins
	
	
	
	
	
	
	

	Waking nights
	
	
	
	
	
	
	

	Absence cover ‐ extra shifts
	
	
	
	
	
	
	

	For any periods you are unavailable for work, please share the reasons below

	







	
Please tell us how you heard about this vacancy

	






	FOR OFFICE USE ONLY 

	Shortlisted?
	Yes
	
	No
	
	Interview date & time
	

	Reasons


	

	Assessment
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recruitment of ex-offenders - ENGLAND




As an organisation using the Disclosure and Barring Service (DBS) to assess applicants’ suitability for positions of trust, JSP Ltd complies fully with the DBS Code of Practice and undertakes to treat all applicants for positions fairly.  It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of conviction or other information revealed.
JSP Ltd is committed to the fair treatment of its staff, potential staff or users of its services, regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age, physical/mental disability or offending background. 
We actively promote equality of opportunity for all with the right mix of talent, skills, and potential and welcome applications from a wide range of candidates, including those with criminal records. We select all candidates for interview based on their skills, qualifications, and experience.
Due to the nature of the clients we support we will seek an Enhanced Disclosure as part of the recruitment process. Because of this we encourage all applicants called for interview to provide details of their criminal record at an early stage in the application process.
We ensure that all those in JSP Ltd who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences. We also ensure that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. The Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2015
At interview we ensure that an open and measured discussion takes place on the subject of any offences or other matter that might be relevant to the position. Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of an offer of employment.
We make every subject of a DBS check aware of the existence of the DBS Code of Practice and make a copy available on request.  We undertake to discuss any matter revealed in a Disclosure with the person seeking the position before withdrawing a conditional offer of employment.  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.
The Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2015 provide that certain spent convictions and cautions are “protected” and are not subject to disclosure to employers, and cannot be taken into account.   Guidance and criteria on the filtering of these cautions and convictions can be found on the Disclosure and Barring Service website. 
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As an organisation using the Protection of Vulnerable Groups (PVG) to assess applicants’ suitability for positions of trust, JSP Ltd complies fully with the PVG Code of Practice and undertakes to treat all applicants for positions fairly.  It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of conviction or other information revealed.
JSP Ltd is committed to the fair treatment of its staff, potential staff or users of its services, regardless of race, gender, religion, sexual orientation, responsibilities for dependents, age, physical/mental disability or offending background. 
We actively promote equality of opportunity for all with the right mix of talent, skills, and potential and welcome applications from a wide range of candidates, including those with criminal records. We select all candidates for interview based on their skills, qualifications, and experience.
Due to the nature of the clients we support we will seek an Enhanced Disclosure as part of the recruitment process. Because of this we encourage all applicants called for interview to provide details of their criminal record at an early stage in the application process. We request that this information is sent under separate, confidential, cover to a designated person within JSP Ltd and we guarantee that this information is only be seen by those who need to see it as part of the recruitment process.
We ensure that all those in JSP Ltd who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences. We also ensure that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders.
The Rehabilitation of Offenders Act 1974 (Exclusions and Exceptions) (Scotland) Amendment Order 2015
At interview we ensure that an open and measured discussion takes place on the subject of any offences or other matter that might be relevant to the position. Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of an offer of employment.
We make every subject of a PVG check aware of the existence of the PVG Code of Practice and make a copy available on request.  We undertake to discuss any matter revealed in a Disclosure with the person seeking the position before withdrawing a conditional offer of employment.  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.
The amendments to the Exclusions and Exceptions (Scotland) Order 2015 that certain spent convictions and cautions are “protected” and are not subject to disclosure to employers, and cannot be taken into account. Guidance and criteria on the filtering of these cautions and convictions can be found on the Protection of Vulnerable Groups scheme – Disclosure Scotland http://www.disclosurescotland.co.uk/disclosureinformation/pvgscheme.htm website. 
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General
This information notice relates to changes in data protection legislation and the General Data Protection Regulation (GDPR) effective 25th May 2018.

It is intended to inform you about the ways in which we collect, manage, process, store and share information about you. It also provides you with information about how you can have control over the use of your information. JSP Ltd is registered as a data controller with the Information Commissioners Office.
Contact
If you have any concerns about how we collect or manage your information please email privacy@jspsh.co.uk or write to the Data Protection Lead, JSP Ltd, 7 South West Centre, Troutbeck Road, Sheffield S7 2QA 

Privacy
We are committed to ensuring that your privacy is protected. Should we ask you to provide certain information by which you can be identified when applying for a job with us, you can be assured that it will only be used in accordance with this privacy notice.

Purpose & legal bases
We will use the details you provide on your application form, together with the supporting documents requested and additional details provided by any referees and recorded following any interview process to process your application from application through selection and interview processes and if selected to support and enable your appointment into the vacancy including any manual or electronic communications related to the processes.

This data will also be used to register you for access to our network and relevant systems, staff ID card issue, and payroll processing and to enroll you onto our pension scheme. We will also use the Disclosure and Barring Service information (not the outcome) for monitoring purposes, to check appropriate payments have been made and to evidence, if required at any future point in time, the appropriate procedure was conducted as part of the recruitment process. 
 
We consider the processing of your personal information for the above purposes to be either necessary for us to take steps with a view to creating a contractual relationship with you (e.g. to assess your application for employment with us), or necessary for compliance with a legal obligation (e.g. equal opportunities monitoring), or necessary for the performance of tasks we carry out in the public interest (e.g. non-statutory reporting or research). We require you to provide us with the information we ask for during the application process in order to assess your application properly except where its supply is marked as optional. Application decisions are not automated.

Sharing
As well as circulating your application and related materials to the appropriate staff at JSP we will share your personal information for the above purposes as relevant and necessary with:
· Your referees
· Where relevant and as required to administer relevant recruitment checks and procedures, the Disclosure and Barring Service (DBS Code of Practice) and the relevant Right to Work checks  
· Companies or organisations providing specific services to or on behalf of JSP.
· Any official government body as required by law
Retention
If you are successful, your information will be kept as part of your personnel record for the duration of your employment. If you are unsuccessful, your information will be normally kept for six months after the completion of the application process.

Security
To prevent unauthorised access or disclosure, we have highly encrypted electronic systems and organisational processes in place to safeguard the information we keep and share. 

Access to your information
If you would like to request details of information we hold about you, please send your enquiry to privacy@jspsh.co.uk. For our full privacy policy please visit www.jspcasemanagement.co.uk/privacy policy
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