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	Employment Application Form – Northern Ireland 



Thank you for your interest in The Fostering Network. Please complete this application form fully as it will be used to shortlist applicants against the job description. CVs and letters will not be considered.
Criminal convictions, references and equal opportunities information will be detached and retained by the HR team and will not be seen by the hiring panel.  The personal details page will not be seen by the hiring panel at the shortlisting stage, but will be made available to them at interview. This information will be held in accordance with the Data Protection Act 2018 and the UK General Data Protection Act (UKGDPR).
Please send your completed application form as a Word document to recruitment@fostering.net 
We cannot accept PDFs or scans of handwritten forms.
If you have any questions or need assistance in completing this form, please do get in touch with us.


Personal Details
Under the Data Protection Act 2018 and the UKGDPR, the personal data you provide will be confidentially and securely held in manual and electronic formats and used for: (i) the purposes of the recruitment and selection process; (ii) to enable the organisation to monitor the effectiveness of current policies and assist with statistical returns.
This information will be held separately by the HR team until after the shortlisting stage has completed.
	First name
	

	Surname
	

	Previous name(s)
	

	Home Address & Postcode
	

	Correspondence Address & Postcode (if different)
	

	Telephone number:
	

	Mobile number:
	

	May we contact you at work?
	

	Do you have the right to work in the UK?
	



Your Application
	Role being applied for
	

	How did you find out about this vacancy?
	

	Have you made an application to The Fostering Network before?
	

	Are you related to any employees or trustees of The Fostering Network?

If yes, please specify.
	

	Do you identify as care-experienced?
	

	Do you require any adjustments to enable you to participate in this application and interview process? Please enter them below, or contact us on recruitment@fostering.net 

	




	Please confirm that you are aware of the interview date and are available for interview if shortlisted
	

	What are your salary expectations? Please be aware of the salary range stated on the job advert.
	




Education, Training & Qualifications
Educational history
Starting with the most recent, please give details of educational qualifications. Please continue on a separate sheet if necessary. You will need to provide evidence of any training or qualifications if asked to do so.
	Name of school, college or university
	Qualification
	Grade obtained

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Training & Membership
Please name any awarding institute or professional body in full and include attainment level specifying relevant grades or grade of membership
	Awarding body
	Qualification / membership status
	Was membership obtained by examination?
	Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Other skills
Please indicate any other relevant skills, for example languages spoken, level of computer literacy etc.
	









Employment History
Current / most recent employer
	Employer / Organisation name
	

	Job title
	

	Employer’s address
	

	Type of business
	

	Dates of employment
	

	Summary of roles and responsibilities

	







	Notice period
	

	Reason for leaving
	

	Have you been subject to any formal or informal disciplinary action?
	



Previous history & other relevant experience
Please include details of your full employment history. If you have an employment history of less than five years, please include any voluntary or unpaid work. Continue on a separate sheet if necessary.
	Employer / Organisation name
	

	Job title
	

	Type of business
	

	Dates of employment
	

	Brief summary of roles and responsibilities

	







	Reason for leaving
	

	Have you been subject to any formal or informal disciplinary action?
	



	Employer / Organisation name
	

	Job title
	

	Type of business
	

	Dates of employment
	

	Brief summary of roles and responsibilities

	







	Reason for leaving
	

	Have you been subject to any formal or informal disciplinary action?
	



	Employer / Organisation name
	

	Job title
	

	Type of business
	

	Dates of employment
	

	Brief summary of roles and responsibilities

	







	Reason for leaving
	

	Have you been subject to any formal or informal disciplinary action?
	



	Employer / Organisation name
	

	Job title
	

	Type of business
	

	Dates of employment
	

	Brief summary of roles and responsibilities

	







	Reason for leaving
	

	Have you been subject to any formal or informal disciplinary action?
	



	Employer / Organisation name
	

	Job title
	

	Type of business
	

	Dates of employment
	

	Brief summary of roles and responsibilities

	







	Reason for leaving
	

	Have you been subject to any formal or informal disciplinary action?
	



Please give details of any gaps in your employment history
	









Personal Statement
This is the most important part of your application.  
It is where you tell us what makes you suitable for this post and why the post interests you. Your application will be assessed against the person specification attached to the job description, which lists all the essential requirements of the post.  You should address each point of the person specification separately, giving details and examples of how your knowledge, experience, skills, abilities and achievements meet each of the specified areas.
	






















Criminal Convictions
We welcome applications from candidates of all backgrounds and if you disclose a conviction, this won’t necessarily bar you from consideration for employment.   Each case is looked at on its particular circumstances and background.  
Under the terms of the Rehabilitation of Offenders (Northern Ireland) Order 1978 some criminal convictions become ‘spent’ after a specified period of time and it is not necessary to declare those convictions on employment application forms.
However, positions involving contact with children and young people are exempt and all criminal convictions, cautions, warnings or reprimands must be declared on employment applications.
If you disclose an offence, a member of HR will contact you to gather the details surrounding the offence.  Any mitigating circumstances will be taken into account, such as how long ago the offence was committed, your age, and circumstances at the time. We’ll then decide if this has an impact on your ability to carry out the role you’ve applied for and whether it should be disclosed to the recruitment panel.  
Please note that if you are appointed you will need to complete an AccessNI check as part of pre-employment checks. 
Please refer to The Fostering Network policies on the handling and storage of disclosure information and the AccessNI Code of Practice below: https://www.nidirect.gov.uk/sites/default/files/2021-11/accessni-code-of-practice.pdf.
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	Does the post you are applying for involve contact with children and/or young people?
	Yes or No

	If YES
Are you disqualified from working with children and young people or vulnerable adults, either through a court-imposed disqualification order or through your inclusion on the Children’s Barred List or Vulnerable Adults Barred List?
	Yes or No

	If the post involves contact with children or young people, you must declare all convictions (including pending), cautions, warnings, reprimands or if you have ever been debarred from working with children, young people or vulnerable adults.
If the post does not involve contact with children or young people, you must declare only those convictions, cautions, warnings or reprimands which are not spent. Please give details on a separate sheet if necessary.  

	












I understand that the work I have applied for may be subject to a criminal record check from AccessNI before an appointment is confirmed. I have read the notes above and I am aware that all convictions must be disclosed, if the post for which I am applying involves unsupervised access working with children under 18 years and/or vulnerable adults. I give my consent for the information to be shared with the Recruiting Manager and HR. 
	Full Name
	

	Signature
	

	Date
	



Failure to disclose criminal offences could lead to either your application being rejected, or if you are appointed, to dismissal if it is subsequently learned that you have had any criminal convictions. 
References
Please give the name and contact details of two referees who can provide an assessment of your suitability for this post. The first of whom must be your present or most recent employer.  Please do not give relatives or friends. If you are in full time education, please give the name of your tutor.
	Referee One
	Referee Two

	Name:

	Name:


	Position:

	Position:


	Organisation:

	Organisation:


	Address:



	Address:




	Telephone number:

	Telephone number:


	Working relationship:

	Working relationship:


	May we approach them prior to interview?


	May we approach them prior to interview?





Declaration
I declare that the information given in this application is to the best of my knowledge complete and accurate.  I understand that misleading statements and failure to disclose relevant information may result in rejection or, if employed, dismissal. 
I understand that any job offer is subject to references, checks on relevant qualifications, employment eligibility and criminal convictions, a probationary period and, if appropriate, a medical report all of which must be deemed by The Fostering Network as satisfactory.
	Full Name
	

	Signature
	

	Date
	



Thank you for your application, we wish you the best of luck!
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Policy on the Recruitment of Ex-Offenders Fostering Network Northern Ireland


1.The Fostering Network  complies fully with the Code of Practice, issued by the Department of Justice, in connection with the use of information provided to registered persons, their nominees and other recipients of information by AccessNI under Part V of the Police Act 1997, for the purposes of assessing Applicant’s suitability for employment purposes, voluntary positions, licensing and other relevant purposes. We undertake to treat all applicants for positions fairly and not to discriminate unfairly or unlawfully against the subject of a Disclosure on the basis of conviction or other information revealed. 


2.This policy is made available to all Disclosure applicants at the outset of the recruitment process.


3. Fostering Network are committed to equality of opportunity, see separate Equal Opportunities Policy, to following practices, and to providing a service which is free from unfair and unlawful discrimination*. We ensure that no applicant or member of staff is subject to less favourable treatment on the grounds of gender, marital status, race colour, nationality, ethnic or national origins, age, sexual orientation, responsibilities for dependants, physical or mental disability political opinion or offending background, or is disadvantaged by any condition which cannot be shown to be relevant to performance.


4 Fostering Network actively promotes equality of opportunity for all with the right mix of talent, skills and potential, and welcomes applications from a wide range of candidates, including those with criminal records. The selection of candidates for interview will be based on those who meet the required standard of skills, qualifications and experience as outlined in the essential and desirable criteria.


5.We will request an Access NI Disclosure only where this is considered proportionate and relevant to the particular position. This will be based on a thorough risk assessment of that position and having considered the relevant legislation which determines whether or not a Standard or Enhanced Disclosure is available to the position in question. Where an Access NI Disclosure is deemed necessary for a post or position, all applicants will be made aware at the initial recruitment stage that the position will be subject to a Disclosure and that the Fostering Network will request the individual being offered the position to undergo an appropriate Access NI Disclosure check


6.In line with the Rehabilitation of Offenders (Northern Ireland) Order 1978,  Fostering Network will only ask about convictions which are defined as "unspent" within the terms of that Order, unless the nature of the position is such that we are entitled to ask questions about an individual's entire criminal record.


7.We undertake to ensure an open and measured and recorded discussion on the subject of any offences or other matters that might be considered relevant for the position concerned eg the individual is applying for a driving job but has a criminal history of driving offences. Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of the conditional offer of employment.


8.Fostering Network will discuss any matter revealed in a Disclosure Certificate  with the subject of that Disclosure before considering withdrawing a conditional offer of employment.*

9.We ensure that all those in the Fostering Network who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of Disclosure information. We also ensure that they have received appropriate guidance and training in the relevant legislation relating to employment of ex-offenders (e.g. the Rehabilitation of Offenders (Northern Ireland) Order 1978 and The Rehabilitation of Offenders (Exceptions) (Amendment) Order (Northern Ireland) 2012

10.We undertake to make every subject of an Access NI Disclosure aware of the existence of the Code of Practice, and to make a copy available on request.



HAVING A CRIMINAL RECORD WILL NOT NECESSARILY DEBAR YOU FROM WORKING WITH THE FOSTERING  NETWORK.  THIS WILL DEPEND ON THE NATURE OF THE POSITION, TOGETHER WITH THE CIRCUMSTANCES AND BACKGROUND OF YOUR OFFENCES OR OTHER INFORMATION CONTAINED ON A DISCLOSURE CERTIFICATE OR PROVIDED DIRECTLY TO US BY THE POLICE. 


*We are only able to discuss what is contained on a Disclosure Certificate and not what may have been sent under separate cover by the Police.
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Fostering Network’s Policy Statement re handling, use, storage retention and disposal of Disclosure Applications and Disclosure information

General Principles

As an organisation using Access Northern Ireland to help assess the suitability of applicants for positions of trust, Fostering Network complies fully with ACCESSNI’s Code of Practice regarding the correct handling, use, storage retention and disposal of Disclosure Applications and Disclosure information. We also complies fully with its obligations under the Data Protection Act 1998 and other relevant legislation pertaining to the safe handling, storage, retention and disposal of Disclosure information.


Storage and Access

Disclosure information is be kept securely, in lockable, non-portable, storage containers with access strictly controlled and limited to those who are entitled to see it as part of their duties.


Handling 

In accordance with section 124 of the Police Act 1997, Disclosure information is only passed to those who are authorised to receive it in the course of their duties. We maintain a record of all those to whom Disclosures or Disclosure information has been revealed and it is a criminal offence to pass this information to anyone who is not entitled to receive it.


Usage 

Disclosure information is only used for the specific purpose for which it was requested and for which the applicant’s full consent has been given.


Retention 

Once a recruitment (or other relevant eg regulatory or for licensing purposes) decision has been taken, we do not keep Disclosure information for any longer than is necessary. Information will not be retained but destroyed once a decision, recruitment or otherwise has been made.


Disposal 

Once the retention period has elapsed, we will ensure that any Disclosure information is immediately destroyed by secure means ie by shredding, pulping or burning. While awaiting destruction, Disclosure information will not be kept in any unsecured receptacle (eg waste-bin or confidential sack). We will not keep any photocopy or other image of the Disclosure or any copy or representation of the contents of a Disclosure or any other relevant non-conviction information supplied by police but not included on the Disclosure. However, despite the above, we may keep a record of the date of issue of a Disclosure, the name of the subject, the type of Disclosure requested, the position for which the Disclosure was requested, the ACCESSNI unique reference number of the Disclosure Certificate and the details of the recruitment decision taken.

Renewal

All individuals carrying out duties on behalf of, or directly of the Organisation, who have direct contact with children and young people will be subject to an AccessNI recheck every three years 
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Fostering Network Security Policy re Disclosures from ACCESSNI


 Fostering Network agrees to abide by the following conditions in relation to all Disclosure information as described in the Code of Practice.


Fostering Network will ensure that:


· Disclosure information is not passed to persons who are not authorised to receive it under Part V of the Police Act; 


· Disclosure information is available only to those in the organisation who need to have access in the course of their duties; 


· it will not retain Disclosures or a record of Disclosure information for longer than is required for the particular purpose. This will be no longer than six months after the date on which recruitment or other relevant decisions have been taken; or after the date on which any dispute about the accuracy of the Disclosure information has been resolved. This period will only be exceeded in very exceptional circumstances which justify retention for a longer period; 


· all sensitive and personal Disclosure information is stored when not in use in a locked and non portable container in a secure environment; 


· it co-operates with AccessNI to undertake assurance checks as to the proper use and safekeeping of Disclosure information; and 


· it reports to AccessNI any suspected malpractice in relation to this policy or any suspected offence concerning the handling or storage of Disclosure information.
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