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Application Form

	Role applied for:
	
	Date of Application:
	

	Please confirm how you heard about the role: 
	



	Personal Information

	Title 
	
	Full Name (including Middle Name)
	

	Please list ALL previous names 
(if applicable): 
	

	Date of Birth:
	

	Full Current Address and Postcode:
	

	Contact Numbers:
	

	Email Addresses:
	

	National Insurance Number:
	

	Have you lived and/or worked overseas for longer than a 4-week period? 
If yes, please confirm where and the dates. 
	


*If you have lived / worked abroad, we may require a certificate of good conduct. Information on how to obtain this can be provided.

	Are you currently eligible to work in the UK?
If appointed, you will be required to submit proof of your RTW in the UK.
	
	If no, what type of work permit do you require/hold?
	



	If you have any conditions related to your right to work in the UK, please give full details below.
	

	Are you, or have you ever been, registered with any relevant regulatory body?

If yes, please declare if any findings were made and if any conditions apply to your current registration.
	

	Do you have any connection to any existing employee ?

Please give details: 

	

	In line with the Asylum and Immigration Act 2006 and its subsequent amendments, all prospective contractors are required to provide evidence of their eligibility to work in the UK. We will request to see, and retain a copy of, an official document as specified in the Home Office guidelines.




	Driving and Vehicle Details 

	Do you hold a full clean driving licence?                                                                                         
	

	Do you have a car available for business use? 
	

	There may be a requirement to transport children or use your car for business purposes, if this is required you would need to obtain and provide evidence of Business Class car insurance, current MOT and Breakdown cover. 




	To be completed if applying for a role within the Education sector:
If you are applying for a position in education, please complete the section below with relevant information, experience, or qualifications specific to the role.

	Do you have Qualified Teacher Status or DfE Teacher reference number?
	
 

	If yes – QTS Certificate Number: 
	
	Date of qualification as a Teacher:
	

	If you are applying for a tutoring role, and in accordance with Keeping Children Safe in Education (KCSIE) guidelines, we are required to carry out a prohibition check through the Employer Access Service for anyone undertaking teaching work.
Please sign below to confirm that you consent to this check being carried out:
Signed: 
Date: 





	To be completed if applying for a self-employed role:

	Do you intend to operate as a Limited Company for the services you provide?
	

	If yes, please provide the full legal name of your Limited Company (as registered with Companies House):
	

	Is your professional insurance registered under your personal name or your Limited Company name?
	



	[bookmark: _Hlk129700940]Complete Employment History (Including Any Gaps):
Please provide a detailed account of your full work history from the time you left education to the present. This should include all roles, with start and end months and years for each position (including voluntary work).
Be sure to account for any gaps in employment by briefly stating the reason (e.g., seeking employment, travelling, parental leave, further education, etc
	

	
	Dates of Employment 
	
	
	

	Name of Employer
	
Month &
Year from:
	
Month &
Year to:
	Role & Responsibilities
	Reason for Leaving / Gap in Employment
	URN number for any children’s homes you have worked in.

	
	
	
	
	
	

	GAP
	
	
	
	
	

	
	
	
	
	
	

	GAP
	
	
	
	
	

	
	
	
	
	
	

	GAP
	
	
	
	
	

	
	
	
	
	
	

	GAP
	
	
	
	
	

	
	
	
	
	
	

	GAP
	
	
	
	
	

	
	
	
	
	
	

	GAP
	
	
	
	
	





	Education and Qualifications:
Please provide full details of your education history, including high school, college, university, or any other relevant training. Be sure to include the months and years attended for each institution, as well as any gaps (e.g., holidays, travel, or other activities during breaks in study).

	         Name
	Dates 
	            Qualifications & Completion Date

	
	Month/year from
	Month/year to
	  

	
	
	
	

	GAP
	
	
	

	
	
	
	

	GAP
	
	
	

	
	
	
	

	GAP
	
	
	

	
	
	
	




	Relevant Training and Professional Development
Please include any training courses, certifications, or personal development activities relevant to your role or career progression.

	





	Personal Statement:
Please describe the personal qualities, values, behaviours, skills, knowledge, and experience that make you a suitable candidate for the role. Highlight how you meet the criteria outlined in the person specification and demonstrate your suitability for the position.

	








	Reference Statement
The organisation will seek references for all successful applicants and may contact previous employers to verify specific experience or qualifications. It is the applicant’s responsibility to provide accurate and up-to-date contact details for their referees to ensure timely communication.
If the applicant is currently working with, or has previously worked with, children and/or adults at risk, their current or most recent employer will be asked to provide details of any disciplinary offences related to safeguarding. This includes any conduct that led to safeguarding concerns, even if the resulting penalty is now considered 'time expired'. The organisation may also request information regarding any safeguarding-related investigations or concerns, including the outcomes of such enquiries, disciplinary actions taken, and any referrals made to the Disclosure and Barring Service (DBS), relevant professional bodies, or the police.

Reference Information:  
We require references to cover the past 5 years, this must include your current or most recent employer. 

Professional Reference Details (Covering 5+ years of Employment History)
Please provide the names and contact details of your previous employers. References must be addressed to a manager or senior member of staff and submitted to an official professional email address. References will not be accepted from relatives, unauthorised colleagues, or individuals providing references in a personal capacity, such as friends.

	[bookmark: _Hlk69894953]1. Referee Name (current or most recent employer): 

	2. Referee Name (current or most recent employer):


	Referees Position at this Company:

	Referees Position at this Company:


	Professional Email address:

	Professional Email address:


	Name of Employer: 

	Name of Employer: 


	Dates of Employment: 
	Dates of Employment: 


	Address & Postcode of Employer:

	Address & Postcode of Employer:


	Contact numbers:

	Contact numbers:


	Please confirm when we are permitted to contact your referees for the relevant references:
· Upon receipt of the application form 

· After the interview  

· Only after receiving consent from the candidate 

	Please confirm when we are permitted to contact your referees for the relevant references:
· Upon receipt of the application form

· After the interview  

· Only after receiving consent from the candidate 








	3. Referee Name (current or most recent employer): 

	4. Referee Name (current or most recent employer):


	Referees Position at this Company:

	Referees Position at this Company:


	Professional Email address:

	Professional Email address:


	Name of Employer: 

	Name of Employer: 


	Dates of Employment: 

	Dates of Employment: 

	Address & Postcode of Employer:

	Address & Postcode of Employer:


	Contact numbers:

	Contact numbers:


	Please confirm when we are permitted to contact your referees for the relevant references:
· Upon receipt of the application form

· After the interview  

· Only after receiving consent from the candidate 

	Please confirm when we are permitted to contact your referees for the relevant references:
· Upon receipt of the application form

· After the interview  

· Only after receiving consent from the candidate 




	5. Referee Name (current or most recent employer):

	6. Referee Name (current or most recent employer):


	Referees Position at this Company:
	Referees Position at this Company:


	Professional Email address:
	Professional Email address:


	Name of Employer: 
	Name of Employer: 


	Dates of Employment: 
	Dates of Employment: 


	Address & Postcode of Employer:

	Address & Postcode of Employer:


	Contact numbers:
	Contact numbers:


	Please confirm when we are permitted to contact your referees for the relevant references:
· Upon receipt of the application form

· After the interview  

· Only after receiving consent from the candidate 

	Please confirm when we are permitted to contact your referees for the relevant references:
· Upon receipt of the application form

· After the interview  

· Only after receiving consent from the candidate 




	Personal Reference Details (known the candidate for 5+ years)
Please also provide the details of a personal referee who has known you for at least five years and is not a relative or a spouse. This person should be able to comment on your character and suitability in a personal capacity.

	Referee Name:

	Nature of your relationship with the referee:

	Length of time you’ve known the referee:

	Email Address: 

	Contact numbers:

	Please confirm when we are permitted to contact your referees for the relevant references:
· Upon receipt of the application form

· After the interview  

· Only after receiving consent from the candidate




	Convictions, Cautions and DBS checks.
Keys Group is dedicated to protecting and promoting the welfare of children and young people, and expects all staff to uphold this commitment. Applicants must be prepared to undergo child protection screening, which includes reference checks with previous employers, a Disclosure and Barring Service (DBS) check, and any other relevant checks required by statutory bodies—such as a prohibition check for those applying for teaching roles.


	The role you are applying for is exempt from the Rehabilitation of Offenders Act 1974, which means you must disclose any convictions, cautions, reprimands, and final warnings that are not classified as ‘protected’ under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2013, including those considered ‘spent.’
For guidance on convictions that will never be filtered from a DBS certificate, please refer to:

https://www.gov.uk/government/publications/dbs-list-of-offences-that-will-never-be-filtered-from-a-criminal-record-check

Having a criminal record will not automatically disqualify you from employment.
Please note that failing to disclose any convictions, cautions, reprimands, or final warnings that are not ‘protected’ may lead to disciplinary action or dismissal.


	1. Do you have any unspent conditional cautions or convictions under the Rehabilitation of Offenders Act 1974?
	

	2. Do you have any adult cautions (simple of conditional) or spent convictions that are not protected as defined by the Rehabilitation of Offenders 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2020? 
	



	Do you hold a current enhanced DBS check?                                                                                    
	

	Have you registered for the DBS update service?
	

	If, yes please provide certificate number:
	

	I also agree that Keys Group can use the DBS update service to check and verify my DBS online. 

	Signed: 

	If you do not already have a valid DBS on the update service, you will need to obtain one, which we can assist with:

I am happy to complete the disclosure application form to facilitate an Enhanced DBS check for a fee of £59.75, which Keys Group will deduct from first payment. 
	Agreed and signed by: 
Date:



	Please provide details of any ongoing police investigations you are currently involved in at the time of your application:
	

	Please provide details of any current or past LADO (Local Authority Designated Officer) investigations you have been involved in at the time of your application:
	

	Have you ever been the subject of a safeguarding investigation, or been suspended or dismissed from a voluntary or professional role?
	

	If so, please give full details:




	



	Signed Declaration Regarding the DBS Barred List
I confirm that I am not included on the DBS Barred List for working with adults at risk and/or children, and that I am not subject to any sanctions imposed by a regulatory body relevant to the role I am applying for.

	Signed:

Date:

	If you are not currently barred from working with adults at risk and/or children under the Safeguarding Vulnerable Groups Act 2006, have you ever been referred to the Disclosure and Barring Service (DBS) for possible inclusion on a barred list?

If yes, please provide full details:




	

	Signed Declaration Regarding Investigations and Disciplinary Action
I confirm that, at the time of my dismissal, I was not under investigation or subject to any disciplinary action related to my conduct.
If you were, please provide full details:

	Signed:

Date:



	Do you consider yourself to have a disability, as defined below?


	The Equality Act 2010 defines a person as having a disability if she/he has a physical or mental impairment that has a ‘substantial’ and ‘long term’ negative effect on his/her ability to do normal daily activities 

This information will not affect your application but will help us to make appropriate adjustments as required.  

	Yes

	No





	Declaration
I confirm that, to the best of my knowledge, the information I have provided is accurate and complete. I understand that providing false or misleading information, or omitting relevant details, may disqualify my application or result in the withdrawal of an offer or dismissal if I am employed.
I give my consent for the information supplied to be verified, which may include checking supporting documents and obtaining references from previous employers.
By completing and submitting this application, I consent to the processing of my data in accordance with the Data Protection Act 1998.
Details from this application, including personal information, may be retained in our records and database for up to 12 months after the recruitment process has concluded.

Signed: 

Date:   
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