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PRIVATE AND CONFIDENTIAL 

APPLICATION FOR EMPLOYMENT

Please complete this form electronically and return to Fiona.Martin@tokko.co.uk
	Position applied for:
	


PERSONAL INFORMATION AND ADDRESS FOR CORRESPONDENCE 
	Title
	Surname
	Forename(s)



	Address



	Telephone numbers: home 
                                   work (only if we can telephone you there)

                                   mobile 
Email: 

	Are there any restrictions on your continued residence or employment in the UK?

YES □ NO □ If yes, please give details:

	What period of notice are you required to give to your present employer?



	Do you have a current driving license?

YES □  NO □
	Do you have access to a vehicle?

YES □ NO □

	Where did you hear about this vacancy? 




EMPLOYMENT RECORD
	CURRENT OR MOST RECENT POSITION:
Position held: 
Dates: from                    to
Name and address of employer:

Please give a brief description of duties:

Current or last salary:

Reason for leaving: 


	PREVIOUS EMPLOYMENT

(Please start with the most recent and work backwards, continuing a separate sheet if necessary)

Position held: 
Dates: from              to 
Name and address of employer:

Please give a brief description of duties:
Reason for leaving: 



	Position held: 
Dates: from                        to
Name and address of employer: 
Please give a brief description of duties:
Reason for leaving: 


	Please indicate the reasons for any gaps in your employment.

Dates: 

	To meet our legal, regulatory and safeguarding obligations for this role, please let us know if, in the last 5 years, you have been dismissed from employment for reasons of misconduct or gross misconduct relevant to the duties of this position.

If YES, please provide brief details. Any information you give will be treated with strict confidence and considered only in relation to this application, in line with our data protection and equality obligations.


EDUCATION 
Please indicate all qualifications, starting with the most recent. It is our policy to verify the qualifications of successful applicants where these are a requirement of the role.
	School/ College/ University
	Qualifications gained/ Subjects and grades
	Date Achieved

	
	 
	


TRAINING/PROFESSIONAL MEMBERSHIP 

It is our policy to verify professional membership details of successful applicants, where these are a requirement of the role.
	Course and Qualifying Body                   
	Date obtained

	
	


Information, Experience, Knowledge, Skills and Abilities
	It is essential that you complete this section in full.
Please explain and demonstrate how your experience, skills and knowledge meet the selection criteria for the post described in the Person Specification section of the Job Description.
Please ensure that you address all the criteria on the person specification (essential and desirable).




REFERENCES

Please provide the names, addresses, telephone numbers and email addresses of two people who can be approached for references. One of these must be your present or most recent employer. The other could be someone who knows you in a work related, voluntary or academic capacity. Both referees must be able to comment on your suitability for the post applied for. References will only be made for successful candidates following the interview.
	Referee 1 
	Referee 2

	Name: 

Address:

Postcode: 

Telephone:

Email: 

In what context does the referee know you?
	Name: 

Address:

Postcode: 

Telephone: 

Email: 

In what context does the referee know you?

	Referee can be contacted prior to offer being

made?  YES/NO
	Referee can be contacted prior to offer being

made? YES/NO


REHABILITATION OF OFFENDERS ACT 1974

	We typically carry out Enhanced with child and or adult barred list, Disclosure & Barring Service (DBS) checks for roles working directly with clients in services targeted at vulnerable adults or children, or on those managing people in those roles. Other roles such as operational administrative roles and trustees who have authority to sign cheques or authorise invoices, or treasurers may require a Basic disclosure check.
Tokko Youth Hub will ask about unspent convictions after a conditional volunteer role or employment offer. Having a criminal record is not in itself a barrier, and we will only take relevant convictions or sexual offences into account. If you are concerned about this and would like to discuss your individual circumstances further, please contact Aimee Djengiz, CEO, at aimee.djengiz@tokko.co.uk.

Our policy is in place to make sure ex-offenders are treated fairly. We consider each offence individually, looking at issues like risk to the client, how long ago it took place, the circumstances and whether they are relevant to the role. Anyone with a caution or conviction for a sexual offence against a child or vulnerable adult is considered unsuitable for a position.
Have you been convicted of a criminal offence, which is not spent, as defined in the above Act?

YES □ NO□

If yes, please give details of date(s), offence(s) and sentence(s) passed:

Please also confirm that you are not listed on either of the following (as appropriate):

□ I confirm that I am not listed on the children's barred list.

OR

□ I confirm that I am not listed on the adults' barred list.

AND

□ I declare that I have no past convictions, cautions or bind-overs and no pending cases affecting why I might be considered unsuitable to work with children/vulnerable adults.

The information you provide will be treated as strictly confidential and will be considered only in relation to the job for which you are applying.
	


How We Will Use YOUR DATA
	The information you give us on this form will be used to help us decide whether to recruit you as an employee - this is our ‘legitimate interest’ under data protection law. It will only be seen by staff involved in the recruitment process and will be stored securely. We will retain application forms for up to 1 year from the date the application form was received.

If you are recruited, we will retain your contact information to involve and support you. We will also collect additional information, such as next of kin details, and over time records of training, support meetings and where relevant, appraisals. Again, it will be kept securely, and only those people who need to see your information to involve you will have access to it.

All use of employee information will be relevant to their involvement, and may include:

· Contacting employees when necessary
· Making changes to role, support or equipment to improve accessibility
· Monitoring statistical details of our staff
· Providing ongoing support to employees
· Monitoring the quality of advice given to clients
· Addressing problems or complaints
You have legal rights over your data, including access to it, and the right to ask that it is corrected, restricted or deleted.




DECLARATION

	I confirm that the above information is complete and correct and that any untrue or misleading information will give TOKKO the right to terminate any employment offered. I understand that any offer of employment is subject to TOKKO being satisfied with the result of a series of relevant checks including references, eligibility to work in the UK, criminal convictions, probationary period and a medical report (in line with the operation of the Equality Act 2010).

Signed: _____________________________________ Date: ___________________




	If you have a disability, and there are any special arrangements which need to be made should you be short-listed for interview, please contact us to notify us of these.
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