Larwood Health Partnership
Larwood Surgery, 56 Larwood, Worksop S81 0HH































































































































































































Secondary Education:
	School/College
	From
	To
	Qualifications Obtained
	Result

	
	
	
	
	


Further Education and Professional Training:

	University/College/institute
	From
	To
	Qualifications Obtained

Course studied
	Result

	
	
	
	
	


Other Relevant Training:  (e.g. Short Courses, In-Service Training)

	Training Provider
	From
	To
	Title of Course
	Result

	
	
	
	
	


Computer knowledge

Please detail below computer systems you are familiar with, this would include any clinical system you are currently using or have used in the past.
	


Membership of Professional Bodies 

Professional Body:  ______________________________
Registration Type _________________










(eg full/provisional)

Registration Number/PIN number: __________________
Renewal Date: ____________________

Smart Card Number: (where applicable)      
Revalidation

Name and Address of your current/most recent Responsible Officer:

Date of Last Revalidation: ____________________Date of Next Revalidation: __________________

Current/most recent Designated Body __________________________________________________

Current Post


Summary of Duties in Current Role:

	


PREVIOUS EMPLOYERS - List your last employers, starting with the most recent (include vacation work)

	Employer                                                              from                              to

Address             

                                                                            Job Title 

                                                                            Salary 

Reason for leaving

Duties



	Employer                                                              from                              to

Address                                                                

                                                                            Job Title

                                                                             Salary 

Reason for leaving

Duties



	Employer                                                              from                              to

Address                                                                

                                                                            Job Title

                                                                             Salary 

Reason for leaving

Duties



	Employer                                                              from                              to

Address                                                                

                                                                            Job Title

                                                                             Salary 

Reason for leaving

Duties






Please continue on a further sheet if necessary

HEALTH
	Do  you require any reasonable adjustment to be made during the recruitment process, including interview due to health reasons, If so please give details

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………



REFERENCES

	Please give names and contact details of two people who have agreed to supply references, one of which should be your most recent employer, your line manager or someone in a position of responsibility who can comment on your work experience, competence, personal qualities and suitability for the post.  Where it is not possible to obtain any employer reference then please obtain two personal references (not related to or involved in any financial arrangement with you). 

Please note, all reference requests will be sought and employment history verified through the organisation’s Human Resources Manager, therefore please provide full contact details.



	Name:

Address:

Profession:            
Tel No:                                                      Email Address:
How long has he/.she known you?.

*Work related or Character/academic (please indicate which type of reference)

	Name:

Address:

Profession:

Tel No:                                                   Email Address:
How long has he/.she known you?.

*Work related or Character/Academic reference (please indicate which type of reference)


May we approach your referees without requesting your consent:-

1st Referee     Yes  /  No


2nd Referee     Yes  /  No

Please give below any other information in support of your application including skills, knowledge and achievements which you feel are relevant

STATEMENT BY APPLICANT


Monitoring Form

Larwood Health Partnership is an equal opportunity employer and are determined to ensure that no applicant or employee receives less favourable treatment on the grounds of sex, disability, religious belief, marital status, colour, race or ethnic origins.  
The information you complete on this form will not be available to the shortlisting panel and is used purely for monitoring purposes in an anonymous format.

Please state the position you have applied for ……………………………………………………………..

Please state whether you are male or female ………………………………………………………………

Please state whether you have a disability, and if so what that disability is 

……………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………
Please state your ethnic origin …………………………………………………………………………….

Please state the date of completion of this form …………………………………………………………

Please state how you came to know of this vacancy ……………………………………………………
Privacy Statement for Job Applicants

The privacy of job applicants is important to us and we take every precaution to protect your personal information.  

The personal date you provide for potential employment will be held and processed for the purpose of the application, and for the recruitment and selection process.  If your application is successful the application form will then form part of your personnel record for the period of time you are employed with us, plus seven years to comply with employment/tax/pension regulations).  If your application is unsuccessful we will store the form for 6 months in a safe, lockable cabinet where access is limited to the HR Manager only.  At 6 months applications and any subsequent Interview notes will be destroyed securely.

Please Return the application form to  Sharron Wood, HR Manager, Larwood Surgery, 56 Larwood Avenue, Worksop Notts S81 0HH or email to sharronwood@nhs.net
DECLARATION FORM 

Guidance for applicants

The position you have applied for is exempt from the Rehabilitation of Offenders Act 1974 (as amended in England and Wales).

When Larwood Health Partnership is assessing your character and suitability for any such appointment, it is legally permitted to ask for and consider any information relating to unspent (current) and spent (old) criminal convictions, police cautions, final warnings or reprimands which are not protected (or filtered out) by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2013.  

You are not legally obliged to declare any convictions or cautions which are protected under the Exceptions Order. Employers must not ask for, or consider any such information as part of their recruitment process. Before completing this form it will be important for you to read the useful guidance section on page two which provides additional advice about the type of criminal history information you must declare.

Where relevant to the role, the organisation may also ask you to provide any information about any investigations and/or formal action taken against you by a regulatory or licencing body which may have had an impact on your professional registration and/or fitness to practise in your chosen profession.

Any information you declare when completing this form will be verified by undertaking a follow-up check with the relevant body. It will also include carrying out a standard or enhanced disclosure through the Disclosure and Barring Services (known as a DBS check).

Enhanced disclosures may also include other non-conviction information which may be held on central police databases, where this is regarded as relevant to the position you are applying for. If the position has, in addition, been identified as a ‘regulated activity’ under the Safeguarding Vulnerable Groups Act 2006 (as amended by the Protection of Freedom’s Act 2012), the enhanced disclosure will also include any information that may be held about you on the children’s and/or adults barred list(s).

Our fair recruitment promise

Larwood Health Partnership aims to promote equality of opportunity and is committed to treating all applicants for positions fairly and on merit regardless of ethnicity, disability, age, gender or gender re-assignment, religion or belief, sexual orientation, pregnancy or maternity, marriage or civil partnership. 

The organisation does not discriminate unfairly against applicants on the basis of criminal conviction or other such information declared. If we believe that the information you have declared is relevant to the position you are applying for, we will discuss this with you prior to making our final recruitment decision. If information is not raised with you, this is because we do not believe that this should be taken into account. In any event, you remain free to discuss the matter with the recruiting manager or human resources department should you wish to do so.

All information will be examined on a case-by-case basis alongside the full range of information we gain about you as part of our recruitment process. It is important to stress that answering yes to any of the questions in the attached form does not mean that you will be prevented from taking up an appointment in the NHS. 

How will my information be used?

The information that you provide in this declaration form will be processed in accordance with the Data Protection Act 1998. It will only be used for the purpose of determining your application for this position. It will also be used for purposes of enquiries in relation to the prevention and detection of fraud. 

If you have declared any information relating to criminal convictions or other such offences, we will consider the following:

· The relevancy of the conviction/offence to the position being applied for.

· The seriousness of the offence(s).

· Your age when you committed the offence(s).

· The length of time since the offence(s) occurred.

· If there is a pattern of offending behaviour.

· The circumstances surrounding the offence(s).

· Any evidence you provide to demonstrate that your circumstances have changed since the offending behaviour.

It is important to be aware, that the failure to disclose all spent and unspent convictions which you are legally obliged to declare (i.e. those that are not protected by Exceptions Order of the Rehabilitation of Offenders Act (as amended in England and Wales), could result in disciplinary proceedings or dismissal.  

Please ensure that you take the time to read the supplementary guidance that we sent to you with your application form. This provides you with detailed information about how we will process your application, the persons to whom information will be disclosed, and the range of checks that we will undertake as part of our recruitment process.
Useful guidance

If you have a criminal history, it will be important for you to refer to the easy to read guidance document at the end of this form.  

Please complete and return the form below to Sharron Wood, HR Manager, Larwood Health Partnership, 56 Larwood Avenue, Worksop Notts S81 0NR or 01909 537192
Before completing this form, it is important to note the following points: 
1. You must answer all the questions in this form. 

2. Before ticking yes or no, please ensure that you to read the explanatory notes which are provided underneath each of the questions. These notes are intended to guide you in determining what additional information you will be required to provide to support your answers.
3. If you answer yes to any of the questions, please use the space provided to include any relevant information about your suitability for the position you are applying for. 

4. If you would like any additional supplementary evidence to support your application to be considered, please ensure it is attached or uploaded with this form when you return it.

5. You are not required to disclose information about parking offences.

	Applicant details

	Full name (in block capitals)
	
	Contact details
	

	Role applied for


	
	
	

	1.  Are you currently bound over, or have you ever been convicted of any offence by a Court or Court-Martial in the United Kingdom or in any other country?


You should tick no, if any convictions are protected (or filtered out) by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) 2013. Please refer to information about protected convictions and cautions in the useful guidance section.
	Yes
	No

	If you have ticked yes, please provide details of the order binding you over and/or the nature of the offence, penalty, sentence or order of the Court, the date and place of the Court hearing. 



	2.
Have you ever received a police caution, reprimand or final warning in the United Kingdom or in any other country?

     You should tick no, if any cautions, reprimands or final warnings are protected (or filtered out) by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) 2013. Please refer to further information about protected convictions and cautions in the useful guidance section.
	Yes
	No

	If you have ticked yes, please provide details of the caution, reprimand or final warning, including the date and reason administered.




	3.  Have you been charged with any offence in the United Kingdom or in any other country that has not yet been disposed of?

Please note that you must inform us immediately if you are charged with any offence in the United Kingdom or in any other country after you complete this form and before taking up any position offered to you.
	Yes
	No

	If you have ticked yes, please provide details of the nature of the offence with which you are charged, date on which you were charged, and details of any on-going proceedings by a prosecuting body.



	4.
Are you aware of any current investigations being undertaken by the police following allegations being made against you in the United Kingdom or in any other country? 
	Yes
	No

	If you have ticked yes, please provide details of the nature of the allegations made against you and, if known to you, any action to be taken against you by the police. 

Please note that we will only take into account any current investigations which might be relevant to the position you are applying for.



	5.  Have you ever been investigated by the NHS Business Services Authority (formerly NHS Counter Fraud and Security Management Services) or any other investigatory body resulting in a current or past conviction or any formal action being taken against you? 
	Yes
	No

	If you have ticked yes, please provide details of the offence, including any dates.

Investigatory bodies may include:

HM Revenue & Customs, the Financial Services Authority, Department for Business, Energy and Industrial Strategy (formerly the Department of Trade & Industry), Department of Work and Pensions, Home Office, UK Visas and Immigration and local authorities. 

This list is intended as a guide only, you must declare any investigation conducted by an investigatory body.



	6.   Have you ever been dismissed by reason of misconduct from any employment, volunteering, office, or other position previously held by you?
	Yes
	No

	If you have ticked yes, please provide details of the employment, volunteering, office, or other position held, the date that you were dismissed and the nature of allegations of misconduct made against you. 




	7.  Are you currently subject to a fitness to practise investigation and/or proceedings of any nature by a regulatory or licensing body in the UK or in any other country?
	Yes
	No

	If you have ticked yes, please provide the reasons given for the investigation and, where applicable, the details of any warnings, conditions or sanctions (including limitations, suspension or any other restrictions) that apply to your professional registration and, the name and address of the regulatory or licensing body concerned.

Please note that we will only take into account any current fitness to practise investigation or proceedings which might be relevant to the position you are applying for.



	8.
Have you ever been removed from the register, or have conditions or sanctions been placed on your registration, or have you been issued with a warning by a regulatory or licensing body in the UK or in any other country?

You should tick no, where any right to appeal has been upheld and where that appeal has resulted in your case being fully exonerated.  
	Yes
	No

	If you have ticked yes, please provide details of any conditions or sanctions (including limitations, suspension or any other restrictions) that apply to your registration and/or any warnings issued, where relevant and, the name and address of the regulatory or licensing body concerned.



	9.  Are you subject to any other prohibition, limitation, or restriction that means we are/or may be unable to consider you for the position for which you are applying? 
	Yes
	No

	If you have ticked yes, please include details of the nature of the prohibition, restriction or limitation and by whom it was made.




	Continuation sheet:  

	If you have answered yes to any of the questions above, please use the space below to provide any additional information you wish us to consider as part of your application. You may continue on a separate sheet or attach any additional evidence, if you wish to do so. 

Please clearly indicate the number of the question to which the information relates. 



	


	Declaration

	IMPORTANT

The Data Protection Act 1998 requires us to advise you that we will be processing your personal data. Processing includes: holding, obtaining, recording, using, sharing and deleting information. 

The Act defines ‘sensitive personal data’ as racial or ethnic origin, political opinions, religious or other beliefs, trade union membership, physical or mental health, sexual life, criminal offences, criminal convictions, criminal proceedings, disposal or sentence.

The information that you provide in this declaration form will be processed in accordance with the Data Protection Act 1998. It will be used for the purpose of determining your application for this position. It will also be used for purposes of enquiries in relation to the prevention and detection of fraud. 

Once a decision has been made concerning your appointment, Larwood Health Partnership will not retain this declaration form any longer than is necessary.  This declaration will be kept securely and in confidence.  Access to this information will be restricted to designated persons within the organisation who are authorised to view it as a necessary part of their work.

In signing the declaration on this form, you are explicitly consenting for the data you provide to be processed in the manner described above.


	I confirm that the information that I have provided in this declaration form is correct and complete. I understand and accept that if I knowingly withhold information, or provide false or misleading information, this may result in my application being rejected, or if I am appointed, in my dismissal, and I may be liable to prosecution. 

Please sign and date this form.



	Full name (in block capitals)


	
	Signature
	

	Date


	
	
	

	If you need any assistance or advice before returning this form to us, or you wish to withdraw your consent at any time after you have submitted this form, please contact [insert contact details].  

All enquiries will be treated in strict confidence.



Filtering Guidance

as at October 2017 from www.unlock.org.uk


Aim of this information

This information aims to explain the filtering process that the Government introduced, on the 29th May 2013.

Please note: This guidance has been produced using the information that we have available to us at the time of publishing. We are regularly updating this guide as and when more information is available to us on how the process is working in practice.

Why is this important?

Any caution or conviction which is eligible for filtering will automatically be removed from Disclosure and Barring Service checks. It’s important therefore that you know whether your offence will be filtered to ensure that you do not disclose it to an employer if, legally, you don’t need to.

Background

Until May 2013, employers who were entitled to carry out standard or enhanced level checks had received the details of all convictions and cautions that were held on the Police National Computer (PNC). In recent years, there had been growing pressure on the Government to change the way that they disclose information to employers from the PNC. In early 2013, this culminated in a court case (known as ‘T’), which found that the automatic disclosure of all convictions and cautions was disproportionate, and therefore incompatible with the right to private life under article 8 of the Human Rights Act.

What is meant by filtering?

Filtering is the term that the DBS is using to describe the process which will identify and remove from disclosure certificate convictions and cautions which should no longer be disclosed due to changes to legislation.

It doesn’t mean the conviction or cautions will be ‘removed’ or ‘wiped’. They will remain on the PNC.

How does the filtering process work?

The system can effectively be split into two; a system for cautions, and a system for convictions.

For both systems, there is a list of exempt offences – this means that any caution or conviction for an offence on this list will not be filtered.

Overview of time periods



 

What will not be filtered?

In relation to what MUST be included in the certificate that the DBS issues:

Cautions relating to an offence from a list agreed by Parliament– see below

Cautions given less than 6 years ago (where aged over 18 at the time of caution)

Cautions given less than 2 years ago (where aged under 18 at the time of caution)

Convictions relating to an offence from a list agreed by Parliament – see below

All convictions where there is more than one conviction

Convictions that resulted in a custodial sentence (regardless of whether served)

Convictions given less than 11 years ago (where aged over 18 at the time of conviction)

Convictions given less than 5.5 years ago (where aged under 18 at the time of conviction)

What will be filtered? Cautions

Summary

A caution received when 18 or over will not be disclosed if six years have elapsed since the date of issue – and if it does not appear on the list of specified offences (which must always be disclosed).

A caution received when under 18 (i.e. their youth equivalent) will not be disclosed if 2 years have elapsed since the date of issue – but only if it does not appear on the list of specified offences (which must always be disclosed).

Notes

The process applies no matter how many cautions you have on the PNC (although not many people should have multiple cautions). Cautions will still be filtered even if you have multiple convictions that are not filtered. They will also be filtered even if others are not filtered (for example, if others are exempt, or too recent).

The term ‘cautions’ includes their youth equivalents, such as reprimands and final warnings.

Questions to ask yourself

1. Have you received a caution (or equivalent) for an offence on the list of exempt offences?

If yes, your caution will not be filtered.

If no, your cautions (including if you’ve received more than one) will be filtered, subject to below.

2. Did you receive the caution when you were under 18?

If you were under 18 at the time you received the caution, your caution will be filtered 2 years after the date the caution was issued.

If you were 18 or over at the time you received the caution, your caution will be filtered 6 years after the date the caution was issued.

What will be filtered? Convictions

Summary

A conviction received when 18 or over will not be disclosed only if:

11 years have elapsed since the date of conviction;

it is the only conviction on record; and

it did not result in a custodial sentence.

Even then, it will only be filtered if it does not appear on the list of specified offences which must always be disclosed. If there is more than one conviction on record, then details of all convictions will be disclosed.

For a conviction received when under 18, the same rules apply as for adult convictions, except that the elapsed time period is 5.5 years.

Notes

This is only for if you have received one conviction. If you have more than one conviction on the PNC, all your convictions will be disclosed. Where people appear in court once, and where their DBS check shows one ‘conviction’ but multiple ‘offences’, these will be treated as multiple convictions and so NOT be filtered.

The term ‘conviction’ includes absolute and conditional discharges, and court-imposed bind-overs.



Example of a DBS Certificate disclosing one conviction with multiple ‘offences’
Questions to ask yourself

1. Have you received more than one conviction?

If yes, none of your convictions will be filtered.

If no, move to 2.

2. If you have only received one conviction, did you receive a prison (custodial sentence – YOI, borstal) sentence (including a suspended prison sentence) for it?

If yes, your conviction will not be filtered.

If no, move to 3.

3. Is the conviction that you received on the list of exempt offences?

If yes, your conviction will not be filtered.

If no, your conviction will be filtered, subject to 4; move to 4.

4. Did you receive the conviction when you were under 18?

If yes, your conviction will be filtered after 5 and a half years of the date of conviction.

If no, your conviction will be filtered after 11 years of the date of conviction.

Offences not covered by filtering – Specified offences

Introduction to the list

There is a list of offences published by the DBS that covers the offences that are exempt from the filtering process – these are referred to in the DBS guidance as ‘specified offences’. Any offence that is included in this list will not be filtered, regardless of whether it was a conviction or a caution.

The list includes a range of offences which Parliament regarded as serious, and which relate to sexual offending, violent offending and/or safeguarding. Parliament felt that it would never be appropriate to filter offences on this list.

The DBS list of offences

The list is arranged alphabetically by Act of Parliament and the offences are shown sequentially by section within each Act. The DBS has said that the list of offences will be updated to reflect changes to legislation in the future.

As the DBS has only published a list of specified offences, we have put together a brief list of some of the more common offences that both will and will not be filtered. We are keen to know about further common offences that can be added to the lists below. 

Common offences that are eligible for filtering

Common assault

Drunk and disorderly conduct

Harassment

Theft (where no violence is involved)

Drugs offences that involve simple possession

Common offences that are exempt (i.e. always disclosed)

Many sexual offences
a. Indecent assault on female 16 or over
b. Posessing indecent photographs or psedo-photographs of children
c. Sexual activity in a public lavatory

Offences that involve a certain degree of violence, for example
a. Affray
b. Assault occasioning actual bodily harm
c. Robbery or assault with intent to rob
d. Stalk a person causing fear or violence

Safeguarding offences
a. Wilfully abandoning young person under 16
b. Taking a child out of the United Kingdom without the appropriate consent

Drugs offences that involve supply, for example


Given these points, it would be sensible to check any standard or enhanced certificate that you receive, to ensure that everything which should have been filtered has been.

However, from the 17th June 2013, certificates are sent directly to you as the applicant, so you have the opportunity to question what has been disclosed, before revealing this to an employer.

What types of offences are eligible for filtering?

Since filtering came in, we’ve been asking the DBS/Home Office to publish a list of offences that are eligible for filtering (so long as they meet the other criteria), but after waiting over 6 months, we instead made a Freedom of Information request to the DBS, to ask them for a list of the most common offences that have been filtered so far.

Can filtered cautions and convictions still be disclosed as police intelligence?

Potentially, filtered cautions and convictions could still be disclosed on enhanced certificates as police intelligence. However, since the filtering legislation was introduced in May 2013, we’ve not seen any examples of this happening.

A Chief Police Officer may include details relating to an otherwise filtered conviction, caution, warning or reprimand on an enhanced disclosure if they consider, having regard to all the circumstances, that the filtered disposal is relevant and that it ought to be disclosed. A filtered disposal may also continue to be considered by the DBS for the purposes of making a barring decision.

There is no mechanism to add a filtered disposal back into a standard disclosure certificate.

Examples

Below are some scenarios that will hopefully help to explain the filtering rules in practice.

Scenario 1 – David received a caution for theft in June 2006. He was 21 at the time.
Outcome – His caution will have been filtered from June 2012.
Reason – An adult caution takes 6 years to be filtered.

Scenario 2 – Jane was given a warning for affray in February 2011, when she was 17, and was convicted in January 2012 for common assault, when she was 18 .
Outcome – Her warning will not be filtered. Her conviction will be filtered in January 2023.
Reason – ‘Affray’ is on the list of exempt offences. A single adult conviction takes 11 years to be filtered.

Scenario 3 – Paul was charged with 3 counts of theft, convicted in March 1992, when he was 15, and given a fine.
Outcome – His convictions will not be filtered.
Reason – As his ‘charge’ resulted in more than one conviction, none of them will be filtered.
APPLICATION FOR EMPLOYMENT 





Address :




















Telephone No:


E-mail:�
�






 Place of Birth:					Nationality:





Forenames:





Position Applied for 





Surname:





Mr/Mrs/Miss/Ms:





Do you have a current driving licence?  Yes / No	Have you access to a vehicle?    Yes / No				





Do you need a work permit to take up employment in the UK   Yes/No





Name of organisation�
�
�
Address


Tel No:�



�
�
Job Title Position held/ Grade of position held�
�
�
Date of Appointment�
�
�
Salary / Earnings�
�
�
Notice required to terminate employment�
�
�
Why do you wish to leave�
�
�



















































I declare that to the best of my knowledge and belief the above statements are true and I understand that withholding or mis-stating facts called for above may be the cause for refusal or termination of employment with the company.  I consent that the organisation can seek clarification regarding professional registration details and qualifications from the appropriate bodies.





Signature	………………………………………..		Date ………………………….





Print 		………………………………………..









