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Please ensure that you complete all sections as fully as possible as the information given forms the initial stage of our selection procedure.


Position applied for


Title


Full Name


Current Address


Date of Birth


Telephone Number


Any dates when you will be unable to attend an interview

Please email electronic forms back to this email: admin1@lifelongfamilylinks.org.uk
EMPLOYMENT

	Title of present or most recent post:



	Name and address of current/most recent employer:

Name..........................................................

Address .......................................................

...................................................................

Post Code ..................................

Contact number ................................

Email ..........................................................
	Post Held:
From: ........................... To: ...........................



	
	Salary:



	
	Perm or Temp:



	
	Other Benefits:



	
	Notice to end present post:

	Brief summary of key roles and responsibilities:



	Reason for leaving:




Previous employment (most recent first) and include all periods of unemployment and voluntary positions. Continue on a separate sheet if necessary.

	 Job Title    
	Employer name and full address               
	From
	To     
	Reason for leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


EDUCATION AND TRAINING
	Educational Qualifications 
	Level
	Year Passed
	Professional Qualifications and awarding body
	Year Passed

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Relevant courses/training undertaken:




OTHER INFORMATION
	Have you ever worked for Lifelong Family Links before?

If YES, please give details:

............................................................................................................................................

.............................................................................................................................................



	Have you ever applied for a position at Lifelong Family Links before?

If YES, please give details:

.............................................................................................................................................

.............................................................................................................................................

	Do you hold a current full driving licence? YES/NO

Does your licence have any endorsements or penalty points? YES/NO

If YES, please give details:

.............................................................................................................................................

Do you have experience of driving minibuses? YES/NO



	Are you involved in any activity, which might limit your availability to work or your working hours?

If YES, please give details:
.............................................................................................................................................

Have there been any allegations of misconduct/capability or professional unsuitability which has been raised in any previous employment: YES/NO
.............................................................................................................................................

If you are related to a member of the Board or employee of Lifelong Family Links please give the name of the relative and your relationship:

..............................................................................................................................................

NB: If you canvass any Board member or employee about your application you may be disqualified. 

This does not stop a Board member or employee giving a written reference about you.


	HEALTH

Please note that you will be required to complete a medical questionnaire, prior to your appointment.

Have you had time off work through ill health during the last 2 years? YES/ NO

If YES, please list how many days including reasons for each absence

...........................................................................................................................................................................

...........................................................................................................................................................................

...........................................................................................................................................................................




	CRIMINAL RECORDS

Most posts in Lifelong Family Links are exempt from The Rehabilitation of Offenders Act 1974 and therefore all convictions, cautions and ‘bind-overs’, including those regarded as ‘spent’ must be declared.

Providing false information is an offence and could result in the application being rejected or summary dismissal if recruited and possible referral to the police.
Have you been convicted of a criminal offence? YES/NO
If YES, please give brief details of the offence, including the date of the conviction.

.............................................................................................................................................

.............................................................................................................................................

.............................................................................................................................................

Convictions include the following:

• Sexual offences including soliciting, harassing, offences against or involving a child or children under 18, the possession and or distribution of child pornography, indecency or rape

• Violent offences including assault or bodily harm, kidnapping or abduction/false imprisonment.

• Offences involving drugs including trafficking and possession

• Stalking

• Other (please detail)



	Do you have any criminal charges or summonses pending against you? Yes No

If YES, please give details:

..............................................................................................................................................

..............................................................................................................................................

..............................................................................................................................................
NB: Prior to employment Lifelong Family Links will check your details provided in this application. Once an offer has been made we will then request an enhanced Criminal Records Check. A copy of the policy document titled “Recruitment of Ex-Offenders” and CRB policy document, accompanies the CRB application form.

	DISABLED APPLICANTS

The Disability Discrimination Act 1995 defines a disabled person as anyone who has or has had a physical or mental impairment which has a substantial and long–term effect on their ability to carry out normal day-to-day activities. 
Taking this definition into consideration do you consider you have a disability? YES/NO

If you are shortlisted, please describe any special arrangements, which you would like Lifelong Family Links to make for your interview.

............................................................................................................................................

	THE ASYLUM AND IMMIGRATION ACT 1996

Do you need a work permit to take up employment in the UK? YES/NO

Date of expiry of current work permit:.............................................



	REFERENCES

Please give names and addresses of TWO referees, not related to you or solely writing in the capacity of friends. The referees must be your current/most recent and previous employer, both of whom should have known you in a professional context for at least one year. If an employer’s reference cannot be provided due to longevity with a previous employer or no employment history, a suitable alternative shall be agreed. Please note if you are not currently working with children, one reference must be obtained from an employer relating to children. We reserve the right to contact your present/last employer if an offer is made and accepted. References may be taken up prior to interview, unless you have specifically requested otherwise in the section below. Once received, Knights Youth Centre will review the references. If there are any queries about the quality of the reference we will discuss this with you.

NB. Please note that Lifelong Family Links requires two satisfactory references prior to employment commencing.



	Name 

Name 

Position

Position

Working Relationship

Working Relationship

Address

Address

Post Code

Post Code

Tel no.
Tel no.
Email Address

Email Address

May we contact prior to interview?
YES             NO

May we contact prior to interview?
YES               NO




	SUPPORTING STATEMENT  

Please write a supporting statement detailing what knowledge, experience and skills you can bring to our programme, which apply to the criteria outlined in the person specification.

NB. Please note we will only be using the criteria indicated by SL in the person specification at the shortlisting stage so you should fully address these criteria below. The remaining criteria will be assessed at the interview stage. 

A general CV will not be accepted in place of any information required on this form. 

You may if needed attach two additional sheets only. Please state your name clearly on each additional sheet.




	DECLARATION

• I understand that an offer of appointment will be subject to satisfactory references, CRB clearance, proof of identity and qualifications, medical clearance and successful completion of a probationary period.

• I understand that providing false or misleading information will disqualify me from appointment or if appointed will render me liable to summary dismissal.

• I declare that the information I have given is, to the best of my knowledge, true and complete.

• I agree that the information given may be used for registered purposes under the Data Protection Act 2018.

Signed:................................................................................  Date: ....................................... 

DATA PROTECTION ACT 2018
Information given on the form may be held at Lifelong Family Links. Strict confidentiality will be observed and the information will only be used for statistical and record keeping purposes. If you are successful in your application, Lambeth Council and our other funders can have access to your information. 




	For Internal use only

Interview checklist re: Conditions of Employment & Safeguarding


Shortlisted for interview


Seen and photocopied appropriate documentation to process DBS checks? 


Ensured all questions relating to any current and pending convictions have been 

answered / discussed satisfactorily? 


Obtained a photocopy of NI card to prove right to work in the UK? 


Reviewed / questioned any gaps in employment history? 


Ensured reference details complete and referees are appropriate

i.e., current/previous employers? 


Questioned satisfactorily any health disclosures / issues likely to impact upon

role applied for? 



Position offered and accepted?



	EQUAL OPPORTUNITIES

Lifelong Family Links welcomes applications from all sections of the community regardless of age, race, colour, sex, marital status, religion, ethnic origin, nationality, disability or sexual orientation.

FOR MONITORING PURPOSES ONLY

As part of Lifelong Family Links. Equal Opportunities Policy, we aim to ensure that all applicants for posts receive equal treatment irrespective of their individual and diverse needs. In order to monitor the effectiveness of the policy and to assist in its development we would be grateful if you could complete this section.

	This section will be separated on receipt of the application form.

Application for the post of:

Surname

Forenames

Date of Birth

Gender

MALE

FEMALE

ETHNIC ORIGIN

I would describe my Ethnic origin as: please put a cross x in the relevant box


	Indian 

Pakistani 

Bangladeshi

Asian Other 

Black Caribbean 

Black African 

White British 

White and Black Caribbean

No ethnic Information

How did you become aware of this vacancy? 

Please name any publication/individual
	White and Black African

White and Asian

Black Other 

Other Mixed Background

Chinese 

White Irish

White Other

Prefer not to say

Other ethnic origin

.................................................................


CONSENT TO INSPECTION OF FILES

AND ACCESS TO STAFF FILES

I understand that due to the monitoring of Lifelong Family Links, access to information on my file is required by the organisation. Staff files will be regularly inspected to comply with Lambeth, Police and OFSTED requirements. 

Please sign, print name and date one of the declarations below:

· I hereby do give my consent for my file to be inspected to comply with Lifelong monitoring requirements.


Signature name of staff: ________________________________________  



Printed name of staff: ___________________
   Date:  ______________


I hereby do not give my consent for my file to be inspected to comply with Lambeth monitoring requirements.


Signature name of staff: ________________________________________  



Printed name of staff: ___________________
   Date:  ______________


This information will be kept in your file

CONSENT FORM

NAME OF EMPLOYEE: …………………………………………………………………………….

Date of birth: ___/___/___

Address:………………………………………………………………………………………..…………………………………………………………………………………………………..

Telephone: (Home)………………………… (Mobile)………………………………….

As part of your job application to Lifelong Family Links the organisation will need to make enquires and checks from the following list:

1) Four references three employers who have employed you in paid, voluntary or a recognised educational setting and one personal, this person should have known you for at least two years.

2) The Social Services department of the area in which you live.

3) The Police.

4) Your G.P for a medical check.

Please give details of four references that you would like Lifelong Family Links to contact.

	Name


	Address
	Telephone Day
	Telephone Eve.
	Occupation/

Relationship

	1.


	
	
	
	

	2.


	
	
	
	

	3.


	
	
	
	

	4.


	
	
	
	


Declaration

I give consent to Lifelong Family Links approaching the above named people and agencies with regards to my job application.

Signed: …………………………. Print Name: ……………………………………

Date: ......./......./………
Job Description
Post:


SUPPORT WORKER 

Reports to:

Manager and Deputy manager
Responsible for:
N/A











Main purpose of post 

To assist the co-ordinator in providing a caring, secure environment, through individual attention and group activities, and to organise an appropriate range of leisure activities for children/young people between the ages of 5 to 25 years old.

Key Areas: 

1. Activity Planning

2. Liaison

3. Supervision and Care of Children

4. Direct Playwork

Duties and Responsibilities

Activity Planning

1. To provide a safe, creative and appropriate play opportunities including preparing activities, organisation programmes and arranging equipment.

2. To ensure that all activities are carried out within an equal opportunities framework.

3. To undertake any necessary training including a nationally recognised playwork foundation course.

4. To encourage community wide participation and activity planning and delivery.

Liaison

1. To develop and maintain good relationships and communications with parents to facilitate day-to-day caring needs.

2. To encourage parental involvement and support through the development of effective working relationships.

3. To consult with the children/young people and involve them in the planning of activities.
4. To have the responsibility towards children and young people’s safeguarding and welfare. 
Supervision and care of children and young people

1. Ensure that activities are carried out in a safe and responsible manner in accordance with statutory responsibilities.

2. Ensure that appropriate replays are written up, (observations, registers and monitoring)

3. Ensure that food provision is carried out within the guidelines of the food safety act 1990, and is balanced and healthy in accordance with dietary requirements.

Direct Playwork

1. Help the co-ordinator to ensure that a wide range of creative and enjoyable activities is offered.

2. Ensure that play meets the full range of children's individual and group needs.

Miscellaneous

1. To promote the aims and objectives of the organisation, and use as a guide for daily activities.

2. Be aware of Staff Policies and Practices. (Staff handbook)

3. To ensure the provision of good standards of physical and emotional care.

4. To ensure good standards of hygiene and cleanliness are maintained at all times.

5. To be responsible for the Health and Safety standards appropriate for the needs of the children.

6. To assist with the preparation and maintenance of materials equipment.

7. To assist in displaying the children work around the club site.

8. Recording of any accidents in the accident book.

9. Ensure child is collected or handed over to, by someone known to the club.

10. To ensure the provision of a high quality environment to meet the needs of individual children from differing cultures and religious backgrounds, and stages of development.

11. To ensure confidentially of information received.

12. To support the children/ Young people by escorting them on the accessible transport to and from the club.

13. To be aware of the high profile of the club and to uphold its standards at all times, and ware staff ID badge and t-shirt whilst on duty.

14. To be involved in out of working hours activities, e.g. Training, Staff Meetings, Summer Fun day/ AGM, Christmas Party and outings.

15. To undertake such other duties and responsibilities of an equivalent nature as may be determined from time to time by the manager.

NB: This post is exempt from the Rehabilitation of Offenders Act 1974. Applicants must be prepared to disclose any convictions they may have and any orders which have been made against them.

CONSENT TO MEDICAL REFERENCE

INCLUDING ACCESS TO MEDICAL REPORT

I understand that information about my medical history and present medical condition is required by Lifelong Family Link. I consent to a medical report and to any further enquiries deemed to be necessary by the agency’s advisor or my general practitioner.

I have been informed of my statutory rights under the Access to Medical Reports Act 1988 and:

· I do not wish to see the medical report on me and I agree to it being sent to Lifelong Family Links

· I do wish to see the medical report on me and will then decide whether I agree to it being sent to Lifelong Family Links. I understand that I will need to arrange to see my doctor in the next 21 days and that if I do not do this, the report will be sent to Lifelong Family Links. My doctor will keep a copy for six months which I can look at.

Name: ____________________________________________

Signed: ____________________________________

Address: ________________________________________________________

________________________________________________________________

Date: ______________________________________

Name of Doctor: ___________________________________

Address: _______________________________________________________

_____________________________________________________________

Telephone Number: ______________________________________

MEDICAL QUESTIONAIRE

NAME OF PATIENT 







 

Is this patient in good health?

Do you regularly prescribe treatment to this patient?

Has this patient any physical condition which would make lifting a child inadvisable?

Do you feel that this patient is suitable to care for a child with special needs (please take into account any emotional instability, mental or physical problems)?

SIGNED 



 

 
DATE 








Doctor’s Details 

NAME

 





 
ADDRESS








TEL NO









Staff Medical Form

In order to ensure the well-being of our staff, we require the following information.

	Full name:
	Date of birth:

	Doctor:

	Doctor’s address:

Doctor’s telephone:

	Emergency contact name and address:

Telephone:

	Do you have any condition or disability which may affect your ability to undertake the tasks set out in the job description? (If yes, please give details)

If yes, which facilities, adjustments or equipment (if any) would enable you to perform the duties of the post more effectively?



	Have you now or in the past had depression or any stress related disorder? (If yes, please give details, including dates and medication (if any) prescribed).



	Are you currently taking any medication? If yes, what is it called, what is it for, and how long have you been taking it?



	Have you ever suffered from or been in contact with a significant infectious disease, such as tuberculosis or hepatitis? If yes, please provide details.



	Have you now or in the past had a drug or alcohol related problem? (If yes, please give details, including dates and medication (if any) prescribed.)




	This role will require you to work with children, at times by yourself. Considering this, is there any other information relating to your health and fitness that we should be aware of?




I declare that the information given on this form is, to the best of my knowledge, correct and understand that if at any time in the future the information is found to be false, any contract of employment I have with Lifelong Family Links may be terminated without notice.

Signed:









Date:

____________________________________



______________
Photography Consent Form

We are sending you this staff consent form to both inform you and to request permission for your photo/image and personally identifiable information to be published on the organisation’s website, newsletters or information flyers.

As you are aware, there are potential dangers associated with the posting of personally identifiable information on a website since global access to the internet does not allow us to control who may access such information.  These dangers have always existed; however, we as an organisation do want to celebrate the young people’s achievements.  The law requires that we ask for your permission to use information about your child. 

Pursuant to law, we will not release any personally identifiable information without prior written consent from you as a staff. Personally identifiable information includes staff names, photo or image, residential addresses, e-mail address, phone numbers and locations and times of club trips.

If you, as a staff, wish to rescind this agreement, you may do so at any time, in writing and such rescission will take effect upon receipt.

Please tick ONE of the following choices:

 I GRANT permission for a photo/image without any other personal identifiers to be published on LFL and/or public Internet site.
 I GRANT permission for photo/image and name to be published on the organisation and/or public Internet site.

 I GRANT permission for photo/image and all other personal identifiers listed above to be published on the organisation and/or public Internet site.

 I DO NOT GRANT permission for photo/image to be published on the organisation and or public Internet site, newsletters and information flies.

Name: (print): _____________________________________________


Signature (sign): _______________________________________

Date: __________________


INTRODUCTION

This section outlines the behaviour expected of Lifelong Family Links staff, volunteers, and staff from other organisations who engage with activities involving any of LFL children and young people.

PURPOSE

To provide advice, which will not only help to protect children, but will also help identify any practices which could be mistakenly interpreted and perhaps lead to false allegations of abuse being made against individuals.

Lifelong Family Links following this good practice code, will help to protect the Organisation by reducing the possibility of anyone using their role within the organisation to gain access to children in order to abuse them. 

When working with children and young people at Lifelong Family Links all staff and volunteers are considered acting in a position of trust.  It is therefore important that staff, volunteers, and external staff are aware that they may be seen as role models by children and must act in an appropriate manner at all times and follow these codes of conduct.  

All members of staff and volunteers are expected to report any breaches of this code to the Director/Manager of Lifelong Family Links.

Staff who breach these codes of conduct may be subject to Lifelong Family Link’s disciplinary procedures.

Any breach of these codes involving a staff member, volunteer or external staff may result in them being asked to leave the project. Serious breaches of these codes may also result in a referral being made to a statutory agency such as the Police, ISA or Children’s Services Department.

Codes of Conduct working with children and young people

Lifelong Family Links staff must:

· Always follow Lifelong Family Link’s child protection policy.

· Listen to and respect children at all times.

· Always avoid favouritism.





P.T.O

· Treat children and young people fairly and without prejudice.

· Value and take children’s contributions seriously.

· Always ensure equipment is used appropriately and for the purpose it was designed for protecting it from being damaged.

· Ensure that, whenever possible, there is more than one adult present during activities with children and young people or at least that you are within sight or hearing of others.

· Recognise that special caution is required when you are discussing sensitive issues with children or young people.

· Ensure any contact with children and young people is appropriate and in relation to the work of the project.

· Always ensure language is appropriate and not offensive or discriminatory

· Follow the ICT safety policy and report any breaches (Can Binatli–Duty Manager).

· Actively involve children and young people in planning activities wherever possible.

· Provide examples of good conduct you wish others to follow. 

· Challenge unacceptable behaviour and report all allegations/suspicions of abuse.

· Give children and young people choices i.e. activities, food, etc. (In accordance to the Mental Capacity Act 2005).

· Attend All Staff meetings as they are mandatory.

· Practice good time-keeping to guarantee the best service possible to our young people and children. 

· Be aware of LFL’s Safeguarding procedures and who the Safeguarding Officer is. 

· Use Makaton with children and young people as and when needed. 

Lifelong Family Links staff must not:

· Patronise or treat children and young people as if they are silly.

· Allow allegations to go unreported.

· Develop inappropriate relationships such as contact with children and young people that is not a part of the work of the project and agreed with the manager or leader. Sexual relationships between any adult member of staff or volunteer and a child or young person using the project services represent a serious breach of trust and are not permissible in any circumstances.

· Let children and young people have your personal contact details (mobile number or address or meet them outside of work).

· Make suggestive or derogatory remarks or gestures in front of children or young people.

· Use sarcasm or insensitive comments to children and young people.

· Act in a way that can be perceived as threatening or intrusive.

· Make inappropriate promises to children and young people, particularly in relation to confidentiality.

The role of parents and carers

Lifelong Family Links welcomes and encourages parental involvement. Parents and carers are regarded as valuable partners in promoting positive behaviour and will be involved as appropriate.  In the event of their child becoming the subject of behaviour sanctions, parents / carers will be informed and involved.

Issues of equality and individual needs will be addressed and supported in line with Lifelong Family Link’s Equality and Diversity policy.

I,                                                                                    have read and agree to Lifelong Family Links Code of Conduct.

Signature: 

Date:
STAFF APPLICATION PACK 


(Support Worker)





CONTEXT





Lifelong Family Links employs paid staff and volunteers to work with children and young people. To protect young people and workers the suitability of all applicants is checked by:


�	Applying a thorough recruitment procedure.


�	The receipt of two satisfactory references.


�	A check of the applicant’s identity against two documents – one containing a photograph and the other the applicant’s address.





Only applicants found suitable for appointment will be required to provide:


�	Disclosure (of criminal convictions) from the Criminal Records Bureau (DBS).






































 























 LFL STAFF PERFORMANCE CODE OF CONDUCT WITH CHILDREN AND YOUNG PEOPLE IN THE WORK PLACE POLICY
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