
[image: A close-up of a logo

Description automatically generated]
Employment History Form

	Date of Review
	15/09/2025

	Next Review Date
	15/09/2026

	Review Cycle
	At least annually

	Policy Author
	Roger Blundell



Please read these instructions carefully before proceeding. We require a complete and accurate chronology of your activities starting from the date you left full-time compulsory education until your most recent employment. This rigorous review is a mandatory requirement under our Safer Recruitment Policy to ensure the protection of children and vulnerable adults.
 
You MUST ensure that: 
1. Continuous History: You detail your history accurately, accounting for every period of time since leaving full-time education. This includes all paid employment, self-employment, part-time work, voluntary roles and periods of education, training or career breaks.
2. Gaps in History: Any gaps in employment, education or activity that lasted 4 weeks or more must be clearly identified and explained in full.

· Please provide the specific start and end dates (MM/YYYY) for each gap.
· For each gap, provide a comprehensive reason for the break (e.g., caring responsibilities, travel, unemployment, illness or study leave).
· Please note: It is ok to have gaps in your work history. We require this information to ensure continuity and to conduct the necessary due diligence required by statutory guidance.

Verification: Where a gap of 12 weeks or more exists, the recruitment business is required to verify the reason for this gap. This verification often requires a character reference written by a professional known to you for a significant period (typically at least three to five years). A comprehensive response to this section is essential for processing your application, as incomplete employment histories or unexplained gaps will cause delays in your registration status. We cannot accept a Curriculum Vitae (CV) in place of this completed application form.

*Please ensure your employment history is complete and presented in chronological order, with any breaks in employment or study clearly explained, so that there are no periods of time unaccounted for.

	From (MM/YYYY)
	To (MM/YYYY)
	Employer / Organisation
	Job Title / Role
	Reason for Leaving / Explanation for Gaps
	Employer Address / Location
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