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SPECIAL INFORMATION LEAFLET TO APPLICANTS FOR VACANT POSITIONS

Cope Foundation thanks you for your interest in applying for the position of                     in our organisation. I enclose the Standard Application Form, which I would ask you to complete and return to Cope Foundation before the closing date for applications. 

Cope Foundation owes a duty of care to its clients and staff.  It has a duty to make all enquiries, which are reasonably necessary in order to satisfy itself that no person employed by the Foundation poses a threat of any kind to the well being of either clients or staff.  

Cope Foundation must therefore make certain enquiries of all applicants for employment in the Foundation, and these enquiries will include (and may not be limited to):  

1) Completion of the Special Employees Questionnaire (see below) and

2) Enquiries with previous employers, Health Board(s) and/or Garda and/or other relevant third parties.

Questions on the Questionnaire may include the following:

· Where have you been residing during the previous five years?

· Were you ever the subject of an inquiry by any Employer, a Health Board, the Gardai, or any club or association, concerning child welfare or other matter?

· Were you ever the subject of a criminal investigation arising from a complaint of child abuse, or other type of abuse?

· Were you ever the subject of any allegations of criminal misconduct or wrongdoing towards a minor, or other vulnerable person(s)?

· Are you aware of any material circumstance in respect of your own conduct which effected/effects the welfare of a minor, or other vulnerable person(s)?

In respect of the Foundation’s enquiries with third parties, I enclose a consent form, confirming your consent to the making of such enquiries and the giving of responses by any relevant Employers including Health Board(s) and /or the Garda, or other relevant third parties.

Please note that it is a fundamental term of any employment arising from your application that you have made appropriate full disclosure in respect of the questions outlined above, and a term to that effect will be included in any contract of employment with you.  You should also note that if Cope Foundation is satisfied, in the future, that you have made incomplete or inaccurate disclosure, you may face disciplinary action, up to and including dismissal.

Cope Foundation undertakes that all responses furnished by you to the Special Employee Questionnaire will be treated as confidential, subject to any reporting obligations which may be imposed on Cope Foundation pursuant to “Children First” published by the Department of Health & Children, or pursuant to any legal obligation imposed on the Foundation to facilitate the effective investigation of crime.  
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Cope Foundation

Special Employee Questionnaire

Cope Foundation owes a duty of care to its clients and staff.  The Foundation has a duty to satisfy itself that no person employed by the Foundation poses a threat of any kind to the well being of either clients or staff.   The Foundation must therefore make certain enquiries of all applicants for employment with the Foundation and therefore requires you to answer the following questions:

1. List your places and date of residence for the past 5 years:

	From
	To
	Address

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


2. Were you ever the subject of an inquiry by any Employer, a Health Board, the Gardai, or any club or association concerning a child’s welfare or other matter (tick box)
Yes   (           No  (
If yes, please give details:

	

	

	


3. Were you ever the subject of an allegation or/and investigation in this or any other jurisdiction arising from a complaint or allegation of abuse of a child or other vulnerable person or any other type of abuse? (tick box)

Yes   (           No  (
If yes, please give details.
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4. Are you aware of any material circumstance, in respect of your own conduct, which could affect the welfare of a child or other vulnerable person? 

(Tick box) 

Yes   (           No  (
If yes, please give details:

	

	

	

	

	


In the event of you being offered a position, the Foundation may make enquiries of any relevant Health Board(s) and/or the Gardai and /or any other relevant third party (including previous Employers).

Please note that it is a fundamental term of your employment that you make full, truthful, accurate and appropriate disclosure in respect of the above questions. You should also note that, should you gain a position of employment with the Foundation and if the Foundation is satisfied, in the future, that you have made incomplete or inaccurate disclosure, such conduct will be treated as a fundamental breach of contract and you may face disciplinary action, up to and including dismissal.

I declare that all the details I have given on this form are true and complete.

Signed:______________________________ Date: ______________
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N.B. This form should be filled out and returned to COPE Foundation for processing.

CONSENT FORM
Surname:




Maiden Name:




Forenames:







Other Surname:






Date of Birth:



Place of Birth:



Current & previous Addresses: (Please start with current address) (covering at least the last five years inclusive).

	HSE NO.
	STREET
	TOWN
	COUNTY
	COUNTRY
	POST

CODE
	YEAR FROM
	YEAR TO

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


DECLARATION:

To:
Human Resources Manager, Cope Foundation, Bonnington, Montenotte, Cork, Ireland. 

I the undersigned, have applied to work as a 




, and hereby authorise Cope Foundation to seek from An Garda Siochana, any relevant past or present employer including Health Board(s), or any other relevant third party(s) any information about me, such as mentioned in the Special Information Leaflet already provided to me, as might reflect on my suitability or otherwise, for employment in the above position.  I also give my consent to the giving of responses by the aforementioned third party(s) 

Signature of applicant:




Date:
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