


Applicants' Guide

Application Form
The application form must be completed and where it is not applicable please enter “N/A”. You may enclose a CV, but this will be considered in addition to the application form. We are required to submit statistical data to the National Minimum Data Sets, the Department of Health and Local Authorities. The application form is the system that we use to collect that data.

Declarations
Any declaration made on the form will be completely confidential no matter the nature of the information.

Health
Health questionnaires will be sent to all appointable applicants. It is important that when completing the health section all information of relevance to the post applied for should be detailed. This assists us in ensuring that you are physically and mentally fit under the Regulatory framework from the Care Quality Commission, to undertake the
post applied for whilst complying with the Equality Act 2010. Any reasonable adjustment necessary will be considered as part of the recruitment process.

References
Please ensure that you complete the information regarding referees. References are always requested as a confidential statement and therefore are never disclosed to the applicant. We strongly advise that you seek permission from your referee before completing the application form. Any delay in the gathering of this information could impede any decision regarding your suitability for appointment.
We are required by legislation to request references which specifically includes employers. Your current employer or most recent employer must be given. Where you are currently out of work or have had a long period of not working your last employer should be used. If you are finding it difficult to indicate referees please feel free to contact us for a discussion on the way forward.
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Where a reference is considered insufficient to make a decision a third reference will be requested. This should be from a previous employer in the last ten years where you have worked for at least three months.

References are always sought before any decision can be made regarding your suitability for employment.


Disclosure and Barring Service (DBS) check
These checks are mandatory under the Health and Social Care Act 2008. It is vital that you declare any criminal activity even where that conviction is deemed spent under the Rehabilitation of Offenders Act 1974. Any disclosure of criminal activity resulting in a Caution, Reprimand or Conviction will not of itself preclude your appointment to the post, however, non-disclosure of any criminal activity will result in any job offer being withdrawn. Trust is a fragile thing and honesty from the outset must be there for a clear and transparent working relationship to be developed.

Right to Work Check
These checks are mandatory, employers must check that a job applicant is allowed to work in the UK before they are offered employment.
https://www.gov.uk/check-job-applicant-right-to-work

Appointed Applicants
On receipt of appropriate references, a job offer will be made which is subject to DBS checks. On completion of the DBS form, evidence needs to be seen with the completed application. This includes
· Utility Bill
· Passport
· Birth Certificate
· Driving Licence
· International ID Card
· NI Card
· Other Identity Documentation
· Work permit
· Non-EU Immigration Documentation

You will be informed of which documentation is relevant to your application. The Immigration Asylum and Nationality Act 2006 requires us as employers to make checks


as to your legal status of employment within the UK. This organisation complies fully with The Border and Immigration Agency guidance for employers in this regard.
Documentation must be originals only, copies will be kept for file purposes.
The mandatory checks which have to be in place in order to safeguard service users inevitably mean a long recruitment process. We advise all new staff that are currently employed to give their notice only when we are able to confirm a job offer.

We will therefore be keeping in touch with you throughout the period of the recruitment process. We will agree on the methods used e.g. Mobile phone, email etc. at your convenience.


Induction Training
All staff must undertake an induction programme tailored to their experience, qualifications and competencies.

and finally, …
Please do not be put off! We hope that this demonstrates that we have a robust recruitment and selection procedure and that we set our standards high to ensure the safeguarding and well-being of our service users.


Application Form

STRICTLY CONFIDENTIAL
Application for Employment

Please type or complete this form in black ink

	Position applied
for
	
	Date of application
	





1 PERSONAL DETAILS

	
Surname
	
	First names
	

	
	
	Previous Names
	

	
Address and postcode
	
	Home Telephone No.
	

	
	
	Work Telephone No.
	

	
	
	Mobile No.
	

	Email address
	

	National Insurance Number
	

	Current driving licence
	

	Do you have a car for work use?
	

	Immigration Details

	Are you a citizen of the EU?
	

	Do you need a work permit?
	




2 EDUCATION

	Schools/FE/HE attended
	Examination Grade
	Year Obtained

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




3 PREVIOUS EMPLOYMENT
A full employment history must be detailed beginning with your current employment and covering all reasons for gaps in any given year.
	Date
From	-  To
	Employer’s name (most recent first)
	Position held
	Salary & Benefits
	Reason for leaving

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




4a Please detail any disciplinary action within the previous 3 years, including any current, “live” formal warnings


4b REHABILITATION OF OFFENDERS ACT 1974 – NOTICE TO OFFENDERS











	YES
	
	NO
	









Failure to declare or the falsification of any of the above details will result in the withdrawal of any job offer.1. Do you have any convictions, cautions, reprimands or final warnings that are not “protected” as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013)
2. The amendments to the Exceptions Order 1975 (2013) provide that certain convictions and
cautions are protected and are not subject to disclosure to employers and cannot be taken into account
Do you have any convictions to disclose?
Any information should be given on a separate sheet and sent with this application form. This
information will be treated as confidential and will not necessarily preclude you from employment.


	Signature
	
	Date
	







5 ADDITIONAL PERSONAL DETAILS



Statement of your personal qualities and any experiences which is relevant to the post


6 REFERENCES

	Please give the name and address of two referees, one of whom must be your current or most recent previous employer. References from relatives or friends are not accepted.

	
Name
	
Status
	Address, Telephone No and contact email address

	1.
	
	

	2.
	
	

	3.
	
	


This organisation seeks to work in a flexible and family friendly manner with its staff, however unsocial hours are part and parcel of a quality care service. Weekend and evening working is a requirement for all staff, the frequency of which will be determined at interview.
Please indicate holiday dates if already booked
Period of notice required in present post
Earliest start date







	What is your availability?
Please list the times you are available to start and end your shift using the 24 hour format, this may be a broken availability pattern for example: Monday 07.00-14.00 and 19.00-22.00.

	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	
	
	
	
	
	
	

	
	
	
	
	
	
	



Thank you for completing this application form.

I declare that to the best of my knowledge, all the information contained and documented herein is complete and truthful.

	Signature
	

	Date
	





















FOR OFFICE USE ONLY

	Application completed
	Yes
	
	N
o
	





	Full employment history
	Yes
	
	N
o
	



	Applicant shortlisted
	Yes
	
	N
o
	


Interview date


	References requested
	Yes
	
	No
	
	Date
	



	Verbal reference check
	Yes
	
	No
	
	Date
	



Additional Notes from the application


	Completed by
	
	Date
	




Notes for interview
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Equal Opportunities Monitoring
This section of the application will be detached and used for monitoring purposes only. Our organisation recognises and actively promote the benefits of a diverse workforce and are committed to treating all employees with dignity and respect in line with the Equality Act 2010 legislation. We welcome applications from all sections of the community.


	Date of Birth
	

	Gender

	Male
	

	Female
	

	Other
	

	I do not wish to disclose this
	





Race Relations (Amendment) 2000
I would describe my ethnic origin as (please indicate with a X):
	Asian or Asian British
	Mixed Raced
	Other Ethnic Group

	
	Bangladeshi
	
	White & Asian
	
	Chinese

	
	Indian
	
	White & Black
African
	
	Any other ethnic group

	
	Pakistani
	
	White & Black
Caribbean
	
	I don’t wish to disclose

	
	Any other Asian
background
	
	Any other mixed
background
	

	Black or Black British
	
	White
	

	
	African
	
	British
	

	
	Caribbean
	
	Irish
	

	
	Any other black
background
	
	Any other white
background
	







	Please select the option which best describes your sexuality
	
Please indicate your religion or belief

	
	
Lesbian
	
	
Atheism
	
	
Sikhism

	
	
Gay
	
	
Buddhism
	
	
Other

	
	
Bisexual
	
	
Christianity
	
	
I don’t wish to disclose

	
	
Heterosexual
	
	
Islam
	

	
	I do not wish to disclose
	
	
Jainism
	

	If other has been selected, please state
	
	




Equal Opportunities
This organisation is committed to achieving a working environment which provides equality of opportunity and freedom from discrimination on the grounds of race, religion, sex, class, sexual orientation, age, disability or special needs. The organisation is also committed to building a workforce that is diverse and reflects the community around us.

To comply with the requirements of the Equality Act 2010 we refer to Equality and Human Rights Commission Guidance for Employers on Section 60 of the Equality Act 2010
www.equalityhumanrights.com/en/publication-download/pre-employment-health-questio ns-guidance-job-applications-section-60-equality
Health questions are asked at interviews where the applicant is required to be fit and mentally able to undertake the tasks, and where those tasks are an intrinsic part of the job. All interviewers are familiar with the guidance issued by the GEO.
(https://www.gov.uk/government/organisations/government-equalities-office)

The aim of the organisation is to promote equal treatment for all employees and service users in line with the Equality Act 2010 and in compliance with other equal opportunities legislation and accepted Codes of Practice. These Codes are regularly reviewed using the Equality and Human Rights Commission Guidance We aim to ensure that no job applicant, staff member, volunteer, organisation or individual we provide services to will be discriminated against by us.

Definition

This organisation understands discrimination to mean the treatment of one person more or less favourably than another. Discrimination may be direct or indirect. Direct discrimination is deliberate. Discrimination is indirect when an unnecessary condition or requirement is imposed, whether intentionally or inadvertently, such that the proportion of members of one group who can comply with it is considerably smaller than the proportion of other groups.

Equal Opportunities

The organisation is committed to a policy of equal opportunities for all and requires all employees to abide by and adhere to this general principle and to the requirements of the Code of Practice laid down by the Equality and Human Rights Commission and by the duties contained in the Equality Act 2010.


In this organisation:

1. Discrimination will not be practised or tolerated
2. The organisation expects all employees, of whatever grade or authority, to abide by and adhere to this general principle
3. Staff will be promoted, employed and treated fairly based on their ability and merits and accordingly to their suitability and no one will be disadvantaged by a condition or requirement, which is not justified by the genuine needs of their job or of the proposed job
4. The organisation is committed to challenge any form of discrimination it encounters
5. To provide equal employment and advancement opportunities to all individuals, employment decisions at the organisation will be based on merit, qualifications and abilities
6. Employees or service users with questions or concerns about any type of discrimination in the organisation are encouraged to bring these issues to the attention of the organisation management or owner
7. Any breach of this policy should be reported to the manager or to a senior, responsible member of organisation staff; breaches will be dealt with through the organisation’s disciplinary procedures.

Procedure for Dealing with Complaints of Discrimination

Employees or contracted staff who believe that they are subject to discrimination at work, either by the organisation or by another employee, can have recourse to the organisation’s grievance procedure as set out in their terms of employment. Some discriminatory acts may contravene the Equality Act 2010. These and other forms of discrimination will be taken seriously by the organisation. Failure to comply with the Equal Opportunities Policy and proven acts of discrimination by an employee will be handled under the organisation’s disciplinary procedure.

Complainants should:

1. Record the details of what happened or of the specific nature of the complaint
2. Record details of when and where any occurrence took place
3. Record the names and contact details of witnesses if appropriate.

All complaints should be dealt with in a professional and confidential manner.




Training

All new staff should be encouraged to read the policy on equal opportunities as part of their induction process.

All existing staff will undergo training and/or briefing to enable them to meet the requirements of this policy and should be offered advice and guidance to ensure they understand their responsibilities within their role and the organisation’s policy.
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