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Employment Application Form
PRIVATE & CONFIDENTIAL

         

BCLDOC S9/002

Borough Care Ltd is committed to equal opportunities in employment and we positively welcome your application irrespective of your gender, race, disability, colour, ethnic or national origin, nationality, sexuality, gender identity, marital status, responsibility for dependants, religion, trade union activity and age.

Please complete all sections on the form.  If any section does not apply to you, enter not applicable (n/a).  It is important that you refer to the Guidance Notes before completing this form.  

1. Vacancy Details - This section must be completed
Home Name   ___________________________
 Position Applied for   ___________________________

Do you wish to be considered for any similar vacancies in another Home?    Yes / No

2. Personal Details

	Surname
	
	Forename(s)
	
	Title
	Mr/Mrs/Miss

	Address
	

	
	

	Postcode
	
	Tel. No. (Home)
	

	How did you hear about the job?
	

	Have you worked for Borough Care before?
	Yes/No*
	Which Home?
	

	Date(s): From
	
	To:
	
	Reason(s) for leaving
	

	National Insurance Number:
	
	
	
	
	
	
	
	
	


Are you available immediately?   FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No  If no, when would you be available? _____________
3. General Information



4. Arrangements for interview

Are you related to any employee of 


If you have a disability, are there any 
the company?   FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No



arrangements which we can make for you

If yes, please provide details



if you are contacted for an interview and/or

	Name:
	

	Position:
	

	Relationship:
	

	Home/Dept:
	



  Work based exercise?


   FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No


  If yes, please specify

5.  
Eligibility to work in the UK

	

	


a) Are there any legal restrictions on your continued residence or 
 FORMCHECKBOX 
  Yes  
employment in the UK that might affect your ability to take up 
 FORMCHECKBOX 
  No
employment?

b) If yes, please provide further details and 

the type of visa that you currently have


6. 
Education & Training

	From
	
	To
	
	Secondary School/ University/ Organising body etc.
	
	Examinations taken or Course Title
	
	Results & Grades
	
	Date Gained

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


Please continue on a separate sheet if necessary
7. 
Membership

Please indicate membership or any organisation(s) relevant to this job

	Name of Organisation
	
	Type of Membership
	
	Date of Membership

	
	
	
	
	

	
	
	
	
	


8.
Employment History 
Please complete your employment history for the past 10 years explaining any gaps and including any voluntary or other relevant experiences.
	From
	
	To
	
	Employer
	
	Job Title & brief description of duties
	
	Reason for change

	Mnth
	
	Year
	
	Mnth
	
	Year
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


Please continue on a separate sheet if necessary

9. 
Present or Most Recent Employment

	Job Title:
	
	Employer:
	

	Salary:
	

	Date started:
	
	Date left (if applicable) 
	

	Address:
	

	
	Postcode:
	

	Reasons for leaving (if applicable):
	

	If offered this position will you continue to work in any other capacity such as a second employer?

 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	If yes, give details
	



10. 
References
Please give details of two referees, one of which must be your current or most recent line manager/supervisor, or other person designated within the organisation to provide references.

Do you require prior consent before a reference can be taken up?    FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Name
	
	
	

	Address
	
	
	

	
	
	Postcode:
	

	Tel No:
	
	Email:
	

	Job Title
	
	Relationship to you:
	

	If this referee knows you by another name please give that name
	


	Name
	
	
	

	Address
	
	
	

	
	
	Postcode:
	

	Tel No:
	
	Email:
	

	Job Title
	
	Relationship to you:
	

	If this referee knows you by another name please give that name
	


11.
Criminal Records Check

The position for which you are applying is exempt from the provision of Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975. This means that any cautions, reprimands or final warnings, as well as convictions even if “spent” must be disclosed, all applicants who are offered employment will be subject to a criminal record check from the Criminal Records Bureau before the appointment is confirmed. Information provided will be kept confidential, and in accordance with the provisions of The Data Protection Act whereby information obtained and processed fairly and lawfully; is only disclosed in appropriate circumstances and not held longer than necessary. Only relevant convictions and other information will be taken into account and does not necessarily prevent appointment.
Have you ever been convicted or cautioned with respect to a criminal offence?    FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

Are you aware of any police enquiries undertaken following allegations made against you, which may have a bearing on your suitability for this post?    FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

If yes, please give details on a separate sheet.  Any information supplied will remain confidential, having a criminal record will not necessarily prevent you from working for us.  This will depend on the nature of the position and circumstances and background of your offence.
12.
Health

Do you consider yourself to have a disability?    FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

Please give details of any disability or health problem(s) that may be relevant to the position. Such information is requested so that any reasonable adjustments to the work involved may be considered

	

	


13.
Interests

Hobbies – Please give details of pastimes, sports etc. 

	

	

	

	


14.
Other information in support of your application
In order for us to decide whether to contact you for interview, it is essential that you provide us with sufficient details of any experience and skills which demonstrate how you meet the requirements of this job, as set out in the person specification. Please continue opposite. You may also continue on a separate sheet(s) if you wish.  You should ensure that any additional sheets are attached securely and include your name and job reference number / job title.  

It is important that you refer to the ‘Guidance Notes’ when completing this section.
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


15.
Data Protection Act 1998 – Consent and Certification of Details 
The information detailed in this application form may be used by the company in the monitoring and progression of its employment policies and practices, and in particular it’s Equal Opportunities in Employment Policy. This monitoring is for statistical purposes only and you will not be identifiable from this process.  
Application forms of unsuccessful candidates will be destroyed after six months following an appointment to the job.

I declare that to the best of my knowledge and belief, all particulars I have given are complete and true. I understand that any false declaration or misleading statement or any significant omission may disqualify me from employment and render me liable to dismissal. I understand that any job offer is subject to satisfactory references and a probationary period and if deemed appropriate a satisfactory medical report. I understand that if this post involves working with vulnerable people and the post is subject to a Criminal Record Check (from the Criminal Records Bureau Disclosure Service for England and Wales). Should I be offered such a post, I understand that a Criminal Record Check will be sought before the appointment is confirmed.

	Signed
	

	Date
	


Application forms that are not fully completed may be refused

Please return your completed application form to:

Borough Care Ltd

9 Acorn Business Park

Heaton Lane

Stockport

SK4 1AS

Equal Opportunities Monitoring Questionnaire
The Company is an equal opportunity employer.  We want the best staff, and we want to develop their potential and select employees according to their abilities.  To ensure that our selection processes deliver the best people for available jobs, we monitor all stages of the Recruitment and Selection procedure to enable us to take appropriate action if bias, other than on ability, is apparent. Personal data will be treated in strict confidence. The information on this form will be used for monitoring purposes only.
To help us ensure that our policy is working, please complete the information below by ticking the appropriate box. This information plays no part in Borough Care’s selection process.  It is required for monitoring purposes only.

Name:  _________________________

Gender:
 FORMCHECKBOX 

Male


Age:
 FORMCHECKBOX 

16-24





 FORMCHECKBOX 

Female
                      
 FORMCHECKBOX 

25-34










 FORMCHECKBOX 

35-44










 FORMCHECKBOX 

45-54










 FORMCHECKBOX 

55-65










 FORMCHECKBOX 

65+



Ethnic Origin

How would you describe yourself?

White



Mixed Heritage


Chinese or other ethnic 
 FORMCHECKBOX 

British


 FORMCHECKBOX 

White & Black Caribbean
group
 FORMCHECKBOX 

Irish


 FORMCHECKBOX 

White & Black African

 FORMCHECKBOX 

Chinese

 FORMCHECKBOX 

Any other White
 FORMCHECKBOX 

White & Asian


 FORMCHECKBOX 

Any other


background

 FORMCHECKBOX 

Other Mixed background

Black



Asian or Asian British

 FORMCHECKBOX 

Prefer not to say
 FORMCHECKBOX 

Caribbean

 FORMCHECKBOX 

Indian

 FORMCHECKBOX 

African


 FORMCHECKBOX 

Pakistani

 FORMCHECKBOX 

Any other Black 
 FORMCHECKBOX 

Bangladeshi

Background

 FORMCHECKBOX 

Other Asian background

Disability:   Do you consider yourself to have a disability within the meaning of the Disability Discrimination Act 1995?.  The Act defines a disabled person as someone who has a physical or mental impairment, which has a substantial and adverse long-term effect on his or her ability to carry out normal day-to-day activities. Conditions covered may include, for example, severe depression, dyslexia, diabetes, epilepsy and arthritis.
Do you consider that you have a disability or a long term health condition?   FORMCHECKBOX 
  Yes       FORMCHECKBOX 
  No

Religion or belief

 FORMCHECKBOX 

No religion

 FORMCHECKBOX 

Jewish
     

 FORMCHECKBOX 

 Prefer not to say

 FORMCHECKBOX 

Buddhist

 FORMCHECKBOX 

Muslim

 FORMCHECKBOX 

Christian

 FORMCHECKBOX 

Sikh

 FORMCHECKBOX 

Hindu


 FORMCHECKBOX 

Other

Sexual Orientation

 FORMCHECKBOX 

Bisexual

 FORMCHECKBOX 

Gay Man
     
 FORMCHECKBOX 

Gay Woman/Lesbian

 FORMCHECKBOX 

Heterosexual/

 FORMCHECKBOX 

Prefer not to say

straight


Dependants

Do you have responsibility for dependants?

 FORMCHECKBOX 

Yes

 FORMCHECKBOX 

No
(Dependants – relates to children, elderly or 

other persons for whom you are the main carer)





      Guidance Notes for Job Applicants

Thank you for your interest in working with us at Borough Care Ltd.  You are advised to read the following notes carefully as they give you information on the recruitment and selection process and how to complete the Application Form.  If there is anything on the form that you do not understand please do not hesitate to contact us.

Equal Opportunities

We are committed to equal opportunities in employment and positively welcome applications irrespective of your gender, race, disability, sexual orientation, gender identity, marital status, responsibility for dependents, religion or belief, trade union activity and age.

In order to monitor the effectiveness of our Equal Opportunities Policy and to provide information to develop future employment practice, we request that applicants provide the information on the recruitment monitoring Equal Opportunities form. This information will be treated in the strictest confidence, and used solely for monitoring purposes.

Please help us by completing the form, any information gathered will not identify individuals, but will only be used to measure how we are progressing. 

The monitoring form itself does not form part of the decision making process.  All information provided will be held and used in accordance with the requirements of the Data Protection Act 1998, and will only be disclosed if it is legally required to do so or with your consent. Information from the data we collect will only be produced in the form of statistical analyses.
Completing the Application Form

Prior to completing the form we advise you to carefully read the Job Description. These describe the principal duties and responsibilities. Think about what skills and experience you have both inside and outside employment that may be relevant. 

CVs submitted separately are not acceptable and will not be considered unless they accompany a completed Job Application Form.  

Closing Date 

Please be aware that if this post attracts sufficient interest, we may choose to close the post earlier than the published closing date. Therefore we would urge you to submit your application as early as possible as the post may have closed by the time you revisit the site.

Short-listing

If shortlisted, we will contact you by letter, telephone, or e-mail normally at least one week prior to the interview and this will also include confirmation of documentation that you will be required to bring with you as part of the recruitment process.

IMPORTANT: You should confirm your attendance at interview as soon as possible by contacting the named contact person. If you do not confirm your attendance the Interview Panel may not expect you to attend.

Acknowledging the receipt of Application Forms

In the interest of economy, we are unable to acknowledge the receipt of paper based application forms; however we do aim to notify those applicants who have not been short-listed for interview that they have been unsuccessful. 

The Job Application Form

Section 1: Vacancy Details 

This section will already have been completed by the Recruitment Team, if they are not included please refer to the job advertisement to complete this section. 

2. Personal Details
Enter personal details fully and clearly so that we may contact you about your application. If you do not currently have a National Insurance Number, please leave this blank and provide an explanation at Section 14 of the Job Application Form.

3. General Information
Being related to another employee of the Company will not disqualify a Job Applicant unless they or their relative undertake canvassing activities with the Recruiting Manager.

If you are related to another employee of the Company you are required to inform us so as to ensure that the application is treated fairly. 

As part of the Company’s Equal Opportunity Policy vacancies are open to job sharing. This normally means that two people can voluntarily share one full time job. 

4. Arrangements for interview

If you have a disability, please complete this section so that we can make suitable arrangements if you are called for an interview.  If you need a particular aid, facility, or any additional assistance from us at interview because you have a disability please advise prior to the interview.

5.  Eligibility to work in the UK

All short listed Job Applicants are required to present original documentation at interview in order to prove their eligibility to work in the UK.  There is a legal obligation upon all employers under the Immigration, Asylum and Nationality Act (2006) that requires confirmation as to the identity of the candidates and secondly that they have the right to take up employment.  

The Immigration, Asylum and Nationality Act 2006 sets out two types of categories by which an individual has the right to work in the UK, namely;

1.  Category A those who are not subject to any immigration restrictions  

Or 

2.  Category B those who are subject to “immigration control” 

Further details as regards the definition of each category and the documents required are as set out in the attached appendix, together with information as regards the documents that are required under each category.

Although applications are welcomed from candidates who may require sponsorship through the UK Border Agency (UKBA) to work in the UK. such candidates must be aware that appointment to the post is subject to the prevailing rules that the UKBA deem appropriate at any particular time.

Candidates who require sponsorship are strongly advised to visit the UK Border Agency website and familiarise themselves with what is required.   There is a facility on this site to access the points based calculator and work through an example which should assist candidates in their understanding of the process.  The website address is http://www.ukba.homeoffice.gov.uk/.

6.  Training and Education

Include any form of education and training undertaken, (including any courses which did not lead to an examination or qualification that are relevant to the job).  We will take full note of any education or qualifications gained overseas or as part of an employment training scheme. Successful candidates will be required to provide proof of qualifications and training.

7. Membership of any organisation(s) relevant to this job
This section refers to membership of institutes or organisations relevant to the job you are applying for, such as Professional, Occupational or Trade Membership, but not trade union membership.

If the post you have applied for requires specific educational or professional qualification or to be appropriately registered with a regulatory body, you will be required to provide original documentary evidence or proof of current professional registration.  You must disclose during the recruitment process if you are currently the subject of an investigation carried out by this professional body.

Further applicants must declare if they have ever been disqualified from the practice of a profession, or required to practice subject to specified limitations following fitness to practice proceedings by a regulatory body in the UK or in another country. 

If you are currently the subject of an investigation or proceedings by any body having regulatory functions in relation to health/social care professions, including a regulatory body in another country, you must inform us when applying for a post. 

The Company may also contact the appropriate regulatory body to ensure satisfactory registration is verified prior to any offer of appointment being confirmed.

8. Employment History (if any) including voluntary or other relevant experience.
We require information on past employment. If you have recently left school or college, or a training programme and have not yet had a full-time or permanent job, please give details of any other employment that you may have had such as work experience, part-time, holiday work or voluntary work.

You will have an opportunity to say more about the skills and experience that you think are relevant, further on in your application.

9. Present or Most Recent Employment
We require information on your current or most recent employment, including notice provision.  In the event that have another job and wish to continue with this it will not be a bar to employment with us, however we would need to discuss this in further depth as issue as the hours of employment must not exceed 48 hours for example.

10. References 

References may be taken up prior to interview but do not form part of the short listing process and as such it is vitally important that if you do not wish for this to occur that you complete the relevant section on the job application form

Contact details of at least two referees with whom we can confirm the information you have given and who can comment on your suitability for the post you have applied for must be provided. If currently employed, your referees should be your line managers and should be from your two most recent employers. Students should give the name of the Headmaster, or Tutor as appropriate. Please note that personal referees will NOT be accepted and will delay the Recruitment process. – I think we do if the applicant doesn’t have work experience, usually someone of standing in the community.

If you have only worked as a volunteer, references should be obtained from two most recent bodies for which you have worked.

The Company reserves the right to pursue additional references if it is appropriate to do so.

NB: It is very helpful if you provide the e-mail address of your referees. Please note that no unconditional offer of employment can be made without satisfactory references. It is advisable that the nominated referees are provided with advance notice that they will be approached to provide a reference should you be given a conditional offer of employment. 

11.  Criminal Records Check

The nature of the position enables the Company to ask questions about your entire criminal record and as such we will ask you to provide details on all spent and unspent (current) convictions (including cautions), including those incurred before the age of eighteen  in your application form (as defined in the Rehabilitation of Offenders Act 1974).

The Rehabilitation of Offenders Act 1974 sets out those convictions that may after a certain period of time become spent and in the normal course of events when applying for a job do not need to be disclosed.  However the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975 provides that where a person is applying for a position with vulnerable persons they are required to disclose convictions whether these are spent or current and any cautions, reprimands (including being bound over) or warnings. This also includes a criminal offence for which you may have been charged but for which a decision is pending.  

In the event that you are unsure as to the status of any matter then we confirm that you are under an obligation to disclose this at interview.  Having a criminal record will not necessarily prevent you from working for us; this will depend on the nature of the position and circumstances and background of the offence.

In the event that the Company wishes to proceed with your application following interview there will be a requirement to obtain an “Enhanced Disclosure” from the Criminal Record Bureau.  This will require you to provide documentation as regards identity and will involve completion of a form that will then be sent to this government agency who will check your history as to whether there are recorded any criminal convictions, cautions or whether you have been placed on one of the “barred” lists as managed by the Independent Safeguarding Authority.  In the event that you are shortlisted you will receive further information as regards the documentation you will be required to bring to interview.

All information provided will be kept confidential, and in accordance with the provisions of The Data Protection Act whereby information obtained and processed fairly and lawfully; is only disclosed in appropriate circumstances and not held longer than necessary. 

Further details about the operation of the Criminal Record Bureau process can be found at their website at http://www.crb.gov.uk/ or the Independent Safeguarding Authority website at http://www.isa-gov.org.uk/
A copy of the company CRB Code of Practice will be made available to you in the event that we seek such a check.

The CRB check will not cost you anything if you remain in employment of the company for a continuous period of six months. 

12.  Health

The Equality Act 2010 defines disability as being someone with "a physical or mental impairment which has a substantial and long-term adverse effect on their ability to carry out normal day to day activities".

It is unlawful for an employer to discriminate against a disabled person:

· in the arrangements made for determining who should be offered employment

· in the terms on which the disabled person is offered employment, or

· by refusing to offer, or deliberately not offering, the disabled person employment.

Having a disability does not necessarily adversely affect a person’s general health or ability to undertake the job for that matter.  Although as an employer we must not discriminate against a disabled candidate, there is no requirement (aside from the duty to make reasonable adjustments) to treat a disabled person more favourably than it treats or would treat another job applicant.  We will assess each candidate’s merits as they would be if any reasonable adjustments required under the Act had been made. If, after allowing for those adjustments, a disabled person would not be the best person for the job, the employer does not have to recruit that person.

Where a candidate indicates that they have a disability this may give rise to a health and safety issues and as such a risk assessment will be carried out to determine the relevance (if any) to the job in question.

With respect to the appointment of persons to work within the care sector there is a statutory requirement for the employer to ensure the physically and mental fitness of the job applicant to undertake the role.

All successful candidates will thus be required to undergo an appropriate health check and any offer of appointment will be subject to satisfactory health clearance.

In the event that you do have any health issues and are unsure as to whether they are relevant then these must be disclosed at interview.

13. Interests

Use this section to provide information about interests and activities outside employment as these serve to provide additional information to the company that may in fact be of benefit to your job application.

14. Other information in Support of your Application

Please pay particular attention to this section as it tells us what makes you suitable for this job. The information you provide will assist us in assessing your application against the relevant criteria contained in the person specification of the post, which is the list of requirements for the job.  Therefore you should refer and address each point of the Person Specification, giving evidence of what skills, experience and knowledge you have in each of these areas. Always try to be specific. Do not use general phrases such as ‘I have the necessary skills’ or ‘I am confident I can do the job well’. The short-listing panel needs to know how you meet the requirements based on the evidence you provide. Good example – “I have worked for five years as a healthcare assistant”

15. Data Protection Act 1998 - Consent and Certification of Details

The personal data provided on your application form will be used for the purposes of recruitment and selection procedures to enable us to perform its obligations under the contract of employment for successful applicants and for equal opportunity monitoring purposes.  All information will be processed and stored in accordance with the Data Protection Act. The information will be kept for a minimum period of 6 months and will then be shredded.
If you are successful at the Interview stage and provided with a Conditional offer of employment (the offer of employment is subject to):
1. Proof of existing or ongoing eligibility to work in the UK

2. Satisfactory Criminal Record Bureau Check
3. Provision of two satisfactory references
4. A satisfactory Occupational Health report
5. confirmation from the applicant that they are not subject to any restrictive covenants
6. Provision of Qualifications and or membership of the appropriate professional body

A copy of the company Data Protection in Recruitment Policy is available upon request.

Declaration

The Job Application form must be signed personally, in the event that any of the information provided is inaccurate then a job offer may be unconditionally withdrawn.  If employment has commenced then as an employee you would be subject to the provisions as set out in the company disciplinary procedure and the matter would be regarded as that of gross misconduct for which dismissal without notice is a sanction that may be applied.

FOR OFFICE USE ONLY


Date sent out:





Date returned: 








