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Application Form

(Please complete in your own hand writing and in black ink)
Position(s) Applied for – ………………………………………………………… 
	Surname: ………………………………………………………..   Date of Birth ……………………………………………
First name:     

……..
Other names:     
…………………………………………………………………………………………………………………………

	Home address:  






	National Insurance No: 

	Postcode: 


	Work Contact No: 

	Home Phone No: ……………………………………..
Mobile No:            ……………………………………..

	Are you related to a current Employee?  Yes / No 

If yes please state who ……………………………………………….. How are you related …………………….



	How did you find out about this vacancy?  ………………………………………………………………………………



Email Address: …………………………………………………………………………………………………………………….
The Recruitment and Selection Process is completed in stages. The stages are as follows:

Stage 1   – Short list applicants from information given on the application form.

Stage 2   – Short List applicants further (we may 2nd interview applicants if required at this point)
Stage 3   – Offer the position to the successful applicants, (pending references).
Stage 4   – Send for Disclosure to the DBS – Disclosure Barring Service & Send for References.
Stage 5   – Complete the full Induction Programme whilst waiting for disclosure and references
Stage 6   – Shadowing with a Senior Members of staff, only once the DBS & References have been returned and are satisfactory.
Stage 7   – Competency and Consistency assessments by Management Team.
Stage 8   – Complete probationary period of 6 months with continual support.
Stage 9   – If successful, after probationary period, offer permanent Contract of Employment.
Able Care and Support Services is an equal opportunities employer and we welcome applicants from groups which are currently under represented.
Please give the details of FOUR people who will provide us with a reference. One is to be your current or last employer. One is to be any previous employer and the other two need to be character references. If you cannot provide four referees, please explain to us why not. 
We contact current employers only when the position has been offered. 

The offer of contracted employment is subject to satisfactory references and DBS disclosure.
	CURRENT OR LAST EMPLOYER
Name: 

Position: 

Company:

Email Address …………………………………………..

………………………………………………………………….

Address: 

Postcode: 

Tel. no. work: 

Tel. no. other: 

Are they related to you?               YES / NO
	ANY PREVIOUS EMPLOYER TO THE LAST ONE

Name: 


Position: 


Company:


Email Address …………………………………………..

………………………………………………………………….

Address: 


Postcode: 


Tel. no. work: 


Tel. no. other: 


Are they related to you?               YES / NO


	CHARACTER REFEREE #1
Name: 


Position: 


Email Address …………………………………………..

………………………………………………………………….

Address: 


Postcode: 


Tel. no. 


Are they related to you?               YES / NO
	CHARACTER REFEREE #2

Name: 


Position: 


Email Address …………………………………………..

………………………………………………………………….

Address: 


Postcode: 


Tel. no. 


Are they related to you?               YES / NO


Please tell us about your education history and qualifications attained.
	Please tell us about your education. List any qualifications gained whilst in education. Attach additional sheets if necessary.

	School / College
	From
	To
	Qualifications – 

include dates and grades

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	If you have undertaken any specific training or voluntary work to improve your employment prospects or whilst working in a care / support setting, please give details below. Continue on a plain sheet of paper if required. List the Course / Training and the date completed. Continue on to a separate sheet if needed.

	Course Title
	Date Completed
	  Certificated?

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	

	7.
	
	

	8.
	
	

	9.
	
	

	10
	
	


Please tell us about your previous employments.
	Please tell us about your employment history since leaving school or college, starting with your present, or most recent, employment first. If there are gaps in employment please tell us why e.g. unemployed, raising a family etc. Your application cannot progress if there are gaps in your employment history. Continue on a separate sheet if required.

	


	Employer
	Job title and description of duties
	Salary / Rate per hour
	From
	To
	Reason for leaving

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Declaration of Convictions / Disclosure of Information

Successful applicants will be asked to provide disclosure information as required under section 113 of the Police Act 1997.
Disclosure information will not be used unfairly and a criminal record will not necessarily be

a bar to obtaining the position applied for.

No offer of employment will be withdrawn without discussion with the applicant.

NB: False declarations may be reported to the police.
A fee of £54.40 is payable before the DBS can be applied for. Please bring this with you to interview or the Company will pay for this and arrangements will be made for reimbursement. ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_______________________________________________________________________________

Please see below what we will need to see and photocopy to send off for your DBS Disclosure. 

You need:

· 1 or 2 from Group 1 and 

· 1 or 2 from group 2. 

· There needs to be at least 3 documents as proof of who you are.

If you do not have anything in Group 1 then you need:

· 3 documents from Group 2 comprising of; 

· 1 document from Group 2a; and
· 2 further documents from Group 2a or 2b; one of which must verify their current address.

Group 1 - Primary Trusted Identity Credentials 
· Current valid Passport - UK or EEA (or Non-EEA in combination with a Biometric Residence Permit or current Work Permit/Visa)

· Biometric Residence Permit (UK)

· Current Driving Licence (UK) (Full or provisional) Isle of Man /Channel Islands; 

· Photo card only (a photo card is only valid if the individual presents it with the associated counterpart licence; except Jersey)

· Birth Certificate (UK & Channel Islands) - issued within 12 months of date of birth; 

· Full or short form acceptable including those issued by UK authorities overseas, such as Embassies, High Commissions and HM Forces
Group 2a - Trusted Government/State Issued Documents 
· Current UK Driving licence (old style paper version)

· Current Non-UK Photo Driving licence (valid for up to 12 months from the date the applicant entered the UK)

· Certified copy of Birth Certificate (UK and Channel Islands) - issued after 12 months of date of birth

· Marriage/Civil Partnership Certificate (UK & Channel Islands)

· Adoption Certificate (UK & Channel Islands)

· HM Forces ID Card (UK)

· Fire Arms Licence (UK & Channel Islands)

Group 2b - Financial/Social History Documents 
· Mortgage Statement (UK or EEA)** (Non-EEA statements must not be accepted)

· Bank/Building Society Statement (UK or EEA)* (Non-EEA statements must not be accepted)

· Bank/Building Society Account Opening Confirmation Letter (UK)

· Credit Card Statement (UK or EEA)* (Non-EEA statements must not be accepted)

· Financial Statement ** - e.g. pension, endowment, ISA (UK)

· P45/P60 Statement **(UK & Channel Islands)

· Council Tax Statement (UK & Channel Islands) **

· Work Permit/Visa (UK) (UK Residence Permit) (valid up to expiry date)

· Letter of Sponsorship from future employment provider (Non-UK/Non-EEA only - valid only for applicants residing outside of the UK at time of application)

· Utility Bill (UK)* - Not Mobile Telephone

· Benefit Statement* - e.g. Child Allowance, Pension

· A document from Central/ Local Government/ Government Agency/ Local Authority giving entitlement (UK & Channel Islands)*- e.g. from the Department for Work and Pensions, the Employment Service , Customs & Revenue, Job Centre, Job Centre Plus, Social Security

· EU National ID Card

· Cards carrying the PASS accreditation logo (UK and Channel Islands)

· Letter from Head Teacher or College Principal (16 - 19 year olds in full time education – only used in exceptional circumstances when all other documents have been exhausted) (UK)

Please note:
If a document in the List of Valid Identity Documents is: 

· denoted with * - it should be less than three months’ old

· denoted with ** - it should be issued within the past 12 months

· not denoted - it can be more than 12 months old.

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) by SI 2013 1198’
	Yes


	No




Please Tick as Appropriate 
Please give details on a separate sheet if yes is selected.
Right to work in the UK (asylum & immigration act 1996)
If you are invited to interview please could you bring along original proof and a copy of your right to work in the UK. The list below may help in providing such a document; (A full list can be found at the government website www.ind.homeoffice.gov.uk) If you do not bring the original copy of any document we will be unable to continue with your application process until they can be provided.
	Either one of these documents:

	· A UK or European Economic Area Passport
· A UK residence permit issued to a national from a EEA country or Switzerland
· A UK endorsed travel document

	OR

	· A document with evidence of a permanent national Insurance Number (P45, P60)
· A birth certificate

· A certificate of naturalisation / registration as UK Citizen

· An endorsed letter from the home office
	· A work permit issued by Work Permits UK
And one of the following
· A passport or travel document endorsed by UK home office
· An endorsed letter issued by UK Home Office


Additional DBS Information.

In addition to the information on page 5 Declaration of Convictions/Disclosure of information under section 113 of the Police Act 1997, we also require the following additional information to successfully apply for a DBS for you. These following questions are asked on application with the DBS Service.

Have you been known by any other names?

	Name:
	From 

Date / month / year 
	To

Date / month / year

	
	
	

	
	
	

	
	
	


What is your Mother’s maiden name?

We require your address history of the last 5 years – please include the month and year of moving in. Please complete fully, if you need more space for more addressed please add another plain sheet of paper to this application, thank you

	Full Address

Start with current address please and then work backwards, thank you
	Month you moved in


	Year you moved in



	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.


	
	


Place of Birth – (such as Manchester, Stockport, Ashton etc)

You will also need to provide the following documents if you have them, as these are the ideal documents for us to access the DBS quickly and effectively for you. If you do not have any one of the documents, please refer to the list on pages 5 & 6 to know what documents to provide.
· Passport 
· Driving Licence
· Council Tax Bill

· Water Rates Letter

· Bank Statement

· Benefits Letter
Further information

	Please use this space to tell us about any other information that you feel will help your application, including any other skills you may have. Show how you will meet the person specification and job description criteria or tell us why you want to work with us. Use this space to tell us about you and what type of person you are, what personality you have etc. Please feel free to continue on a separate sheet of paper if required.  This is your time to show off! 
It is in your best interests not to leave this section blank, any applicant that leaves this section blank will not progress through the process.

	

	Do you hold a current driving licence: 



YES / NO
· Driving Licence Number must be provided: …………………………………….

· Driver

· Non Driver   



I certify that the information given in this application is true and accurate to the best of my knowledge. I confirm at the time of completion I have completed this application form myself, in my own handwriting. I also understand that if I am appointed and information is subsequently found to be false, I may be dismissed.
Signed: ……………………………………………..                 Date: ………………….…………………..
We have had application packs posted back to us and they have never arrived, we have had our postal system checked several times, therefore we advise that this application form is hand delivered to our offices or put in our post box outside our offices at Hyde Business Centre for us to access. This would ensure its safety, as this application form does have confidential information within it, that in the wrong hands could cause a risk in data protection. We strongly advise you hand delivering this form.

If you wish to post this form, we suggest recorded delivered for safety, however this is at your discretion, please return the form to:

Recruitment and Selection 

Able Care and Support Services Ltd
Hyde Business Centre
10a Corporation Street

Hyde

SK14 1AB

	Data Protection Information
The information which you have supplied on this form will be processed and may be held on computer, and will be held on your personal records file if you are appointed.

The information will also be used for equality monitoring and statistical purposes, and entered on to the National Minimum Data Set system, who then forward your information on to the Care Quality Commission in addition to other national programmes which require the information. 
Your Data will be backed up daily along with all Company Data.
By signing this below, you will be deemed to have given your consent to this, including information which may be considered to be sensitive and personal.
Signature:                                                                                               Date:
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