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Application Form

Please complete all questions as fully as possible.  
We can only shortlist your application on the information you provide.

Always refer to the job description/ person specification

Write clearly in black ink or type.

	POST APPLIED FOR:

	Where did you see this advertised?


	PERSONAL DETAILS

	Surname:
	First Name:

	Other Names:

	Address:

	
	Postcode:

	( Home:
	( Mobile:

	Email:


Do you have a full UK driving licence?



Yes 

No

Do you have access to a car?




Yes

No

Can use this motor vehicle for work


  
 Yes

No
Do you have the right to reside and work in the UK?

 Yes

No 

Do you need a work permit to be employed in the UK?

Yes 

No

If yes, please give details?  



EDUCATION AND TRAINING

	School/College/University
	Subject / Course Title
	From
	To
	Grade 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Training
	Course Title
	Date Completed

	
	

	
	

	
	

	
	

	
	


Continue a separate sheet if required

EMPLOYMENT HISTORY
Present or most recent employer
	Name of employer:


	

	Address:


	

	Telephone:
	

	Email:
	

	Position Held
	

	Current Salary:
	

	Employment Dates
	From:                                                   To:                       

	Notice Period
	

	Brief outline of duties:




Employment History

Please provide an explanation for any gaps in your employment history

	Name of employer:


	

	Address:


	

	Position Held
	

	Employment Dates
	From:                                                   To:                       


	Name of employer:


	

	Address:


	

	Position Held
	

	Employment Dates
	From:                                                   To:                       


Please continue a separate sheet if necessary, providing the same information outlined above.

REFERENCES

Please give the details of two referees who we can approach to comment on your suitability for this post. These must not be from relatives or friends.  

One of the references must be your present or most recent employer (paid or voluntary work).  We will not take up references without your permission.

	First Referee

	Name:

	Position:

	Organisation:

	Address:

	

	
	Postcode:

	Tel:
	Email:

	Second Referee

	Name: 
	                                                          

	Position:

	Organisation:

	Address:

	

	
	Postcode:

	Tel:
	Email:

	May we request references at this stage?           Yes              No


SKILLS/EXPERIENCE AND ADDITIONAL INFORMATION

Please let us know why you are applying for this post giving details of any relevant skills and experience which you might bring to this position.  Please include details of any voluntary work which may be relevant. 

	Please read the person specification and job description thoroughly before you answer this section as they outline your skills, knowledge, and experience in applying for this post. 



REHABILITATION OF OFFENDERS ACT 1974 AND EXCEPTION ORDER 1975

Because of the nature of the work which you are applying for, you must provide information about convictions. Our power to require this lies in the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 which removes the normal operation of the Act in relation to specific occupations, including the provision of Home Care Services.  In the event of being employed in connection with this application, any failure to disclose such convictions could result in dismissal or disciplinary action.  We follow a Code of Practice about the fair use of disclosure information, and a copy is available on request.

 If you have no convictions, then write NONE below:
If you have any previous or outstanding convictions, details of the type of offence, date, sentence, fine, etc. should be placed in a separate, sealed envelope which will subsequently be returned to you. (This includes motoring offences)
It will only be opened if you are considered for the appointment.  Such information will be completely confidential to the appointing panel.  A criminal record will not necessarily be a bar to obtaining a position.
If you have any issues completing the application form, then p[lease contact us on 01322 336086.

	DECLARATION




Application for enhances Disclosure Barring Check( DBS)
Please confirm we have your explicit consent to undertake an enhanced DBS check.

Name

Signature: 

Date:
If you are on the update service – we must have sight of your original enhanced DBS, not just a photocopy.

I declare that the information I have entered on this application form is true and accurate to the best of my knowledge:

Name.

Signature:    

Date: 

If  untrue or inaccurate information is recorded, any employment contract may be invalidated and the employee subject to disciplinary action or dismissal.

Please return the application form to:  

Crossroads Care South East London

Pier Road Centre

42 Pier Road 

Erith 

Kent

DA8 1TA

Or  securely email it to us at : info@ccsel.org 

Recruitment Monitoring Form

YOUR APPLICATION WILL NOT BE AFFECTED IF YOU CHOOSE NOT TO COMPLETE ALL OR PART OF THIS FORM.

Policy Statement
We recognise that everyone has a contribution to make to our society and has a right to equal treatment.  It is the policy of CCSEL that all persons shall have equal opportunity for employment, advancement and training based on their ability, qualifications, and fitness for the work in accordance with our policies in those areas. There will be no discrimination towards or against any person on the grounds of colour, race, religion, nationality, ethnic or national origin, disability, age, gender, sexual orientation, or marital status.

Monitoring
We would be grateful if you would complete all or part of this monitoring form and return it with your application.  This will enable us to monitor our equal opportunities policy and ensure any barriers are identified and removed.  

All information will be treated as confidential.  The form will be detached from your application prior to the selection process and will be used for monitoring purposes only.

POST APPLIED FOR:

[image: image1.jpg]
ETHNIC ORIGIN

I would describe my ethnic origin as (please tick):

 FORMCHECKBOX 

Black – African

 FORMCHECKBOX 

Black – British

 FORMCHECKBOX 

Black – Caribbean

 FORMCHECKBOX 

Black other (please specify) 

 FORMCHECKBOX 

Bangladeshi

 FORMCHECKBOX 

Chinese

 FORMCHECKBOX 

Vietnamese

 FORMCHECKBOX 

Indian

 FORMCHECKBOX 

Pakistani

 FORMCHECKBOX 

Asian other (please specify)

 FORMCHECKBOX 

White British

 FORMCHECKBOX 

White Irish

 FORMCHECKBOX 

White other (please specify)


GENDER

I am (please tick):
 FORMCHECKBOX 
Male
 FORMCHECKBOX 
Female   
AGE

I am (please tick):
 FORMCHECKBOX 
Under 25
 FORMCHECKBOX 
25-35
 FORMCHECKBOX 
36–50
 FORMCHECKBOX 
Over 50

DISABILITY

Do you have a disability or a long-term health condition ?
 FORMCHECKBOX 
Yes
 FORMCHECKBOX 
No

If yes, would you like to tell us more?
ABOUT US 
We are a registered charity (1076375) and company limited by guarantee (3726471).

We are completely autonomous and are governed by a Board of Trustees.

We are regulated by the Care Quality Commission.

We provide a range of services to unpaid carers of adults, older people & children, young people across the London Boroughs of Bexley, Greenwich, Lewisham and surrounding areas.
The support provided by paid care staff through personal, practical  care task. The support is delivered in the home or on community-based activities. The support enables Carers to have some ‘time out’ for themselves whilst the person they care for is supported by a fully competent member of staff with underpinning knowledge and skills.

We also run a volunteer befriending service for adults (older people) who are socially isolated or lonely.

Our Head Office is based at Pier Road Centre, 42 Pier Road, Erith and is open Monday to Friday 9am – 5pm (with out of office mobile facilities). 

We operate 365 days of the year and provide services during the day, weekends, evenings and overnight. 

We require care staff that have flexibility, reliability, commitment, and a genuine desire to help others. 

We value diversity across all our operations and welcome applications from all sectors of the community. 

Mission Statement
We promote, offer, support, and deliver high quality services for carers and people with care needs.

We support Carers of people affected with a diverse range of disabilities. We do this by providing trained Care Support Workers to support them in the home or on activities outside the home.  This support means that the Carer can have a break from their caring duties so helping to relieve the stress and anxiety that often accompanies their caring responsibilities.

The support may be on a regular basis for an agreed number of hours each week or it may be on a more informal basis.  Our aim is to provide flexible support at days and times convenient to the Carer.

The Board of Trustees are comprised of people with diverse skill sets who set the strategic direction of the charity. 
Equal Opportunities Statement

We ensure that the service we provide will be promoted and made accessible to all potential users regardless of race, gender, marital status, sexual orientation, age, ethnic origin, disability, or health status.

We are committed to the principle of equal opportunity in the employment of all its employees and in the recruitment of future employees regardless of age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion and belief, sex, and sexual orientation.

We seek to fulfil our aims regarding equal opportunities by applying its policies and practices which will ensure that individuals are elected, appointed, trained, and promoted fairly on the basis or criteria relevant to job performance and in compliance with the objectives of the organisation.

We take positive action to ensure that the services provided to users are sensitive and appropriate to their needs.  Action will be taken to remove any discrimination where it is found to exist.

	POLICY STATEMENT ON THE

RECRUITMENT OF EX-OFFENDERS

.


	•
	As an organisation using the Disclosure and Barring Service (DBS) is to assess applicants’ suitability for positions of trust, we comply fully with the DBS Code of Practice and undertake to treat all applicants for positions fairly.  It undertakes not to discriminate unfairly against any subject of a disclosure based on conviction or other information revealed.

  

	•
	We are committed to the fair treatment of its staff, potential staff, or users of its services, regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age, physical/mental disability, or offending background.



	•
	We have a written policy statement on recruitment of ex-offenders, which is made available to all applicants at the outset of the recruitment process.



	•
	We actively promote equality of opportunity for all with the right mix of talent, skills, and potential and welcome applications from a wide range of candidates, including those with criminal records.  We select all candidates for interview based on their skills, qualifications, and experience.



	•
	A disclosure is only requested after a through risk assessment has indicated that one is both proportionate and relevant to the position concerned.  For those positions where a disclosure is required, all application forms, job adverts and recruitment briefs will contain a statement that a disclosure will be requested in the event of the individual being offered the position.



	•
	Where a disclosure is to form part of the recruitment process, we encourage all applicants called for interview to provide details of their criminal record at an early stage in the application process.  We request that this information is sent under separate, confidential cover, to a designated person within the charity and we guarantee that this information will only be seen by those who need to see it as part of the recruitment process.



	•
	Unless the nature of the position allows asking questions about your entire criminal record we only ask about “unspent” convictions as defined in the Rehabilitation of Offenders Act 1974.



	•
	We ensure all those who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences.  We also ensure that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974.



	•
	At interview, or in a separate discussion, we ensure that an open and measured discussion takes place about any offences or other matter that might be relevant to the position.  Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of an offer of employment.



	•
	We make every subject of an enhanced DBS disclosure aware of the existence of the DBS Code of Practice and make a copy available on request.



	•
	We undertake to discuss any matter revealed in a disclosure with the person seeking the position before withdrawing a conditional offer of employment.


Having a criminal record will not necessarily bar you from working with us.  

This will depend on the nature of the position and the circumstances and background of your offences.
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