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	Application for Employment v19
Private & Confidential

	Position Applied For:
	Service / Home: 

	Surname
	
	Forename(s)
	
	Title
	

	Address
	                                                                                                  
	Email address

	
	
	

	National
Insurance No:
	
	Home 
Tel no:                                 
	

	
	
	Mobile:
	

	Do you have a valid driving licence?
	Yes
	No
	Do you have your own transport?
	Yes
	No



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

	Please indicate which documents you can provide as proof of this right using the list below.
If you are invited to interview, you will be required to bring the originals of these documents with you so we can take a copy.

	
	Current British or Irish passport

	
	Current passport endorsed with the right to remain and work in the UK or the right to remain for the duration of your visa

	
	UK Birth or adoption certificate together with official notification of a permanent National Insurance number and your name issued by a government agency or previous employer

	
	eVisa plus a UKVI Share Code using the link: https://www.gov.uk/view-prove-immigration-status: 
Get access to your eVisa - GOV.UK (Choose 1 of the 3 below)

	
	1. Settlement/indefinite leave to remain 

	
	2. Limited leave to remain
	Visa type
	Visa expiry date

	
	
	
	

	
	3. Student) showing limited leave to remain for the duration of your visa and the right to undertake the work in question on limited hours in term time 
	Visa type
	Visa expiry date

	
	
	
	

	
	A certificate of Naturalisation as a British Citizen issued in the UK together with official notification of a permanent NI number and name issued by a government agency or previous employer

	
	Immigration Status Document giving indefinite leave to remain together with official notification of a permanent NI number and name issued by a government agency or previous employer

	
	Current passport endorsed by the Home Office to show exemption from immigration controls, unlimited leave to remain and right to work together with official notification of a permanent NI number and name issued by a government agency or previous employer

	
	A document issued by the Home Office to a family member of an EEA or Swiss citizen indicating the holder is entitled to stay indefinitely in the UK

	
	A document issued by the Home Office showing the holder has made an application for leave to enter or remain under Appendix EU to the immigration rules on or before 30 June 2021 together with a Positive Verification Notice (PVN) from the Home Office Employer Checking Service

	
	An application registration card issued by the Home Office stating the holder is permitted to take the employment in question, together with a Positive Verification Notice (PVN) from the Home Office Employer Checking Service

	
	A Positive Verification Notice (PVN) issued by the Home Office Employer Checking Service to the employer or prospective employer which indicates the named person may stay in the UK and is permitted to do the work in question

	
	A Certificate of Entitlement to the Right of Abode


EDUCATION HISTORY / QUALIFICATIONS
	[bookmark: _Hlk150764374]LAST SCHOOL ATTENDED

	Name of school
	


	Town
	

	From (date)
	

	To (date)
	

	Qualifications Gained
	

	LAST UNIVERSITY / HIGHER EDUCATION COLLEGE ATTENDED

	Name
	


	Town
	

	From (date)
	

	To (date)
	

	Qualifications Gained
	

	OTHER TRAINING / PROFESSIONAL QUALIFICATIONS
	Qualifications Gained

	Dates
	
	

	Dates
	
	

	Dates 
	
	



REGISTERED NURSES
	NMC Pin Number:
	
	Expiry Date:
	

	Revalidation Date:
	
	Do you have a DD set up to pay your annual registration fee?           
	Yes
	No

	How do you pay your registration fee?       
	Annually
	Quarterly

	Registered Nurses only: 
Please indicate if you currently have any of the following and please be prepared to discuss at interview:

	NMC Referral which is unresolved and/or still subject to screening                    
	

	Caution Order  
	
	Interim Suspension Order                         
	
	Interim Conditions of Practice Order
	

	Conditions of Practice Order                    
	
	Suspension Order                    
	
	Striking Off Order                                
	

	Signed:                                                                                                          
	Date: 



	HAVE YOU EVER WORKED FOR / APPLIED TO THIS COMPANY BEFORE?

	Have you ever worked for or applied to the Contemplation Group before, in the nursing or Learning Disability homes or for Forest Care? 
	Yes
	No

	If YES, please give details:



EMPLOYMENT HISTORY 
	[bookmark: _Hlk155083833]A full work history is required with no gaps.  Dates should all line up. Please go back to when you left full-time education.
All previous jobs within the care industry must be documented with a detailed reason for leaving – where practical, this will be verified – vague reasons will be explored at interview. Please note, if you have ever worked with any vulnerable group, we will seek written confirmation from this employer as to your reason for leaving.
Please start with your current or most recent employer then complete the EMPLOYMENT HISTORY – continuation sheets with further information at the end of this document.
Explain all gaps in your employment. If unemployed for any period, put the dates and state “unemployed” and the reason why you were not working and add the dates. 
Please include contact name and tel. no./e-mail address for all previous employers within the care industry. 



	[bookmark: _Hlk144975858]Enter details of your current / most recent job below.   If you are ‘unemployed’, please state this in the Name of Current employer field. 


	If you are still employed, how much notice do you have to give?  
	

	If you are still employed, may we approach this employer BEFORE you give notice?
	Yes
	No

	Name of Current Employer
	

	Address of Current Employer
	

	Telephone number
	

	Email address
	

	Your Job Title
	

	Dates 
	From:
	To:                                    or Still employed (Tick)                                                             

	Main Duties
	

	[bookmark: _Hlk144975713]Current rate of pay / salary
	

	Reason for leaving
	

	Please enter details of ALL your previous employment history on the continuation sheets at the end of this document starting with the date you left school



DISCIPLINARY RECORD
	If you are still employed:

	Do you have any live / current / unspent disciplinary warnings?               
	Yes
	No

	 Are you subject to any, as yet unresolved investigations?        
	Yes
	No

	If no longer employed:

	Did you have any live / current / unspent disciplinary warnings when you left your employment?     
	Yes
	No

	Did you have any investigations or disciplinary proceedings pending when you left your employment?     
	Yes
	No 

	[bookmark: _Hlk150765266]Signed:                                                                                                          
	Date: 



OTHER EMPLOYMENT
	
Please give details of any other employment you would continue with if you were to be successful in obtaining this position.  IF NONE, PLEASE WRITE NONE.


	

	Please note, if you are successful in obtaining this position and you take up any other employment during the time you are employed by The Contemplation Group, you are obliged to inform us as this may contribute to a breach of Working Time Regulations.

I confirm I will advise The Contemplation Group if I take up any other employment whilst I am still working for them.


	Signed:
	Date:



REFERENCES
	Please enter details from whom we may obtain (1) an employment reference and (2) a character reference.
Our lawful basis for obtaining references is to fulfil our legitimate business interests by being able to assess your suitability for this role and, as an employer in social care, to comply with a legal obligation.  
References will be kept securely in your personal file and accessed only by those employees whose duty it is to do so.

	· Please note, if you currently work for an agency, we will need to contact your most recent employer for whom you have worked directly.
· If you have worked for your most recent or current employer for less than three months, we will also contact your employer before that.
· We will make all reasonable efforts to contact all of your previous employers in the social care industry for testament as to your skills, abilities, and performance as well as good character.

	[bookmark: _Hlk150247822](1)  Current or most recent employer

	Name: 
(This should be your manager or the person you reported to directly)
	

	Employer’s job title:
	

	Company Name:
	

	Address:
(This should be a business address)


	

	Postcode:
	

	Email:
	

	Telephone:
	



	(2)  2nd Employer Reference from work in Care Services – please complete if you have had more than 1 job in care

	Name: 
(This should be the manager or the person you reported to directly at the time of employment)
	

	Employer’s job title:
	

	Company Name:
	

	Address:
(This should be a business address)


	

	Postcode:
	

	Email:
	

	Telephone:
	



	(3)  Character Referee

	Name: 
	

	Address: 




	


	Postcode:
	

	Email:
	

	Telephone:
	

	How long have they known you for?
	

	In what capacity do they know you?
	

	
CONSENT TO APPLY FOR REFERENCES
I consent to The Contemplation Group approaching any previous employers (as detailed in this application form) for a reference as to my skills and abilities to undertake the role I have applied for with this company.
I consent to The Contemplation Group approaching the named individual for a reference as to my character and suitability for the role I have applied for with this company.

	  Signature:
	Date: 



CRIMINAL RECORD
	Please note under the Rehabilitation of Offenders Act 1974, we have the right to ask you to disclose spent and unspent convictions.  Any and all convictions, cautions, reprimands, and warnings must be disclosed regardless of how long ago they were issued.  Failure to respond to this question honestly may result in any job offer being withdrawn or your employment being terminated should it come to light following commencement of your employment.
The amendments to the Exceptions Order 1975 (2013) provide that certain spent convictions and cautions are ‘protected’ and are not subject to disclosure to employers and cannot be taken into account.  Guidance and criteria on the filtering of these cautions and convictions can be found at the Disclosure and Barring website.

	‘Do you have any convictions, cautions, reprimands or final warnings, which would not be filtered in line with current guidance?’   

	                 Yes
	              No

	If yes, please give brief details which will be discussed further if you are invited for interview. If you are unsure whether your conviction, caution, reprimand or warning would be filtered, answer ‘Yes’ and discuss further at interview.






	Signed:
	Date:

	The Contemplation Group undertake to consider all applications on their merit and a criminal record does not necessarily mean a position will not be offered to an individual if his/her skills and competencies match those for which we are looking.  A copy of an extract from our company statement regarding Disclosure & Barring Service (DBS) & DBS Referral regarding recruitment of ex-offenders is attached to this application form.  If your application is successful, you will be required to apply for a DBS Enhanced Check for Regulated Activity before your employment can commence. Should you declare a criminal conviction, caution, reprimand or warning at commencement of your employment you will be required to register with the Update Service and agree to The Contemplation Group making regular checks on their record and you will be responsible for paying the annual fee. 




	If you have been introduced to our Company by an existing member of staff please give their name and where they work below:

	Name:

	Home:

	Contemplation Group Statement - Disclosure & Barring Service (DBS) & DBS Referral - Recruitment of Ex-Offenders 

1. As an organisation using the Disclosure and Barring Service (DBS) to assess applicants’ suitability for positions of trust, The Contemplation Group complies fully with the DBS Code of Practice and undertakes to treat all applicants for positions fairly.  It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of conviction or other information revealed.
2. The Contemplation Group is committed to the fair treatment of its staff, potential staff or users of its services, regardless of age, disability, gender reassignment, race, religion or belief, sex, sexual orientation, marriage and civil partnership and pregnancy and maternity, physical/mental disability or offending background.
3. The full policy on the recruitment of ex-offenders is available to all disclosure applicants at the outset of the recruitment process.
4. 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.
5. A Disclosure is only requested after a thorough 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 brief will contain a statement that a Disclosure will be requested in the event of the individual being offered the position.
6. 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 and we guarantee that any information supplied by the applicant in this respect is only seen by those who need to see it as part of the recruitment process.
7. Due to the nature of the Social Healthcare industry, The Contemplation Group is entitled to ask questions about a person’s entire criminal record, including spent and unspent convictions, cautions, reprimands and warnings as defined in the Rehabilitation of Offenders Act 1974. However, the amendments to the Exceptions Order 1975 (2013) provide that certain spent convictions and cautions are ‘protected’ and are not subject to disclosure to employers and cannot be taken into account. Therefore when asking an applicant about their criminal record we ask only for convictions, cautions, reprimands or final warnings, which would not be filtered in line with current guidance’
8. We ensure that all those in The Contemplation Group 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 employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974.
9. At interview, or in a separate discussion, we ensure that an open and measured discussion takes place on the subject of any offences or other matter that might be relevant to the position sought.  This could lead to the Company not making an offer of employment or withdrawing of an offer of employment if one has already been made.  All successful applicants who have declared a conviction, caution, reprimand or warning will be required to register with the DBS Update Service and agree to The Contemplation Group checking their record on a regular basis and should further information be added, the employee will be required to apply for a new DBS Disclosure at their own expense.  This does not exempt the employee from informing the Company themselves of any changes to their record.
10. We make every subject of a DBS Disclosure aware of the existence of the DBS Code of Practice and make a copy available.
11. We undertake to discuss any matter revealed in a Disclosure with the person seeking the position before withdrawing a conditional offer of employment.
12. Details of relevant information, convictions, cautions, reprimands and/or warnings either given by the subject at interview, and/or detailed in the Disclosure, will be retained at our Head Office in a password-protected electronic file only accessible by those entitled to do so as part of their duties. We ensure retention of sensitive data is always In line with our obligations with GDPR and the UK Data Protection Act 1998 and other relevant legislation pertaining to the safe handling, use, storage, retention and disposal of Disclosure information.








GENERAL COMMENTS / FURTHER INFORMATION / PERSONAL STATEMENT
	Please detail here your specific reasons for this application, your main achievements to date and the strengths you would bring to this post together with any other information in support of your application. 

	














LEISURE INTERESTS, HOBBIES, OUT OF WORK ACTIVITIES
	




DECLARATION (Please read this carefully before signing)
	
1. I confirm that the information contained in this application is complete and correct and that any untrue or misleading information will give the Company the right to terminate any employment contract offered.

2. I agree that should I be successful in this application I will complete, to the best of my knowledge, a confidential health questionnaire which will be screened by a Company health professional.  The Company reserves the right to request permission for a medical report should the health questionnaire indicate possible health issues which may affect my ability to perform my job role.  Should the health questionnaire and subsequent enquiries by the Company indicate that this is the case, any job offer may be withdrawn.  This does not apply to disabilities.  I agree that this information will be retained in my personnel file during employment and for up to six years thereafter. These records are likely to contain information about me which is classed as ‘special categories of data’ (i.e. information about my health) and data protection laws will apply. I understand this data is processed in line with the Company’s data protection policy regarding lawful processing and that I can read the Company privacy notice for more information on how and why you use my data and the lawful basis for doing so.

3. I agree that should I be successful in this application, I will, with the assistance of the Company, apply to the Disclosure and Barring Service for a DBS Enhanced Check for Regulated Activity.  I understand that should the disclosure not be to the satisfaction of the Company any offer of employment may be withdrawn or my employment terminated.

4. I agree that if I have declared a criminal record and am successful in this application, I will register with the DBS Update Service and agree to the Company checking periodically to see if any new information has been added to my record.  Should this be the case, I agree that I will apply for a new DBS Disclosure at my own expense and provide it to the Company for consideration.

5. I agree that any offer of employment is conditional and subject to the receipt of at least two references and that should one or both of the references not be acceptable to the Company, any offer of employment may be withdrawn, or my employment terminated.


	Print name:                                      
	

	Signed
	

	Date
	



EMPLOYMENT HISTORY – Continuation Sheets     
	[bookmark: _Hlk144975911][bookmark: _Hlk144975935]A full work history is required with no gaps.  Dates should all line up. Please go back to when you left full-time education.
All previous jobs within the care industry must be documented with a detailed reason for leaving – where practical, this will be verified – vague reasons will be explored at interview. Please note, if you have ever worked with any vulnerable group, we will seek written confirmation from this employer as to your reason for leaving.
Explain all gaps in your employment. If unemployed for any period, put the dates and state “unemployed”, the dates and the reason why you were not working. 
Please include contact name and tel. no./e-mail address for all previous employers within the care industry. 



	Your Job Title
	

	[bookmark: _Hlk155083064]Dates
	From:
	To:

	Name of previous Employer
	

	Address of previous Employer
	

	Telephone number
	

	Email address
	

	Main Duties
	

	[bookmark: _Hlk155082437]Reason for leaving / not working
	



	[bookmark: _Hlk150765912]Your Job Title
	

	Dates 
	From:
	To:

	Name of previous Employer
	

	Address of previous Employer
	

	Telephone number
	

	Email address
	

	Main duties
	

	Reason for leaving / not working
	



	Your Job Title
	

	Dates 
	From:
	To:

	Name of previous Employer
	

	Address of previous Employer
	

	Telephone number
	

	Email address
	

	Main Duties
	

	Reason for leaving / not working
	



	Your Job Title
	

	Dates 
	From:
	To:

	Name of previous Employer
	

	Address of previous Employer
	

	Telephone number
	

	Email address
	

	Main duties
	

	Reason for leaving
	



	Your Job Title
	

	Dates 
	From:
	To:

	Name of previous Employer
	

	Address of previous Employer
	

	Telephone number
	

	Email address
	

	Main Duties
	

	Reason for leaving / not working
	



	Your Job Title
	

	Dates 
	From:
	To:

	Name of previous Employer
	

	Address of previous Employer
	

	Telephone number
	

	Email address
	

	Main duties
	

	Reason for leaving / not working
	



	Your Job Title
	

	Dates 
	From:
	To:

	Name of previous Employer
	

	Address of previous Employer
	

	Telephone number
	

	Email address
	

	Main Duties
	

	Reason for leaving
	



	Your Job Title
	

	Dates 
	From:
	To:

	Name of previous Employer
	

	Address of previous Employer
	

	Telephone number
	

	Email address
	

	Main duties
	

	Reason for leaving / not working
	



	Your Job Title
	

	Dates 
	From:
	To:

	Name of previous Employer
	

	Address of previous Employer
	

	Telephone number
	

	Email address
	

	Main Duties
	

	Reason for leaving / not working
	



	Your Job Title
	

	Dates 
	From:
	To:

	Name of previous Employer
	

	Address of previous Employer
	

	Telephone number
	

	Email address
	

	Main duties
	

	Reason for leaving / not working
	




	[bookmark: _Hlk150767124]Do you have any other jobs you need to declare? If so please give details below.

	


[bookmark: _Hlk143511923]
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