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Application for Employment
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Please return completed form to:

Registered Office 

Primelife Limited, Caenarvon House 
121 Knighton Church Road, 
Leicester, 
LE2 3JN
Telephone: 0116 270 5678 (Option 1)
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TIME
FOR A
NEW JOB?




 To complete this form please use a BLACK PEN and write in BLOCK CAPITALS
	TITLE (MR, MRS ETC) :  


	

	FIRST NAME :


	MIDDLE NAME:
	SURNAME:


	 CURRENT ADDRESS including post code: 
	

	EMAIL ADDRESS:
	

	TELEPHONE NUMBER:
	

	NATIONAL INSURANCE NUMBER:
	

	DATE OF BIRTH: 
	

	NATIONALITY:
	

	CAN YOU PROVE THAT YOU ARE LEGALLY ENTITLED TO WORK IN THE UK:

(Please detail what documents you will provide to prove this?)
	

	DO YOU REQUIRE A WORK PERMIT: 
	

	DO YOU HAVE A STUDENT VISA:
	

	DO YOU HAVE YOUR OWN TRANSPORT:
	


	POSITION APPLIED FOR: 


	POSITION APPLIED FOR:
	

	NAME OF PREFERED CARE HOME / LOCATION: 
	

	SHIFTS REQUIRED (Days / Nights): 
	

	HOURS REQUIRED: 

(Full Time/ Part Time please specify desired hours) 
	

	PERM / TEMP / BANK EMPLOYMENT: 
	

	ARE YOU AVAILABLE TO WORK ALTERNATIVE WEEKENDS: 
	

	
	

	HOW DID YOU HEAR ABOUT THIS JOB?   

(Google, Leaflet, Referred by a friend etc.?)  
	

	IF YOU WERE TOLD ABOUT THIS JOB BY SOMEONE THAT WORKS FOR US, PLEASE TELL US THEIR NAME:  
	


	DO ANY OF YOUR OTHER CLOSE FRIENDS OR RELATIVES ALREADY WORK FOR US?  

(please tell us their names)
	

	IF YOU WERE TOLD ABOUT THIS JOB BY SOMEONE THAT WORKS FOR US, PLEASE TELL US THEIR NAME:  
	


	WHY DO WE WANT YOU: 


· Please take this opportunity to describe your skills and experience and why you would be beneficial to our team. 

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
	HAVE YOU HELD A CARE ASSISTANT/ SUPPORT WORKER POSITION BEFORE?
	



	WHAT IS THE EARLIEST DATE YOU COULD START WITH US?
	

	DO YOU HAVE ANY HOLIDAYS? 

(Already Booked)
	


	PLEASE TICK BELOW TO INDICATE WHEN YOU WOULD USUALLY BE AVAILABLE FOR WORK

	Week 1

	 
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	8am – 8pm
	 
	 
	Rest Day
	Rest Day
	Rest Day
	 
	 

	8am – 2pm
	 
	 
	Rest Day
	Rest Day
	Rest Day
	 
	 

	2pm – 8pm
	 
	 
	Rest Day
	Rest Day
	Rest Day
	 
	 

	8pm – 8am (Night Shift)
	
	
	Rest Day
	Rest Day
	Rest Day
	
	

	 Week 2

	 
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	8am – 8pm
	Rest Day
	Rest Day
	 
	 
	 
	Rest Day
	Rest Day

	8am – 2pm
	Rest Day
	Rest Day
	 
	 
	 
	Rest Day
	Rest Day

	2pm – 8pm
	Rest Day
	Rest Day
	 
	 
	 
	Rest Day
	Rest Day

	8pm – 8am (Night Shift)
	Rest Day
	Rest Day
	
	
	
	Rest Day
	Rest Day

	
	
	
	
	
	
	
	


	IS THERE ANYTHING ELSE WE NEED TO KNOW ABOUT YOUR AVAILABILITY?
	



· Copies of certificates will be required at interview stage  

	DO YOU HAVE AN NVQ/ QCF LEVEL 2 IN HEALTH AND SOCIAL CARE?
	

	HAVE YOU COMPLETED THE CARE CERTIFICATE?

(England only)
	


	DO YOU HAVE ANY OTHER QUALIFICATIONS RELEVANT TO THE ROLE YOU ARE APPLYING FOR?

(please detail them here)

	



	DISCLOSURE AND BARRING SERVICE CHECK – DBS and ISA 


· Care workers work with vulnerable people and we take our responsibility to protect them very seriously. Your appointment will depend on the satisfactory completion of a criminal records disclosure but at this stage, we need you to answer the following questions truthfully and honestly:

· Under the provision of Rehabilitation of Offenders Act, offenders are required to disclose information on any criminal convictions, spent or unspent 
· Prior to commencing employment all new staff are entitled for complete a full Enhanced DBS 
· The Criminal Records Bureau will process your data against the national police register 
Prime Life will pay for the cost of you CRB check, however you will be asked to pay this amount back to the company if you do not start employment, or you leave within the first 12 months. 

TO YOUR KNOWLEDGE, ARE YOU CURRENTLY THE SUBJECT OF ANY CRIMINAL PROCEEDINGS (FOR EXAMPLE, CHARGED OR SUMMONED BUT NOT YET DEALT WITH) OR ANY POLICE INVESTIGATION? 

YES  /  NO
DO YOU HAVE ANY CONVICTIONS, CAUTIONS, REPRIMANDS OR FINAL WARNINGS WHICH WOULD NOT BE FILTERED IN LINE WITH CURRENT GUIDANCE? 



YES  /  NO 
Details: 

	Date of Conviction 
	Level of Warning 
	Details 
	Spent / Unspent

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


DO YOU HAVE A COPY OF A PREVIOUS DBS                                                   



 YES  /  NO 

If YES, please take a copy to your interview

Do you consent to our applying for an enhanced criminal records disclosure on you and to our retaining a copy of your disclosure certificate during the period of your employment or until a new disclosure is completed (whichever occurs first)?
YES  /  NO 


· You are required to provide all periods of previous employment, please use a continuation sheet if required. 

· Please put you current / last employer first

· Please note that the past 3 years employment will be reference checked 

	NAME OF COMPANY 


	

	ADDRESS OF COMPANY 


	

	POSITION HELD 
	

	DATE COMMENCED 
	

	DATE LEFT 
	

	REASON FOR LEAVING 
	

	TELEPHONE NUMBER 
	

	NAME OF MANAGER 
	

	EMAIL ADDRESS
	


	NAME OF COMPANY 


	

	ADDRESS OF COMPANY 


	

	POSITION HELD 
	

	DATE COMMENCED 
	

	DATE LEFT 
	

	REASON FOR LEAVING 
	

	TELEPHONE NUMBER 
	

	NAME OF MANAGER 
	

	EMAIL ADDRESS 
	


	NAME OF COMPANY 


	

	ADDRESS OF COMPANY 


	

	POSITION HELD 
	

	DATE COMMENCED 
	

	DATE LEFT 
	

	REASON FOR LEAVING 
	

	TELEPHONE NUMBER 
	

	NAME OF MANAGER 
	

	EMAIL ADDRESS 
	


	NAME OF COMPANY 


	

	ADDRESS OF COMPANY 


	

	POSITION HELD 
	

	DATE COMMENCED 
	

	DATE LEFT 
	

	REASON FOR LEAVING 
	

	TELEPHONE NUMBER
	

	NAME OF MANAGER 
	

	EMAIL ADDRESS 
	


	EDUCATION DETAILS: 


· Please note that you will be asked to provide evidence of any qualifications gained whilst at school or college.   Please use a continuation sheet if required.
	NAME OF SCHOOL/ COLLEGE/ UNIVERSITY

	

	ADDRESS

 
	

	TEL NO 
	

	DATES ATTENDED 
	

	SUBJECTS TAKEN AND GRADES OBTAINED


	

	NAME OF TUTOR
	


	NAME OF SCHOOL/ COLLEGE/ UNIVERSITY

	

	ADDRESS

 
	

	TEL NO 
	

	DATES ATTENDED 
	

	SUBJECTS TAKEN AND GRADES OBTAINED


	

	NAME OF TUTOR
	


	NAME OF SCHOOL/ COLLEGE/ UNIVERSITY


	

	ADDRESS

 
	

	TEL NO 
	

	DATES ATTENDED 
	

	SUBJECTS TAKEN AND GRADES OBTAINED


	

	NAME OF TUTOR
	



	 REFERENCE:


· As well as checking your previous 3 years employment for references we ask that you provide 2 character references to support your application.  These should be people, (not employers or family members) that have known you for more than 3 years who are willing to provide character information. 

· Character references and employment references must differ, and cannot be the same people

· Offers of employment are subject to satisfactory reference. 

	EMPLOYMENT REFERENCE 
	EMPLOYMENT REFERENCE

	Company Name:
	Company  Name: 


	Address:

	Address:

	Post Code: 
	Post Code: 

	Contact Number:
	Contact Number:  

	Email Address:
	Email Address:

	Relationship To You: 
	Relationship To You:

	Dates Employed:
	Dates Employed:

	Can we contact this reference before a formal offer is made:
	Can we contact this reference before a formal offer is made:


	CHARACTER/ EDUCATION REFERENCE
	CHARACTER/ EDUCATION REFERENCE

	Name:

	Name: 

	Address:

	Address:

	Post Code: 
	Post Code: 

	Contact Number:
	Contact  Number:

	Email Address:
	Email Address:

	Relationship To You:
	Relationship To You:



	I ……………………………………………….. give authorisation for Prime Ltd to obtain references on my behalf.

I would be grateful if this could be filled it at your earliest convenience to avoid any delays with my start date.

Signed By Applicant ………………………………………………



	1. Do you need any special aids/adaptations to assist you at work whether or not you have a disability? The Disability Discrimination Act defines a person as disabled if ''they have a physical or mental impairment, which has a substantial and long term (has lasted, or is expected to last, for at least 12 months) adverse effect on their ability to carry out normal day to day activities''. 

Taking this into account, do you consider yourself to be a disabled person?
                             Yes/No
If yes please give details: 


	2. Do you have any back problems or other musculo-skeletal problems which will cause difficulty with bending, lifting or standing for long periods?                                                                                               Yes/No
Please give details, including any periods of absence:


	3. Do you have a history of anxiety, depression, psychiatric disorder, stress related problems, eating disorders, drug/alcohol misuse, self harm or overdose?
                                                                    Yes/No
Please give details below, including dates, any periods of absence & treatment:


	4. Do you take any regular prescribed medication?                                                                                    Yes/No
If yes, please list medication & reason:



	5. Do you have any skin conditions, allergies to skin cleansing products, latex or other glove problems?







                                                                                  Yes/No
Please give details: 



	6. Have you, at any time, experienced fits, faints or blackouts?                                                               Yes/No
Please give details including dates & treatment:


	7. Have you ever had a positive test for any blood borne virus that could be transmitted by a contamination incident, e.g. HIV, Hepatitis B,   Hepatitis C?
                                                                     Yes/No
Please give details:

	8. Do you have any other health issues which may affect your work in any way?

                Yes/No
Please give details :


	11. Have you recently coughed up blood, had profuse night sweats, been diagnosed with TB or had unexplained weight loss?                                                                                                                                  Yes/No
Please give details :

	12.  Have you ever had chicken pox or shingles?                                                                                        Yes/No





Please read the following statements carefully. If there is anything you do not understand, please ask before you sign at the bottom of the page. 
I, the job applicant named on the front of this form, confirm that the information I have given in this application is accurate and true to the best of my knowledge. I also understand and agree that: 
· The company may make checks to verify the information I have provided; 
· Providing misleading or false information in this form or at any other time during the application process may disqualify me from appointment or, if I have already been appointed, may result in my dismissal; 
· The personal information I have provided in this form (and any other personal information that I or my referees may provide) is confidential and will be handled in line with the Data Protection Act 2018 and the General Data Protection Regulations (GDPR) which came into effect on 25th May 2018. 
· The company will use the personal information I have provided to decide if I am suitable for the job I have applied for; 
· Until I am employed, the company will not use my personal information for any purpose other than monitoring its own recruitment processes and that if the company does use my personal information for statistical analysis, it will be anonymised; 
· If my application is successful, my personal information will be used for legitimate purposes in relation to my work (my contract of employment, which I will sign before I start work, will include further detail on how my information may be used); 
· The company may process my personal information for the purposes described above or as otherwise permitted or required by law in line with its registration with the Information Commissioner; 
· Any offer of employment will depend on the receipt of satisfactory employment references and the satisfactory completion of a criminal records disclosure (see part four and five above); 
	SIGNED BY APPLICANT:
	DATE:



What happens now? 
· If you received this form by post, return to us along with your completed Equalities Monitoring Form. We will be in touch with you to tell you whether you will be invited to an interview. 

· If you completed the form at one of our offices, hand it to the person that gave it to you, along with your completed Equalities Monitoring Form. It will be explained to you what will happen next.
· If you completed the form online, or this was sent to you via email, return this back to the Recruitment@Prime-Life.co.uk email address, along with your completed Equalities Monitoring Form. It will be explained to you what will happen next.

Equal Opportunities Policy Statement
Introduction

Prime Life Limited is an Equal Opportunities employer, which means that we seek to provide opportunities for employment, training and promotion that are accessible to all who meet the relevant criteria. However, to ensure we are doing this, we need to know the makeup of our workforce and applicants.

We do this by monitoring. We gather data about all our employees and applications which we use to assess how successful our procedures are in terms of recruitment and selection.  Our aim is to have an organisation where the quality and diversity of our employees reflects the client groups that we serve.

All employees are required to comply with the Equal Opportunities Policy. Positive training and encouragement will be given to employees to develop equal opportunity attitudes and practices in order that we may sustain and enhance our quality of service and standards of professionalism

What is being monitored?

We monitor your ‘diversity profile’ and where you are in the organisation according to the different diversity strands indentified by law and the Home Office. We are not monitoring your possible actions or behaviour.

What are the different stands of diversity?

Under the Equality Act 2010, people are legally protected from discrimination in society, which includes protection for employees in the workplace.
For a business, this means that everyone should have an equal chance to apply and be selected for posts, to be trained, to be promoted, and to have their employment ended fairly. In particular, from the point of view of discrimination law, employers must not discriminate based on the following ‘protected characteristics’:
· age

· disability

· gender reassignment

· marriage or civil partnership (in employment only)

· pregnancy and maternity

· race

· religion or belief

· sex

· sexual orientation

Why do we monitor?

We need to know whether we are representing our community in such a way, we need to monitor who applies for our jobs and who are the successful applicants. Once we know who is applying/being successful for jobs, we can genuinely assess our progress in attracting/selecting applicants from a variety of backgrounds and therefore analyse whether we truly provide equality of opportunities for all.

Do I have to tell you my sexual orientation, for example?

No you don’t. You have every right to refuse to answer on the monitoring form if you so wish. However, we would like to accurately understand our organisation and the variety of people who are applying for jobs with us. Inaccurate or incomplete information obviously will not help this process but it is your choice.

Who sees the information I give?

Only those people who have an absolute need as part of their job. All our staff are exemplary in keeping information confidential.  In any case be assured that your personal information provided in this form (and any other personal information that you or your referees may provide) is confidential and will be handled in line with the Data Protection Act 2018 and the General Data Protection Regulations (GDPR) which came into effect on 25th May 2018.
Who do I speak to if I have any further concerns?

If you have any concerns at all, please contact the HR Department at Leicester head office.

Equal Opportunities Monitoring Form

Prime Life Limited is committed to being an equal opportunities employer, it is therefore necessary that you complete this form which will enable us to monitor our Equal Opportunities Policy. The details you supply will be kept in strictest confidence and analysis of this information will not be in any format that identifies you as the applicant, nor will it be used for selection purposes of the vacancy.

	Post applied for:



	Location:




	Salutation (Mr, Mrs Etc) :  
	

	First Name :


	Surname:


MARITAL STATUS 

: 


DATE OF BIRTH 

:


WHAT IS YOUR ETHNIC GROUP?   Please tick 
	Asian or British Asian
	Black or Black British

	Bangladeshi
	
	Black African
	

	Indian
	
	Black Caribbean
	

	Pakistani
	
	Black Other*
	

	Asian Other *
	
	
	

	Mixed
	White

	White and Asian
	
	British
	

	White and Black African
	
	Irish
	

	White and Black Caribbean
	
	Irish Traveller
	

	Mixed Other*
	
	White Other*
	

	Chinese
	Other Ethnic Group

	Chinese
	
	Gypsy
	

	
	
	Other Ethnic Group*
	

	*Any Other: Please Specify below
	Do not wish to disclose
	

	


SEXUAL ORIENTATION: 

	Bisexual
	
	Homosexual
	

	Heterosexual
	
	Transsexual
	

	Pansexual
	
	Transgender
	

	Gender Neutral
	
	Asexual
	

	Do not wish to disclose
	
	


RELIGION AND BELIEF:

	Buddhist
	
	Sikh
	

	Christian (all denominations)
	
	Hindu
	

	Jewish
	
	Other:*
	

	Muslim
	
	No Religion:
	

	*Any other, please specify below
	Do not wish to disclose
	

	


Thank you for completing this form. The information it contains will be treated in the strictest confidence.   




PART ONE – ITS ALL ABOUT YOU








PART TWO – YOUR AVAILABILITY








PART THREE – YOUR SKILLS AND QUALIFICATIONS








PART FOUR – YOUR DBS CHECK





If you have answered YES, you must complete a CRIMINAL RECORDS QUESTIONNAIRE this can be complete prior to your interview and you can obtain a form from the HR department, or you can ask for a form at your interview.   Failure to do this may result in your employment being terminated for non-disclosure.  Your application will not be taken any further unless this is provided.





Any information provided will be kept confidential and will only be shared with senior staff who are making decision regarding your suitability for employment
































PART FIVE – YOUR EMPLOYMENT & EDUCATION HISTORY





Note that if, once a criminal records disclosure has been completed, it is discovered that you have failed to accurately disclose the information requested above, the company reserves the right to terminate your employment without notice. Please be aware, however, that your having a criminal record will not necessarily mean we cannot employ you – if you would like to know more about our policy on the recruitment of ex-offenders, please ask

















PART SIX – YOUR REFERENCE INFORMATION





DON’T FORGET TO SIGN BELOW TO AUTHORISE YOUR REFERENCES 








PART SEVEN – YOUR HEALTH AND WELLBEING








PART EIGHT – YOUR DECLARATION








