[image: image1.jpg]Y NUESING, |
" & NoT A Jor
‘N ApvenTURE! g






Application for Employment
[image: image5.jpg]Primelife




[image: image2.jpg]TheROYAL MARSDEN
The Royal Marsden Manual of
Clinical Nursing

Procedures s

Edited by Lisa Dougherty and Sara Lister

)




[image: image3.jpg]RCNi




Please return completed form to:

Prime Life Ltd Registered Office

121, Knighton Church Road

Leicester

Leicestershire

LE2 3JN

Telephone: 0116 270 5678 (Option 1)

Recruitment@prime-life.co.uk

To complete this form please use a BLACK PEN and write in BLOCK CAPITALS or return via email
	PERSONAL DETAILS : 


	SALUTATION (MR, MRS ETC) :  
	

	FIRST NAME :


	MIDDLE NAME:
	SURNAME:


	 CURRENT ADDRESS: 
	

	EMAIL ADDRESS
	

	TELEPHONE NUMBER 
	

	NATIONAL INSURANCE NUMBER
	

	DATE OF BIRTH 
	

	NATIONALITY
	

	DO YOU HAVE YOUR OWN TRANSPORT
	


	POSITION APPLIED FOR: 


	POSITION APPLIED FOR
	

	NAME OF CARE CENTRE / LOCATION 
	

	SHIFTS REQUIRED (Days / Nights) 
	

	HOURS REQUIRED 
	

	PERM / TEMP / BANK EMPLOYMENT 
	

	ARE YOU AVAILABLE TO WORK ALTERNATIVE WEEKENDS 
	


	NMC INFORMATION:


	WHAT DATE WERE YOUR REGISTERED 
	

	NMC PIN NO 
	

	EXPIRY DATE 
	

	HAVE YOU EVER BEEN REFERRED TO THE NMC? If so, please give details of the status of the referral, content, timeframe and detail any sanctions that have been placed upon you.
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	HAVE YOU EVER BEEN SUBJECT TO A SAFEGUARDING OR EMPLOYER INVESTIGATION? If so, please give details of the status of the investigation, content, timeframe and detail any sanctions that have been placed upon you.
	


	EMPLOYING QUALITY STAFF: 


· Prime Life are dedicated to improving quality and only employing staff who are totally dedicated to providing a quality service to our clients.   Please therefore take this opportunity of describing your skills and experience and why you would be beneficial to our team. 

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

	CARE QUALIFICATIONS :  


· Please provide details of any relevant care qualifications that you have obtained from previous employment.   Please use a continuation sheet if required.  

· Copies of certificates will be required at interview stage  
	DATES TRAINING COMPLETED 
	DETAILS OF RELEVENT TRAINING COURSES COMPLETED 

	
	

	
	

	
	

	
	


	EMPLOYMENT HISTORY: 


· You are required to provide all periods of previous employment for the last 3 years, 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 

· Please provide information for any gaps in employment over the 3-year time period.
	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
	

	REFERENCES:


· 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 5 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. 

	CHARACTER REFERENCE 
	CHARACTER REFERENCE

	Name:


	Name: 

	Address:


	Address:

	Post Code: 
	Post Code: 

	Contact Number:
	Contact Number:  

	Email Address:
	Email Address:

	Relationship to you 
	Relationship to you


	EMPLOYMENT REFERENCE
	EMPLOYMENT REFERENCE

	Name:


	Name: 

	Address:


	Address:

	Post Code: 
	Post Code: 

	Contact Number:
	Contact Number:

	Email Address:
	Email Address:

	Dates employed:
	Dates employed:



	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 ………………………………………………



	ENTITLEMENT TO WORK IN THE UK: 


	ARE YOU A UK CITIZEN 
	

	DO YOU REQUIRE A WORK PERMIT 
	

	DO YOU HAVE A STUDENT VISA 
	

	ARE YOU ENTITLED TO WORK IN THE UK 
	


	DISCLOSURE & BARRING SERVICE CHECK – (DBS) 


· The Disclosure and Barring Service (DBS) helps employers make safer recruitment decisions on more than four million people every year.
· The Disclosure and Barring Service (DBS) was established in 2012 and carries out the functions previously undertaken by the Criminal Records Bureau (CRB) and the Independent Safeguarding Authority (ISA).
· Under the provision of Rehabilitation of Offenders Act, offenders are required to disclose information on any criminal convictions, spent or unspent – these include any verbal warnings or formal convictions including cautions, reprimands and warnings. 
· Prior to commencing employment all new staff are required to complete a full Enhanced DBS with Prime Life or provide evidence of a current DBS certificate obtained through the portable system. 
Prime Life will pay for the cost of you DBS 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. 

	HAVE YOU EVER BEEN CONVICTED OF A CRIMINAL OFFENCE, RECEIVED A WARNING OR ARE SUBJECT TO A CURRENT INVESTIGATION? 


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


If you have answered YES to the question above, you MUST complete a CRIMINAL RECORDS QUESTIONNAIRE. This can be completed prior to your interview, please request 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.
	MEDICAL QUESTIONNAIRE: 


	Have you ever had an operation 
	Yes / No 
	Details: 

	Have you ever been seriously ill 
	Yes / No
	

	Have you received hospital treatment
	Yes / No
	

	Have you ever been refused employment on medical grounds 
	Yes / No
	

	Have you ever left employment due to medical reasons 
	Yes / No
	

	Are you registered disabled 
	Yes / No
	

	Have you ever been made ill through work 
	Yes / No 
	

	Have you ever had an infectious disease 
	Yes / No
	


Do you suffer from any of the following, please highlight as required: 

	DIABETES 
	HIGH BLOOD PRESSURE 
	BACK TROUBLE 

	ASTHMA 
	RHAUMATIC FEVER 
	EAR PROBLEMS

	EPILEPSY 
	SHORTNESS OF BREATH 
	EYE PROBLEMS 

	EXCZEMA 
	FREQUENT HEADACHES 
	CHEST PROBLEMS 

	ANAEMIA 
	FAINTING / DIZZINESS 
	HEART PROBLEMS 

	ARTHIRITIS 
	PROSTATE PROBLEMS 
	MEMORY PROBLEMS 


Please supply details below together with details of any medication you take on a regular basis: 

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
	DECLARATION:


I declare that all the statement I have made in this application are true to the best of my knowledge.  I understand that:

· Any false information provided or failure to disclose information may result in my employment being terminated without notice

· Criminal convictions checks will be made against my details

· Any offer of employment will be subject to receiving suitable references from past employers

· That information I have provided will be held on company computer systems 

	SIGNED BY APPLICANT:
	DATE:



	CHECKLIST: 


Before sending your application, please ensure that all details are completed as failure to provide accurate information will result in your application being rejected.  


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?

There are six different stands of diversity:

1. Gender


2. Sexual orientation






1. Ethnic background          

2. Disability

3. Faith/religion

4. Age

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 that I am gay, 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 information is covered by the Data Protection Act.

Who do I speak to if I have any further concerns?

If you have any concerns at all, please contact the HR Dept 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:


GENDER 


:
MALE  or FEMALE 

MARITAL STATUS 

: 
SINGLE or MARRIED  or COHABITING  or  WIDOWED  or DIVORCED

DATE OF BIRTH 

:


WHAT IS YOUR ETHNIC GROUP?   Please tick 

	WHITE 
	
	Includes, British, Irish and any other white background 

	BLACK or BLACK BRITISH 
	
	Includes, Caribbean, African and any other black background 

	CHINESE 
	
	

	MIXED 
	
	White and Black Caribbean/ African/ Asian and mixed background 

	ASIAN OR BRITISH 
	
	Indian, Pakistani, Bangladeshi or Asian background 

	NOT STATED 
	
	


SEXUAL ORIENTATION: 

	BISEXUAL 
	

	GAY / LESBIAN 
	

	HETEROSEXUAL 
	

	TRANSSEXUAL 
	

	PREFER NOT TO SAY 
	


RELIGIOUS BELIEF / FAITH: 

	AGNOSTIC
	

	ATHIEST 
	

	BAPTIST 
	

	BUDDHIST 
	

	CHRISTIAN 
	

	CHURCH OF ENGLAND 
	

	CHURCH OF IRELAND 
	

	CHURCH OF SCOTLAND
	

	HINDU 
	

	JEHOVAHS WITNESS 
	

	JUDAISM 
	

	METHODIST 
	

	MUSLIM 
	

	PAGAN 
	

	ROMAN CATHOLIC 
	

	SIKH 
	

	OTHER 
	

	PREFER NOT TO SAY 
	


DO YOU CONSIDER YOURSELF TO HAVE A DISABILITY 


YES   /   NO 

	If you have stated Yes, please give details: 




HOW DID YOU FIND OUT ABOUT THIS VACANCY? 

	PUBLICATION 
	

	JOB CENTRE 
	

	WEBSITE 
	

	WORD OF MOUTH 
	

	RECOMMENDED BY A STAFF MEMBER

Name of Employee:

Home:

Relationship to you:


	

	OTHER 
	


�





�





SAFEGUARDING & OTHER INVESTIGATIONS





Reference Authorisation 








