APPLICATION FORM

Incatern Ltd, Barrington Farm, Walcott, Norfolk, NR12 0PF
Telephone: 01692 650707 / Fax: 01692 650330

e-mail  admin@janithhomes.org
www.barringtonfarm.com
If you need this form in large print, please contact the office. 

Please complete all fields in black or blue ink and using block capitals. If you need any help, please ask.
Position Applied for:

Full Time/Part Time:
Part One – Your personal details:

	Title:
	

	First name:

	

	Last name:


	

	Male or Female:

	

	Address:

	

	Home Tel:
	

	Mobile:
	

	National Insurance Number:
	


	How did you hear about this vacancy:




	Do you have a full driving licence?
	Yes
	No

	Do you have any current endorsements?
	Yes
	No

	Do you have use of a car for transport to work?
	Yes
	No

	Can you prove that you are legally entitled to work in the UK?
	Yes
	No

	If you answered ‘yes’, what document/s will you provide to prove this?




Part Two – Your Employment History:

Please give a full employment history and explanation for any gaps.
	Present Post:
	Job Title:

	Employer:
	Date Started:

	
	Salary:

	
	

	Major duties and responsibilities:

	

	

	What is the notice required in your present post?
	

	Is your present post your sole regular employment?
	

	

	Reason for leaving:

	

	Previous Posts (please start with the most recent

	Job title:
	Employer:
	Dates (from-to)
	Reason for leaving

	
	
	
	

	
	
	
	

	
	
	
	


Please continue on a separate sheet of paper if required.
Part Three – Your Training/Education:
	Professional qualifications/training
	Date achieved
	Expiry

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Please give details of any other work related skills:

	

	Are you undertaking any course of study at present? (if so, please give details)

	

	

	Secondary Education
	Dates attended
	Qualifications

	
	
	

	Further/higher education
	Dates Attended
	Qualifications

	
	
	

	Do you have any membership of any professional bodies? (If so please give details, including any offices held)



	You may be asked at a later stage in the recruitment process for proof of qualifications, certificates or your consent to checks being carried out.


	Hobbies/Interests: 




Part Four: References:
	Please give the details of two professional referees, stating how long you have known them.  (One should be your current or most recent employer.)  References for shortlisted candidates may be taken up before interview unless you request otherwise.

	Name:
	Name:

	Address:
	Address:

	
	

	
	

	
	

	
	

	Telephone No.
	Telephone No.

	
	

	Occupation:
	Occupation:

	
	

	Time known:
	Time known:

	May references be taken up before interview?

YES / NO
	May references be taken up before interview?

YES / NO


Part Five: Criminal Record

We take our responsibility to protect our clients very seriously. Your appointment will depend on the satisfactory completion of a criminal records disclosure (see policy statement below), but at this stage, we need you to answer the following questions truthfully and honestly:
	Have you received 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 210 1198)? 


	Yes
	No

	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

	If you answered ‘yes’ to either of the two previous questions, please provide details:


	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


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: Suitability for the job 
The position for which you are applying may require physical effort (including sitting, standing, carrying, walking, moving and handling people), mental effort (including dealing with emergencies and short-notice changes to work in a fast-paced environment) and possible emotional/psychological effort (including dealing with bereavement and challenging behaviour in a potentially stressful environment.
Please read the job description and answer the following questions. 
	Have you read and understood the job description?  


	Yes
	No

	Do you have any health conditions that would prevent you from meeting these intrinsic requirements for which the company might need to make reasonable adjustments? (If yes, please be aware that we may need to discuss these with you at your interview)
	Yes
	No

	If you answered ‘yes’, please provide brief details:




Part Seven: Declarations 
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 1998; 
· 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 unsuccessful, the company will keep only basic information about me and destroy the rest; 
· 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 six above); 
· I will be liable for the cost of my initial criminal records disclosure, however, this will be refunded following a trial period and confirmation of permanent employment.  

· The company will initially pay the costs incurred for my induction training and any further training given but I give consent and authority for the company to recover these costs by deduction from wages due in the event I leave the company within six months of commencement.

Applicant’s signature:

Date:
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