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Application Form
Hartford Care Group Ltd, 2nd Floor, Clifton House, Bunnian Place, Basingstoke, Hampshire, RG21 7JE

Please complete this form in black ink and use block capitals throughout, ensuring that you complete all sections, giving as many details as possible of your skills and experience relating to this application.

	Personal Details

	

	Title:
	Forename(s):
	Surname:

	
	
	



	Address:

	



	Postcode:



	Contact Details:

	Home Telephone Number:

	Mobile Telephone Number:

	E-mail:



	Do you currently have the right to work in the UK which you are able to evidence?
	Yes / No
	Do you require sponsorship to work in the UK?
	Yes / No

	



	Position Applied For



	Job Title:

	Home/Location:



	How did you hear of this vacancy?



	Have you worked for us previously?
	Yes / No
	If yes, please give details (when/where/position held):

	


	Do you have any relatives or people from the same household working with us?
	Yes / No
	If yes, please give details (name & location):

	




	When would you be available to start work?



	Please give details of any hours you would be unable to work:



	Why do you feel you would be suitable for this role?

	Employment history



Please state your full employment history from the date you left full time education until the present date. You must clearly explain any dates and reasons for gaps in employment, as well as reasons for leaving each role Please begin with your most recent employer and list in date order. Continue on a separate sheet if necessary.

	Current/Most Recent Employer:

	Company Name:
	Manager:
	

	Address:


	Email Address:
	Salary:

	Position Held:
	From:
	To:

	Reason for Leaving/Changing:

	Dates and Reasons for any Employment Gaps:




	Employer:

	Company Name:
	Manager:
	

	Address:


	Email Address:
	Salary:

	Position Held:
	From:
	To:

	Reason for Leaving/Changing:

	Dates and Reasons for any Employment Gaps:



	Employer:

	Company Name:
	Manager:
	

	Address:
                                                                                

	Email Address:
	Salary:

	Position Held:
	From:
	To:

	Reason for Leaving/Changing:

	Dates and Reasons for any Employment Gaps:




	Employer:

	Company Name:
	Manager:
	

	Address:
                                                                               

	Email Address:
	Salary:

	Position Held:
	From:
	To:

	Reason for Leaving/Changing:

	Dates and Reasons for any Employment Gaps:



	Employer:

	Company Name:
	Manager:
	

	Address:


	Email Address:
	Salary:

	Position Held:
	From:
	To:

	Reason for Leaving/Changing:

	Dates and Reasons for any Employment Gaps:



	Employer:

	Company Name:
	Manager:
	

	Address:

                                                                          

	Email Address:
	Salary:

	Position Held:
	From:
	To:

	Reason for Leaving/Changing:

	Dates and Reasons for any Employment Gaps:



	Employer:

	Company Name:
	Manager:
	

	Address:

                                                                                                           Postcode:

	Email Address:
	Salary:

	Position Held:
	From:
	To:

	Responsibilities:


	Reason for Leaving/Changing:

	Dates and Reasons for any Employment Gaps:

	

	Character References



Due to the nature of our business, it is imperative that we obtain satisfactory references prior to your commencement of employment. These will be sought from your previous employers but will not be applied for until any initial offer of employment has been confirmed OR we have your permission. However, we also require you to provide details of two character references, which cannot be a family member, someone who lives in the same household as you or a friend. These referees should have known you for a minimum of 5 years.

	Character Reference 1
	Character Reference 2

	Name:
	Name:

	Email:

Tel:
	Email:

Tel:

	Relationship:
	Relationship:




	Education & Training



Please give details of any school, college or university you have attended since the age of 12, along with dates attended and any qualifications obtained:

	Name of School/College/University
	Subject
	Qualification
	Date Gained

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Please give details of any other professional, vocational or technical qualifications or courses you have attended, which you feel are relevant to the position applied for, including any NVQs or Diplomas.

	Training Course / Qualification
	Date Gained

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



	Criminal Convictions




The post you are applying for is ‘exempt’ from the Rehabilitation of Offenders Act 1974.  If you are offered a position, you will be required to declare the following information, which will be used to inform the overall assessment as to your suitability for the role where it is relevant:

· All unspent conditional cautions or convictions under the Rehabilitation of Offenders Act 1974
· All spent adult cautions (simple or conditional), or spent convictions that are not ‘protected’ as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended)

The amendments to the Exceptions Order provide that certain ‘spent’ convictions and cautions are ‘protected’ and are not subject to disclosure to employers and cannot be taken into account.

If you are offered the position, you will be asked to complete a Criminal Record Declaration form, where you will be able to declare any offences relevant as per two questions above. If you consent to the DBS check, we will arrange for the DBS and, where applicable, Adult Barred List check to be undertaken, in line with current legislation. All offers of employment are subject to receiving satisfactory DBS and where applicable Adult Barred List checks. The Company will pay for the cost of these checks; however, you will be required to repay the cost if you leave within your probation period. 

Having a criminal record does not, in itself, prevent someone from being appointed to this post (unless there is a legal reason preventing them from working in certain roles). Any criminal information relevant to the position you have applied for that is disclosed will be carefully considered on an individual basis, and any information given will be held in the strictest of confidence. Suitable applicants will not be refused posts because of offences which are not relevant to, and do not place them at, or make them a risk in, the role for which they are applying. 

Understanding what offences you might need to declare to us as a prospective employer is important. If you are unsure as to whether you need to legally disclose certain criminal information should you be shortlisted for this position, are unsure how to do this, or you want to know your legal rights, you can seek free, confidential advice from one of the organisations below:

· Nacro: 	W: www.nacro.org.uk 
E: helpline@nacro.org.uk
T: 0300 123 1999
· Unlock: 	W: www.unlock.org.uk 
E: advice@unlock.org.uk
T: 01634 247350









	Hobbies & Interests



	Please use this space to give more information about yourself, including any further information that supports your application. This could include interests, leisure pursuits or voluntary work. In particular, please mention any achievements that you would like us to note. 










	Data Protection 



All the information provided on this form is necessary and relevant to the role applied for, will remain private and confidential and will be used for the purpose of selection/recruitment. The Company will treat all personal information with the utmost confidentiality and in line with current data protection legislation. We rely on the lawful basis of legal obligation and our legitimate interests to process the information provided by you in this form. Should you be successful in your application, the information provided, and further information which will be gathered at the relevant time, will be subsequently used for the administration of your employment. 

In accordance with the General Data Protection Regulation (GDPR), we have implemented a Job Applicant Privacy notice to inform you, as prospective employees of our Company, of the types of data we process about you. We also include within this notice the reasons for processing your data, the lawful basis that permits us to process it, how long we keep your data for and your rights regarding your data. This notice can be found on our website, or a hard copy is available on request.

By signing and returning the application form you will be confirming you have read and understood the Job Applicant Privacy Notice.

	Reasonable adjustments




Please let us know below if there are any reasonable adjustments to the interview process you may require:







	Declaration & Consent




	I confirm to the best of my knowledge that the information on this form is accurate and I understand that any false statement may disqualify me from employment or, if employed, may render me liable to Summary Dismissal. 

I agree to detailed checks and references being taken up by Hartford Care in order to support my application and understand that any offer of employment is subject to the Company being satisfied with the results of a series of relevant checks including reference checks, Disclosure and Barring Checks (DBS) check and Proof of Eligibility to Work in the UK.



	Signed:
	


	Date:
	



Thank you for your application!
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