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Care Through The Millennium (CTTM) is committed to safeguarding and promoting the welfare of adults at risk and expects all our staff to share these values. We are also committed to treating all applicants equally and fairly based on their skills, experience, and ability to fulfil the duties required of the role applied for. This is regardless of any protected characteristics (ethnicity, gender, or gender reassignment, religion or belief, sexual orientation, physical/mental disability, age, pregnancy or maternity, marriage, or civil partnership). Applicants must share with us all the relevant information that we have requested in this application form, but we would like to reassure applicants that any information provided will be treated in the strictest confidence in a fair and open manner. Suitable applicants will not be refused employment because of offences or conduct which are no longer relevant, and do not place them at, or make them a risk in the role for which they are applying. We will ensure that all our recruitment and selection practices reflect this commitment. Evidence of your eligibility to work within the UK will be required. Please complete this form fully using black ink or type and ensure that all sections are completed. If you have any queries when completing this application form, please contact a member of our HR team. 
	 Job Application Form


	Post Applied for:
	     
	Home/Service:
	     


	Section 1
Personal details


	Last Name:
	     
	First Name:
	     


	Address:
	     

	
	     

	
	     


	Postcode:
	     



Letters
Numbers
Letter

	Home Telephone No:
	     
	National Insurance No:
	 
	 
	 
	 
	 
	 
	 
	 
	 


	Mobile Telephone No:
	     


	E-mail address:
	     


	
	
	
	
	

	Are you free to remain and take up employment in the UK with no current immigration restrictions?


	Yes
	
	No
	

	If no, please give further details include restrictions to the number of hours you are able to work i.e. Student Visa, 20 hours.
	     



	Driving Licence 

Do you hold a full driving licence valid in the UK?

	  Yes
	
	No
	

	Have you received any points or had any accidents in the last five years, if yes please provide details
	Yes


No



	
	
	

	
	
	
	
	


	Section 2
Current Employment

	
Are you currently in employment? (If no go straight to the section 3) 
Yes



No






	Name of Employer:
	     


	Address:
	     

	
	     

	
	     


	Postcode:
	     


	Post Title:
	     


	Date of Appointment (MONTH / YEAR):
	     
	Salary:
	     


	Department / Section:
	     


	Brief description of key duties:

	     


	Period of Notice:
	     
	
End Date (MONTH/YEAR)

	     


	Detailed Reason for seeking new employment:
	     


	Section 3
Previous Employment

	Previous Employment Please provide your full employment history in chronological order since leaving full time education, include part-time and voluntary work as well as full time employment, with start and end dates. IMPORTANT NOTE: When providing reason for leaving, for each role, please confirm that you were not under investigation for or subject to any disciplinary sanctions in relation to your conduct at the time of leaving/dismissal. If you were, please provide details 

	


	Name of Employer:
	     


	Address:
	     

	
	                                                            Postcode             

	Start Date:
	      
	End Date:
	     


	Position Held:
	     


	Summary of duties:

	     


	Reason for leaving:
	     

	


	Name of Employer:
	     


	Address:
	     

	
	                                                            Postcode             

	Start Date:
	      
	End Date:
	     


	Position Held:
	     


	Summary of duties:

	     


	Reason for leaving:
	     

	


	Name of Employer:
	     


	Address:
	     

	
	                                                            Postcode             

	Start Date:
	      
	End Date:
	     


	Position Held:
	     


	Summary of duties:

	     


	Reason for leaving:
	     

	Continue on a separate sheet if necessary; please ensure that you have fully completed this section.


	Section 4
Education



	Please include all periods of education from secondary school and detail qualifications and grades obtained.


	College or University 
	Dates attended from and to
	Course
	Qualifications and grades obtained

	     
	
	     
	     

	School
	Dates attended from and to
	Subjects
	Qualifications and grades obtained

	     
	
	     
	     

	
	Continue on a separate sheet if necessary


	Professional Registration 

	

	
Professional Body

	Registration/membership level and date awarded

	     
	     



	Section 5
Relevant Qualifications and Training Courses

	Please give details of any relevant qualifications and development courses or non-qualifications courses which support your application. Include any on the job training as well as formal courses.


	Qualification obtained or course title
	Duration of Course, date completed and grade obtained (if relevant)

	
	     

	Continue on a separate sheet if necessary


	Section 6
Personal Statement

	Please detail here how you meet the requirements of the person specification, particularly how you feel you can demonstrate the values of our organisation, (Caring, Teamwork, Dedication, Recognition & Reward, Commitment) and your reasons for applying for this position. This is the part of the application form where you can bring to our attention any qualities you believe we should be aware of. 


	     

	Continue on a separate sheet if necessary


	Section 7
Interview arrangements/Reasonable adjustments


	If shortlisted, do we need to make any specific arrangements to enable you to attend the interview?
	Yes
	
	No
	


	If yes, please detail below the adjustments that are required and their purpose. This is not used as part of the selection process.

	

	

	Please state where you saw this post advertised or how you found out about the position

	     


	Section 8
References


	Please provide contact details for at least two referees who are able to comment on your suitability for the job applied for. You are responsible for providing accurate details so that referees can be contacted. The first referee MUST be your current or most recent employer (or your course tutor if you are currently in, or have just left, full time education). Professional references will not be accepted from work colleagues who are not authorised to provide professional references in an official capacity on behalf of the organisation, or from people writing solely in the capacity of friends, or from relatives.


	Reference 1
	
	Reference 2


	Referee Name:
	     
	Referee 
Name:
	     


	Position (Job title):
	     
	Position (Job title):
	     


	Work Relationship:
	     
	Work Relationship:
	     


	Organisation:
	     
	Organisation:
	     


	Address:
	     
	Address:
	     

	
	     
	
	     

	
	     
	
	     

	
	     
	
	     

	
	Postcode
	     
	
	Postcode
	     


	Telephone No:
	     
	Telephone No:
	     


	E-mail:
	     
	E-mail:
	     

	Employment dates:
	From:                To:
	Employment dates
	From:                    To:

	Position:
	
	Position:
	



CTTM will seek references on successful candidates, and will approach previous employers for information to verify particular experience or qualifications. If you are currently working with adults at risk and/children, your current employer will be asked about disciplinary offences relating to adults at risk and/children (including any conduct related to safeguarding concerns which the penalty is ‘time expired’), and whether you have been the subject of any safeguarding related investigations or concerns, and if so, the outcome of any enquiry or disciplinary procedure including any referrals to Disclosure and Barring Service (DBS), other professional bodies or the police. If you are successful at interview, any offer of employment will be subject to receipt of two satisfactory references and any additional pre-employment checks.
	Section 9       Criminal Records Checks

	We will only ask those candidates who have been selected for interview to complete a criminal record self-declaration form or provide a written disclosure statement to give them the opportunity to provide sufficient information. At interview, or in a separate confidential conversation, we will ensure that an open and measured discussion takes place on the subject of any offences that might be relevant to the position. We will only carry out criminal records checks with the DBS on successful candidates at the appropriate level for the role applied for.

Failure to provide accurate and truthful information is considered a serious matter. If it becomes apparent that inaccurate or incomplete information has been provided, we will need to establish why. Any finding of serious misdirection or intent to deceive will result in an application being disqualified or, if appointed, disciplinary action being taken and/or dismissal. 

Section 10     DBS Barred Lists 
This post involves working in Regulated Activity under the Safeguarding Vulnerable Groups Act 2006 and is subject to an enhanced DBS with Adults barred list check. 

It is a criminal offence to apply for or accept a position working with adults at risk if you have been barred from engaging in regulated activity with adults.
Are you included in the list of people barred from working with adults maintained by the Disclosure and Barring Service (DBS) under the Safeguarding Vulnerable Groups Act 2006?


Yes   
No    
If you are not currently barred from working with adults at risk under the Safeguarding Vulnerable Groups Act 2006, have you been referred to the Disclosure and Barring Service (DBS) for consideration to be added to the barred list?


Yes   

No    
If you answered yes to either question, please provide details:






Section 11     Conduct declaration  
Have you ever been subject to any sanctions being placed on your professional registration, by a regulatory or licensing body in any country? 


If yes, please provide details and include information of any sanctions and the name and address of the regulatory or licensing body concerned below.

Sanctions may include: warnings, conditions, limitations, suspension, removal, or any other restrictions that have applied to your professional registration


Yes   
No    

N/A   
Have you ever been dismissed for misconduct from any employment, volunteering, office, or other position previously held by you? If yes, please provide details below.

Yes   

No    
Have you ever been under investigation for or subject to any disciplinary sanctions in relation to your conduct at the time of your dismissal/leaving any employment, volunteering office, or other position previously held by you? If yes, please provide details

Yes   
No    


	Section 12
Declaration
A. Relatives/Other Interests

Any candidate who directly or indirectly canvasses an employee of the Company will be disqualified from consideration for the job. The Company does not bind itself to appoint any applicant.
Are you related to or do you have a close personal relationship with an employee(s) of CTTM?
Yes


No


If yes, specify name(s), position(s) and relationship(s)
If appointed, do you have any interests or hold any appointments that may conflict with employment by the Company in the role for which you have applied?

If yes, please detail on a separate sheet.
Yes


No


B. Statement to be Signed by the Applicant

The Company is committed to an anti-fraud culture and participates in statutory anti-fraud initiatives.

Please complete the following declaration and sign it in the appropriate place below. If this declaration is not completed and signed, your application will not be considered.

I acknowledge that CTTM is under a duty to protect the Service Users it supports and to this end I agree it may use information provided on this form for the prevention and detection of crime and it may share this information with other bodies solely for these purposes. 

I hereby certify that:

· all questions relating to me have been accurately and fully answered

· I possess all the qualifications which I claim to hold

· I agree that any offer of employment is subject to satisfactory references, medical information and checks (if required) and a probationary period and give consent to my referees being contacted
· I confirm that the information supplied by me on this form and all documents required, with this application are complete and correct and that any untrue or misleading information will give my employer the right to terminate any employment contract offered.
 
Signed:

Date:
Thank you for your interest in this post 

Candidates selected for interview will normally be notified within four weeks of receipt of application. Unfortunately, applicants who do not hear from CTTM within this time must conclude that their application has been unsuccessful on this occasion.
CTTM undertakes that it will treat any personal information (that is data from which you can be identified, such as your name, address, e-mail address etc.) that you provide to us, or that we obtain from you, in accordance with the requirements of the Data Protection Act 2018. Please refer to our privacy notice for further information.
R E T U R N I N G   T H I S   F O R M

If you are returning this form by email, you will be asked to sign your application at interview.

By Hand or Post:

HR Department
Care Through The Millennium

The Farm House

Primrose Hill Farm

Meadowsweet Avenue

Kings Norton

Birmingham B38 9QW
By E-Mail:

recruitment@cttm.co.uk

Enquiries:

Telephone: 0121 433 5666



	Recruitment Monitoring Form 
This sheet will be separated from your application form upon receipt and does not form part of the selection process. It will be retained by the Human Resources purely for monitoring purposes.


	Application for the post of:
	     


	To help us ensure that our Equal Opportunities Policy is fully and fairly implemented (and for no other reason) please COMPLETE THIS SECTION OF THE APPLICATION FORM.

	What is your Ethnic Group?

	Choose ONE section from A to E, and then tick the appropriate box to indicate your cultural background.

	A.
White
	
	D.
Black or Black British
	

	White UK
	
	Black Caribbean
	

	Irish
	
	Black African
	

	White non-UK
	
	Any other Black background

(please give details):
	

	Any other White background

(please give details):
	
	     
	

	     

	B.
Mixed
	
	E.
Chinese or other ethnic group
	

	White & Black Caribbean
	
	Chinese
	

	White & Black African
	
	Vietnamese
	

	White & Asian
	
	Any other ethnic background

(please give details):
	

	Any other Mixed background

(please give details):
	
	     
	

	     

	C.
Asian or Asian British
	
	F.
I do not wish to provide this information
	

	Indian
	

	Pakistani
	

	Bangladeshi
	

	Any other Asian background

(please give details):
	

	     


	Section 12
Recruitment Monitoring Form continued


	Gender

	Male
	
	Female
	


	Disability

	Disability is defined as “physical or mental impairment, which has a substantial and long term adverse effect on a person’s ability to carry out normal day to day activities”.


	Do you consider yourself disabled?
	Yes
	
	No
	


	If yes, please give details:

	     


	Age Group

	16-17
	
	18-25
	
	26-35
	

	36-45
	
	46-55
	
	56-65
	

	Over 65
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