
         

 

 

        

General points 
 
Thank you for your interest in 
Crossroads Caring for Carers.  These 
notes are intended to help you 
complete the application form. 
  
Please complete the application form 
in black ink or type.  We use this 
application form to decide whether 
you will be given an interview so 
please fill it in very carefully.   
 

CVs 
 
Please complete all sections of the 
application form.  Only applications 
made on the form are accepted, we 
do not accept CVs.  If you need more 
space for a particular section then 
continue on a separate sheet of 
paper.  Please do not put your name 
on any additional sheet.  This will help 
us in adhere to our Equal 
Opportunities Policy. 
 

Personal details – Part A 
 
This part of the form will be removed 
before short listing takes place to 
ensure decisions are not influenced 
by unfair or unlawful discrimination.   
 

Referees 
 
One referee must be your present or 
most recent employer.  If you are still  
in full time education and applying for 
your first job, please give details of 
someone in authority from an 
educational establishment.   
 

We will not approach your referees 
until after we have interviewed you.   
 

Criminal convictions 
 
Because of the nature of this work; 
providing support to carers, you need 
to provide information about any 
criminal record you have, spent or 
unspent.  This includes cautions, 
reprimands and warnings recorded by 
the police centrally.   
 
If you do have any previous or 
outstanding convictions, cautions, 
reprimands or warnings, you will only 
be asked to supply details if you are 
invited for interview.   You will need to 
give written details of the offence, the 
penalty and dates.  This should be put 
in a sealed envelope and given to the 
interviewing panel on the day of the 
interview.  The information will be 
completely confidential to the 
appointing panel.  It will only be 
opened if you are considered for the 
appointment and will subsequently be 
returned to you.  Having a criminal 
record will not necessarily bar you 
from working at Crossroads.  This will 
depend upon the nature of the 
position and the circumstances and 
background of your offences. 
 
Appointments are subject to a 
satisfactory enhanced disclosure from 
the Criminal Records Bureau.   
Crossroads will be responsible for 
carrying out this check and for the 
fees involved. The CRB disclosure 
can, also reveal, where appropriate, 
whether a person is barred from 

 

Guidelines on completing 
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Carers Support Worker 

 



working with vulnerable adults 
because of their inclusion on the list 
(POVA) held by the Dept of Health or 
the list of those considered unsuitable 
to work with children held by the Dept 
of Education and Dept of Health 
(POCA).  
 

Sickness absence 
 
Please state the number of days 
sickness absence you have had in the 
last two years.  If you wish you may 
give brief details. 
 

Education, qualifications and 
information in support of your 
application – Part B 
 

Employment history 
 
Please give details of your present 
post together with the full name and 
address of your employer.  It is 
essential that Carers Support 
Workers provide a full work history.  
Please account for any gaps either in 
the training/education section or by 
saying if you were unemployed and 
the dates the period of unemployment 
started and finished.    
 

Information in support of your 
application 
 
Selection for interview will be made 
on how well you demonstrate you 
meet the criteria in the person 
specification and job description.   
Read through the job description and 
person specification and think of an 
example from your present or most 
recent job that show you have the 
required skill or experience.  If you 
are unemployed or have been out of 
paid employment for some time, or 

have just left school/college/ 
university, you may wish to include 
relevant experience from voluntary 
work or education.  Do continue on 
additional sheets if necessary.   
 

Data protection 
 
If your application is unsuccessful, the 
information on your application form 
will be kept for six months and then 
destroyed.  
 

Disability Discrimination Act 
 
We accept applications in a number 
of formats including audio and large 
print.  A disability is defined under the 
Act as a physical or mental 
impairment which has a substantial 
and long term (more than 12 months) 
adverse effect on a person’s ability to 
do normal activities.  If you tell us you 
have a disability we will make 
reasonable adjustments to where you 
work and to your working 
arrangements.   
 

Equal opportunities form 
 
Please complete the equal 
opportunities form to help us to 
monitor our recruitment process.  The 
equal opportunities form will be 
separated from the application and 
the information given will be used for 
statistical purposes only. 

 
Acknowledgement of 
applications 
 

I am afraid we aren’t able to respond 
to everyone who applies for a post.  
We do appreciate the time you have 
taken with your application and thank 
you for your interest in Crossroads.   

 



 
 
 

 
Rate of pay:   
 
Hours:   
 
Annual leave:  
 
Responsible to:  Care Manager 
 
 
   
Aim of the post 
 
To provide support for carers and people with care needs.  This will involve the 
provision of personal and social care, respecting confidentiality at all times within an 
equal opportunities frame work. 
 
Principal duties and responsibilities 
 
1. To familiarise yourself with all Crossroads policies procedures and standards 

and adhere to them at all times. 
2. To provide emotional support to the carer and person with care needs. 
3. To undertake the tasks specified in the care plan which may include: 
 

• Bathing in bed/bathroom/chair to include all aspects of personal hygiene 
• To assist with management of continence of bladder and bowels 
• To assist with dressing and undressing 
• To assist with mobility and transfers 
• To assist with feeding 
• Administration of medication 
• To assist with therapeutic programmes for rehabilitation and development as 

agreed with appropriate clinical professionals 
• To ensure there is a safe environment for those who need constant 

supervision in accordance with Crossroads policies on Health and Safety 
Policy and Challenging Behaviour  

• To support the person with a disability outside their home 
• To assist the person with care needs with getting up and going to bed 
• To assist with appliances such as hearing aids, spectacles, artificial limbs or 

leg callipers 
• To assist with care of skin and hair, including assistance with shaving 
• To assist with care of mouth and teeth including dentures 
• To summon emergency services if necessary 
• To assist with domestic duties which are part of the care package such as:  

making and changing the bed of the person with care needs, essential 
laundering, essential shopping, preparing meals and washing up 

  
4. To undertake other specialised care tasks as agreed by the line manager 

Job description 
 

Carer support worker 
 
 



 
5. To maintain accurate records as directed by the scheme manager and carry 

out any administrative tasks as required, e.g. time-sheets. 
 
6. To treat all carers and people with care needs with respect and sensitivity, 

recognising the need for confidentiality at all times. 
 
7. To participate in supervision, appraisal and training sessions to ensure that 

standards are constantly maintained. 
 
8 To work as part of a team, supporting colleagues and providing a flexible  

service. 
 
9. To respect the personal choice of lifestyles of colleagues, carers and people 

with care needs, ensuring that equal opportunities principles are applied at all 
times. 

 
 

Person specification 

 

Essential Desirable 
 

Skills and aptitude 
 
1.  Respect for carers and adults and 
children with care needs 
2.  Ability to relate sympathetically and 
effectively to carers and adults and 
children with care needs 
3.  Ability to carry out a range of 
personal care tasks 
4.  Good interpersonal skills  
5.  Respect for confidentiality 
6.  Respect for equal opportunities and 
anti discriminatory practice 
7.  Ability to observe changes in care 
needs and report back 
8.  Ability to undertake training including 
NVQ2 and/or NVQ3 in care or child care 
 

Skills and aptitude 
 
1.  Understanding of the needs of carers 
and adults and children with disabilities 
2.  Ability to work on own initiative and 
within Crossroads’ procedures 
3.  Ability to work flexibly, undertaking a 
range of tasks 
4.  Willingness to adapt to changing 
circumstances 
5.  Ability to work as part of a team 
6.  Be able to work weekend and 
evenings 
 
 
 

Experience 
 
1.  Record keeping 
12 months experience  

Experience 
 
1.  Experience of providing personal 
care;  this may be work related, personal 
or voluntary 
2.  Experience in the voluntary sector 
3.  NVQ 2 or 3 in care  

 



 
Section A. 
 
 

 
Personal details – Part A 
 

Preferred title:     First name:   
 
Surname/family name:      
 
Address:   
 
 
Post code: 
 
Date of birth:     E mail address: 
 
Tel. (home):     Tel. (work  or mobile):   
  
Do you hold a full UK Driving Licence   Y/N         Access to  transport Y/N  
  
 

References  please give contact details for two people who can provide 
references for you.  One must be your present or most recent employer.  The 
other can be another previous employer or any other person who can provide a 
reference for you but not a partner or member of your family. We do not approach 
referees until after interview. 
 

Present or previous employer 
 

Name:  
 
Job title:   
 
Organisation:   
 
Address:  
 
 
 

Telephone:  
 

E mail address: 
 

 

Job Title: 
 

Do you wish to be contacted before we 
approach this referee?  Yes/No 
  

 
 

Name:  
 
Job title:   
 
Organisation:   
 
Address:  
 
 
 

Telephone:  
 

E mail address: 
 

How is this person known to you, i.e. 
former employer/colleague/friend? 
 

 

Application form 
 
Post applied for:  Carer Support Worker 
 
Please complete in black ink or type 

 
 



Rehabilitation of Offenders Act 1974 and Exception Order 1975 

 

Because of the nature of the work for which you are applying, you must provide 
information about any criminal record.  This includes convictions, cautions, 
reprimands and final warnings.   Our power to require this lies in the Rehabilitation 
of Offenders Act 1974 (Exceptions) Order 1975 which removes the normal operation 
of the Act in relation to specific occupations, including the provision of Home Care 
Services.  In the event of being employed in connection with this application, any 
failure to disclose such convictions could result in dismissal or disciplinary action. 
 
If you have no convictions please write NONE ……………………… 
 
If you do have any previous or outstanding convictions, cautions, reprimands or final 
warnings, you will only be asked to supply details of the type of offence, date, 
sentence, fine etc if you are invited for interview.   Please see guidelines on 
completing the application form for further details.   

 
Sickness absence  
 

How many days sickness absence have you had over the last two years?  

 
Do you require a work permit? Y/N   Do you have a work permit? Y/N 
 

Declaration 
 

I declare that all the information I have given on this application form is true and 
accurate, to the best of my knowledge.  Please note that if you give untrue or 
inaccurate information any employment contract may be invalidated and the employee 
subject to disciplinary action or dismissal. 
 
 
Signed:        Date:    
 
 

 
If you downloaded your application from the internet please print it off and sign.   

 
Section A will be detached from your application.  All short listing will be carried out 
on a completely fair basis with Equal Opportunities Legislation and Policy 
 
 
 
 
 
 
 
 



 
 

 
 
 

Education & work history – Part B 
 

Education and qualifications  please tell us about the school/college/ 
university you attended, starting with the most recent.   
 

Name of school/ 
college/university 

Dates you started and  
finished 
 
 
 
 
 
 
 
 

Qualification and grade 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Voluntary work 
Please give details of any voluntary work or community activity.   
 

 
 
 

Training   please tell us about any training courses you have been on that you 
think are relevant to this application. 
 

Course title and 
content 
 
 
 
 
 
 
  

Organisation that ran 
training 
 

Date training attended 
   
 
 
 
 
 

 

 

Application form 
 
Post applied for:   
 
Please complete in black ink or type 

 
 



Present or most recent employment 
 

Employer’s name and address:  
 
 
Dates of  employment including month and year:   
 
Post title:        Reason for leaving:  
 
Please tell us about what you did in your job:  
 
 
 
 
 
Notice required:      Salary:  
 
If you need more space for any of these sections please continue on a separate sheet 

 
Past employment  please give details of  10 year work history.  You do need to 
account for any gaps in employment. 
Employers name and 
address:  
 
 
 
 
 
 
 
 
 

Dates  
from & to 
month & 
year: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Job title & brief description 
of duties: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Reason for 
leaving:  
 
 
 
 
 

If you need more space please continue on a separate sheet of paper 

 



Information in support of your application please use this space to tell us 
how your skills, experience and knowledge match those in the job description and 
person specification.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you need more space please continue on a separate sheet of paper 


