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Application for Employment



                                                                          Please return completed form to:		                             Carl Jenkins
Independent Waves Ltd
57 Torridge Road
Chivenor
N. Devon
EX31 4BG
Or email:  admin@independentwaves.co.uk

Please see our website to have more of understanding of who we are and what we are about: www.independentwaves.co.uk  


Post Applied For:	____________________________________________
											   
Date:			____________________________________________

Please tell us where you heard about us ?

1.	ABOUT YOU

Title:	Mr / Mrs / Miss / Ms / Other Mr

First Name(s):						Surname:	

Home Address (in full): 
Postcode:	

Telephone No (home):					Telephone No (work):	

Mobile:			

Email:			________________________________________________________________________________

Do you possess a current driving licence?           Yes / No

If successful, you will be asked to provide evidence of a valid and up-to-date licence along with your National Insurance details


                                                              INDEPENDENT WAVES LTD JOB DESCRIPTION	
SUPPORT WORKER

Purpose of the Role
Support Workers provide compassionate, person‑centred support to adults with learning disabilities, autism, mental health needs and other support requirements within their own homes. You help people live safely, meaningfully and independently by supporting daily living tasks, personal care, medication (once trained), community participation, and building positive relationships with families and peers. As a keyworker, you promote choice, dignity, rights and inclusion, while communicating effectively and keeping high‑quality records.

What You Do (Core Responsibilities)
People We Support & Keyworking – Build respectful, trusting relationships and promote independence, communication, and meaningful choice. Support Workers follow existing MCA decisions and ensure consent is sought at every opportunity. You are expected to report any restriction that does not have an MCA decision or best‑interest process in place. As a keyworker, you help individuals shape their goals, preferences, and outcomes with compassion and clarity.

Medication & Personal Care – Support safe medication practices in line with training and policy (ordering, administration, recording, and stock checks as delegated). Deliver personal care with dignity, privacy, and respect—supporting independence wherever possible.

Daily Operations & Communication – Follow the house diary, rota, communication book and escalation procedures. Report safeguarding concerns immediately and correctly. Support Workers do not submit safeguarding paperwork but play a crucial role in spotting, recording and escalating concerns. Maintain professional boundaries at all times, including no social media contact, no out‑of‑work relationships, and no accepting gifts; report any boundary concerns to Advanced/Senior staff.

Quality, Compliance & CQC – Work to Independent Waves standards and policies, safeguarding, GDPR, and health and safety requirements. Contribute to actions in the house Quality Action Plan/Service Improvement Plan as directed.

Community Inclusion, Travel & Independence – Support people to engage in meaningful activity and develop friendships. Encourage the use of public transport where appropriate, promoting independence and confidence. Follow risk assessments for all community activities.

Emergency Response & Business Continuity – Follow all emergency procedures (fire, illness, staffing issues, environmental safety). Report any concerns promptly. Support Workers follow the Business Continuity Plan as directed by Advanced and Senior staff.
Finance (as delegated) – Support with individual and household finances where allocated, keeping accurate receipts and records and reporting irregularities.

How This Role Differs from Advanced & Senior
You deliver support and keywork; you are not expected to lead the staff team or finalise documentation.
· You deliver support; Advanced & Senior lead, teach, check and finalise.
· You follow MCA, PBSP, care plans and risks; Advanced & Senior update, review and assure them.
· You report safeguarding concerns; Advanced & Senior complete safeguarding paperwork and send it to management.




· You support health tasks; Advanced & Senior monitor, track and follow up.
Advanced Support Workers teach and guide keyworkers, coordinate tasks via the diary/comms book, and check documentation before Seniors finalise it.
Senior Support Workers oversee the running of the home, ensure all admin/compliance is completed on time, lead team meetings/supervisions, and act as the main link between the office and floor staff.
If in doubt: do the right thing, record it well, and escalate early to Advanced/Senior.

Scope & Decision‑Making
Decisions relate to day‑to‑day support within care plans and risk assessments. Escalate changes in need, safeguarding concerns, medication errors, staffing issues, or environmental risks to Advanced/Senior or management.

Essential Criteria
Compassion, good communication, reliability, willingness to learn; good digital recording; care experience helpful but not required; DBS and Right to Work required.

Desirable
Experience in supported living or care; NVQ/QCF Level 2+; autism/LD/mental health experience; driving licence.

Performance & Development
Structured induction and shadowing; competency sign‑off; regular supervision; contribution to the house Quality Action Plan/Service Improvement Plan.

On‑Call & Sleep‑Ins
Sleep‑ins are required as per rota. On‑call is not typical for this role.

Values & Culture
We act with openness, honesty, inclusion, and respect—supporting people to live meaningful, independent lives.

Equal Opportunities & Adjustments
We welcome applications from all backgrounds and provide reasonable adjustments throughout recruitment and employment.

Flexibility Clause
Duties may reasonably vary with service needs and the level of the role; substantive changes will be discussed and documented.






2. QUALIFICATIONS ACHIEVED FROM SECONDARY, HIGHER & FURTHER EDUCATION
[bookmark: _Hlk219634794]Note: If a CV is FULLY completed then please attach and note within this section

	Type of qualification (GCSE, NVQ, Degree, etc)
	Subject title of qualification
	Grade
	Date achieved
(dd/mm/yy)

	 
	
	
	



Other training, courses and self-development

	Name of provider/college
	Title of course/training, eg. First Aid at Work
	Qualification (if relevant)

	
	
	



Safeguarding children, young people and vulnerable adults
We are all responsible for the safety of children, young people and adults who may be at risk.  We must ensure we are doing all we can protect the most vulnerable members in our society.  From your training and/or experience, please give examples which demonstrate your knowledge and commitment to safeguarding and how you would help protect children, young people and adults at risk from harm, abuse or neglect.

	





3.     YOUR CURRENT OR MOST RECENT EMPLOYMENT

NOTE: If you are applying for your first job, please provide any voluntary work/work experience in the ‘Previous employment or experience’ section.

Employer name:					Job title: senior 

Employer address:						Salary:


Date employed from (mm/yy):		   	Date of leaving: 

Main duties & responsibilities: 



Reason for leaving:	                                   		Notice required: 

PREVIOUS EMPLOYMENT OR EXPERIENCE
Please detail the most recent employment first and include all employment.
Note: If a CV is FULLY completed then please attach and note within this section
Please account for all gaps in employment and provide explanations.
	Dates (mm/yy)
	Employer or Reason for gap
	Job title, duties & responsibilities
	Reason for leaving

	From
	To
	
	
	

	
	
	
	
	



4.	REFERENCES
Please give name and address of your present employer and another employer.  School leavers should give the name of lecturers/tutors/head teachers.  The names of friends or relatives are not accepted for references.
References will normally be taken up after interview unless you indicate otherwise below.  Please delete* as appropriate.
We may verify information with previous employers as part of safer recruitment checks.

Last Working Placement Reference 1: This must be your most recent employer or, if you do not have any previous employment, your most recent tutor (school, college, or university).

a)    This reference may/may not* be taken up after the interview

Full Name:						Job Title: 

Employer:						Relationship to you: 

Address:                                                                             Email Address: 

Post Code:

Telephone No:	
	Does/Did this role involve working with children, young people and/or vulnerable adults?
	



Reference 2: This must be your current or most recent employer or, if you do not have any previous employment, your most recent tutor (school, college, or university).

a)    This reference may/may not* be taken up after the interview

Full Name:						Job Title: 

Employer:						Relationship to you: 

Address:                                                                             Email Address: 

Post Code:

Telephone No:	
	Does/Did this role involve working with children, young people and/or vulnerable adults?
	



Reference Character reference 3:

b)    This reference may/may not* be taken up after the interview

Full Name:						             Job Title:

Employer:							Relationship to you:

Address:                                                                                           Email Address: 

Post Code:

Telephone No:	
	Did this role involve working with children, young people and/or vulnerable adults?
	



5.	REASON FOR APPLYING

Please state how your skills, knowledge and experience match the criteria set out in the ‘person specification’.  You may use this section to include any supporting information that you feel will aid your application.    Continue on a separate sheet if necessary.
	 



6.	DECLARATION OF CRIMINAL CONVICTIONS


Because this role involves regulated activity with adults, it is eligible for an Enhanced DBS check with a check of the Adults’ Barred List. We therefore ask applicants to disclose only criminal record information that is legally disclosable for roles of this type. IMPORTANT: Do NOT disclose any cautions or convictions that are ‘protected’ (filtered) under the DBS filtering rules. These must not be shared with employers. Guidance will be provided if you are unsure what is protected.

If there are no convictions, state ‘NONE’ here:		_______________

Any offer of employment will be subject to a criminal record check (enhanced disclosure) from the Disclosure and Barring Service (DBS).  This check will include details of cautions, reprimands or final warnings as well as convictions.  Appointment will be subject to the information received from the DBS.

I accept that if any of the information is found to be false or misleading, I will be disqualified from appointment.


Signed: ______________________________		Date: ____________________________


DBS check – have you subscribed to the ‘Update Service’? 	

7.	YOUR DECLARATION

I declare the details I have given here are, to the best of my knowledge, true.

I understand that false or misleading information to support my application will disqualify me from appointment or lead to dismissal without notice.

I confirm I have a family member/friend/acquaintance working at Independent Waves Ltd or know a particular person we support.							

If Yes, who: ____________________________________________________________________________


Signed: __________________________	Date: ________________________




WORK AVAILABILITY

Despite our rostered working day being 8:00am until 11:00pm (with sleep-in), we are a 24-hour, 7-day a week business. To help us find the right position for you, please let us know any days you are unable to work. 

	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	Earliest possible start 
(AM/PM)
	


	
	
	
	
	
	

	Latest possible finish 
(AM/PM)
	


	
	
	
	
	
	

	Sleep-in 
Yes/No 
(23.00-8.00)
	


	
	
	
	
	
	

	Waking Nights Yes/No 
(20.00-8.00)
	


	
	
	
	
	
	



Would you be willing to work overtime?						Yes/No

Are you applying for bank work? 							Yes/No

Would you be happy to be placed on ‘bank staff’ if there is no current vacancy	Yes/No	

Would you consider a part-time vacancy if no full-time vacancy is available?	Yes/No				 
Can you support the people we support with the following? 
Cooking							Yes/No
Cleaning 							Yes/No	
Using a washing machine/tumble dryer			Yes/No	
Ironing 							Yes/No	
Shopping 							Yes/No	
Booking a holiday						Yes/No	
Traveling on holiday with people we support		Yes/No	
Supporting outside activities/outings
eg. swimming, bike-riding, distance walking etc 	Yes/No

8.          RECRUITMENT ADJUSTMENTS (PERMITTED UNDER EQUALITY ACT 2010)
We want all applicants to have fair access to the recruitment process.
If you require any reasonable adjustments for the interview or assessment stage, please let us know below.
Do you require any adjustments?
☐ Yes
☐ No
If yes, please state the adjustments you require for the recruitment process: _____________________________
____________________________________________________________________________________________

Privacy Notice for Job Applicants (UK UK GDPR & Data Protection Act 2018)
_____________________________________ 
In accordance with the UK GDPR and the Data Protection Act 2018, this privacy notice explains the personal data we collect during recruitment, why we collect it, our lawful bases, how long we keep it and your rights.

A)	DATA PROTECTION PRINCIPLES
Under UK GDPR, all personal data obtained and held by us must be processed according to a set of core principles. In accordance with these principles, we will ensure that:

a)	processing is fair, lawful and transparent 
b)	data is collected for specific, explicit, and legitimate purposes
c)	data collected is adequate, relevant and limited to what is necessary for the purposes of processing
d)	data is kept accurate and up to date. Data which is found to be inaccurate will be rectified or erased without delay
e)	data is not kept for longer than is necessary for its given purpose
f)	data is processed in a manner that ensures appropriate security of personal data including protection against unauthorised or unlawful processing, accidental loss, destruction or damage by using appropriate technical or organisation measures
g)	we comply with the relevant UK UK GDPR procedures for international transferring of personal data

B)	TYPES OF DATA HELD
We keep several categories of personal data on our prospective employees in order to carry out effective and efficient processes. We keep this data in recruitment files relating to each vacancy and we also hold the data within our computer systems, for example, recruitment logs.

Specifically, we hold the following types of data:
a)	personal details such as name, address, phone numbers.
b)	name and contact details of your next of kin.
c)	your photograph.
d)	your gender, marital status, information of any disability you have or other medical information.
e)	right to work documentation.
f)	information on your race and religion for equality monitoring purposes.
g)	information gathered via the recruitment process such as that entered into a CV or included in a CV cover letter.
h)	references from former employers.
i)	details on your education and employment history etc.
j)	driving licence.
k)	criminal convictions.

C)	COLLECTING YOUR DATA
You provide several pieces of data to us directly during the recruitment exercise.

In some cases, we will collect data about you from third parties, such as employment agencies, former employers when gathering references or credit reference agencies.



Should you be successful in your job application, we will gather further information from you, for example, your bank details and next of kin details, once your employment begins.

D)	LAWFUL BASIS FOR PROCESSING
The law on data protection allows us to process your data for certain reasons only. 

The information below categorises the types of data processing we undertake and the lawful basis we rely on:
Activity requiring your data. -Lawful basis.
Carrying out checks in relation to your right to work in the UK. -Legal obligation.
Making reasonable adjustments for disabled employees. -Legal obligation
Making recruitment decisions in relation to both initial and subsequent employment e.g., promotion. -Our legitimate interests
Making decisions about salary and other benefits. -Our legitimate interests
Making decisions about contractual benefits to provide to you. -Our legitimate interests.
Assessing training needs. -Our legitimate interests.
Dealing with legal claims made against us. -Our legitimate interests.
Preventing fraud. -Our legitimate interests
Carrying out DBS checks for safeguarding – Legal Obligation & DPA 2018 Schedule 1 (Safeguarding).

This is a legal obligation under UK immigration law.

E)	SPECIAL CATEGORIES OF DATA
We process health and safeguarding‑related data under UK GDPR Article 9(2)(b) and DPA 2018 Schedule 1 – Employment & Safeguarding.

Special categories of data are data relating to your:
a)	health
b)	sex life
c)	sexual orientation
d)	race
e)	ethnic origin
f)	political opinion
g)	religion
h)	trade union membership 
i)	genetic and biometric data.

We carry out processing activities using special category data:
a)	for the purposes of equal opportunities monitoring
b)	to determine reasonable adjustments

Most commonly, we will process special categories of data when the following applies:
a)	we must process the data in order to carry out our legal obligations 
b)	we must process data for reasons of substantial public interest
c)	you have already made the data public. 

F)	FAILURE TO PROVIDE DATA
Your failure to provide us with data may mean that we are unable to fulfil our requirements for entering into a contract of employment with you. This could include being unable to offer you employment or administer contractual benefits.



G)	CRIMINAL CONVICTION DATA
We will only collect criminal conviction data where it is appropriate given the nature of your role and where the law permits us. This data will usually be collected at the recruitment stage, however, may also be collected during your employment. We use criminal conviction data to determine your suitability, or your continued suitability for the role. 
Our lawful basis for processing criminal‑offence data is Legal Obligation (safeguarding, safer recruitment, CQC compliance).
We also rely on the Data Protection Act 2018, Schedule 1 – Employment, Social Protection & Safeguarding.

H)	WHO WE SHARE YOUR DATA WITH
Employees within our company who have responsibility for recruitment will have access to your data which is relevant to their function. All employees with such responsibility have been trained in ensuring data is processing in line with UK GDPR.  

Data is shared with third parties for the following reasons, for the administration of payroll, for the administration of pensions and with Peninsula who oversee our HR.

We may also share your data with third parties as part of a Company sale or restructure, or for other reasons to comply with a legal obligation upon us. We have a data processing agreement in place with such third parties to ensure data is not compromised. Third parties must implement appropriate technical and organisational measures to ensure the security of your data.

We do not share your data with bodies outside of the European Economic Area.

I)	PROTECTING YOUR DATA
We are aware of the requirement to ensure your data is protected against accidental loss or disclosure, destruction and abuse. We have implemented processes to guard against such. 

J)	RETENTION PERIODS
We only keep your data for as long as we need it for, which, in relation to unsuccessful candidates, we will retain your data for 6 months, or up to 12 months if you consent to be considered for future vacancies.”

If your application is not successful and we have not sought consent or you have not provided consent upon our request to keep your data for the purpose of future suitable job vacancies, we will keep your data for six months once the recruitment exercise ends.
If we have sought your consent to keep your data on file for future job vacancies, and you have provided consent, we will keep your data for nine months once the recruitment exercise ends. At the end of this period, we will delete or destroy your data, unless you have already withdrawn your consent to our processing of your data in which case it will be deleted or destroyed upon your withdrawal of consent.

Where you have provided consent to our use of your data, you also have the right to withdraw that consent at any time. This means that we will stop processing your data and there will be no consequences of withdrawing consent.

If your application is successful, your data will be kept and transferred to the systems we administer for employees. We have a separate privacy notice for employees, which will be provided to you.

K)	AUTOMATED DECISION MAKING
Automated decision-making means making decision about you using no human involvement e.g. using computerised filtering equipment. No decision will be made about you solely on the basis of automated decision making (where a decision is taken about you using an electronic system without human involvement) which has a significant impact on you.


L)	YOUR RIGHTS 
You have the following rights in relation to the personal data we hold on you:

a)	the right to be informed about the data we hold on you and what we do with it;
b)	the right of access to the data we hold on you. We operate a separate Subject Access Request policy, and all such requests will be dealt with accordingly.
c)	the right for any inaccuracies in the data we hold on you, however they come to light, to be corrected. This is also known as ‘rectification’;
d)	the right to have data deleted in certain circumstances. This is also known as ‘erasure’;
e)	the right to restrict the processing of the data. 
f)	the right to transfer the data we hold on you to another party. This is also known as ‘portability’;
g)	the right to object to the inclusion of any information.
h)	the right to regulate any automated decision-making and profiling of personal data.

In addition to the above rights, you also have the unrestricted right to withdraw consent, that you have previously provided, to our processing of your data at any time. Withdrawing your consent means that we will stop processing the data that you had previously given us consent to use. There will be no consequences for withdrawing your consent. However, in some cases, we may continue to use the data where so permitted by having a legitimate reason for doing so.

If you wish to exercise any of the rights explained above, please contact Carl Jenkins, Managing Director.

M)	MAKING A COMPLAINT
If you think your data rights have been breached, you are able to raise a complaint with the Information Commissioner (ICO). You can contact the ICO at Information Commissioner's Office, Wycliffe House, Water Lane, Wilmslow, Cheshire SK9 5AF or by telephone on 0303 123 1113 (local rate) or 01625 545 745.

N)	DATA PROTECTION COMPLIANCE

Our appointed compliance officer in respect of our data protection activities is:

Carl Jenkins, Managing Director
07763143551


I confirm I have read and understand the Applicant Privacy Notice (UK GDPR & DPA 2018).



Signed: _________________________	Date: __________________________


Thank you for taking the time and effort to complete this application form.
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