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This form should be completed for all candidates who if successful, will be working in a social care role within registered services.  For example, Personal Assistant’s, Team Facilitator’s and Service Manager’s.

Please refer to the candidate’s Application Form when reviewing this form.  You should record the information and responses you are given.  This will be of assistance to you in the future should the terms of employment be disputed or unclear.

	Follow-Up Information and Questions
	Comments

	1.
	Record the reason the candidate has given for wanting to leave their current post.

	Reason for leaving:

	2.
	Has the candidate previously worked in care?

Has the candidate been dismissed from a previous role?

If yes – please provide details:

Has the candidate been subject to disciplinary action in any previous care role?

If yes – please provide details:


	
Yes    ☐	No    ☐



Yes    ☐	              No    ☐





Yes    ☐	              No    ☐



	3.
	Convictions:
This role requires PVG scheme membership.  It is important to note that PVG results may show both spent and unspent convictions, including any driving offences.
Failure to disclose something that may appear on your PVG, may result in the termination of your application.
Any convictions will be risk assessed as part of our vetting process.
Is there anything you would like to share at this stage?

	Convictions:

	4.
	Confirm candidates right to work documentation and visa status/proof if applicable.

Note that all UK and Ireland R2W documents need to be reviewed face to face as per Home Office guideline.
	Passport  ☐ 

Birth Certificate and Proof of NI  ☐ 

Visa  ☐


Notes on visa status/proof i.e. Visa type and any restrictions



For internal employees only:

If this candidate is an enable sponsored employee (as confirmed when discussing right to work) please contact your HRBP prior to offer if successful.


	5.
	Have you lived outside of the UK for 12 months or more (whether continuous or in total), in the 10 years before your application, while aged 18 or over
	Yes    ☐	      No    ☐

If yes, Advise they may need to provide a criminal record certificate where available. 

Guidance on the application process for criminal records checks overseas - GOV.UK (www.gov.uk)

	6.
	Are you currently registered with the SSSC?

	Yes    ☐	      No    ☐

Registration start date: 

Register Type: 

Registration number if known: 

Subject to any warnings or ongoing investigations:

Completed registration qualification: 

Yes   ☐	     No    ☐

Conditions: 


	7.
	Are you registered with any other Professional Body, other than SSSC?

	Yes    ☐	 No    ☐

Register:

Registration number:

Warnings or Ongoing Investigations:

Conditions:


	8.
	Do you hold a valid UK driving license

	Yes ☐   	 No    ☐

Manual    ☐
Automatic ☐



 
	References Check
	Comments

	1.
	All offers of employment will be subject to the receipt of satisfactory references. 

Confirm reference details provided on application form comply with Enable’s reference guidelines:
	Yes    ☐       No    ☐

	2.
	Details of all employers from the last 12 months: 
	Yes    ☐        No    ☐       N/A   ☐

	3.
	Character referees are known to the candidate in a professional capacity and have known them for a minimum of 12 months 
	Yes    ☐        No    ☐	    N/A   ☐


	4.
	Details of all social care employers within the last 5 years:

	
Yes    ☐         No    ☐        N/A   ☐



	5.
	Any gaps in employment within the last 5 years?

If yes, note details: 
	
Yes    ☐	         No    ☐

Details: 








	Additional Information
	Comments

	1.
	Current notice period:
	

	2.
	Available dates for second stage:  
	

	3.
	Discuss the likely shift pattern and location the candidate will be required to work, including frequency of rota issue.
Explain the need for flexibility and the requirement to work anti-social hours if there is one.
Note if there is any days or shift times candidate is unavailable.
	Done    ☐	


Done    ☐

	4.

	Discuss requirement for basic ICT skills for accessing training, viewing rotas, clocking in and out of shift and updating running notes:
· Does the candidate have basic ICT skills e.g. Outlook, MS Teams
· If no, does the candidate have any concerns around using mobile phone and apps as part of role, to ensure effective recording?
	Yes    ☐       No    ☐




Yes    ☐       No    ☐

If yes, provide details:

	5.
	Advise permanent employees that the post is subject to a 4 month probationary period.  

Advise fixed term employees that post is subject to a 4 month probationary period.

	Done    ☐

	6.
	Advise that staff must apply for SSSC registration within the first 3 months of employment:
All new social care employees are responsible for registering, and maintaining their registration every year including CPL activities.  Employees are responsible for the payment of the associated annual fee.
Staff who register before 1st June 2025 who do not hold a registerable qualification, will have 5 years to gain the relevant qualification. From 1st June 2025 this timescale will reduce to 3 years.  Enable will support staff to achieve this qualification. 

If they have previously worked for a care organisation, their previous employer have a duty to inform the SSSC of any disciplinaries or dismissals which occurred during their employment which could affect their ability to register with the SSSC and / or their employment with Enable. 

Discuss with candidate any FTP / investigations ongoing with SSSC:
	
Done    ☐ 

	7.
	Explain the Personal Assistant (PA) Model and what it means; i.e., promoting individual choice and control, in line with human rights.
Highlight that the PA Model allows Enable, supported persons and their families to make changes to support after the matching process and during support. This means that support staff may work for a different person than the one they were initially recruited for.
Highlight that this is a condition of the employment contract.
	Done    ☐ 
 
 
Done    ☐
 
 
 
 
 
Done    ☐
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