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APP. NO............................... 
 

BLACK COUNTRY HOUSING GROUP LIMITED 
 

134 HIGH STREET, BLACKHEATH, WEST MIDLANDS, B65 0EE 
Telephone:  0121 561 1969 Fax:  0121 561 5694 

 
Applications received after the closing date/time will not be considered. If you have not 
heard from us within 2 weeks of the closing date, please assume your application has been 
unsuccessful.  
 
Please circle area(s) that you wish to be considered for: 
 
Dudley Oldbury Cradley Heath West Bromwich Lye  Walsall 
 
Stourbridge  
 
Position: Care Assistant and/or Home Carer 
  
Personal Details 
 
Preferred Title (Mr,Mrs,Miss,Ms Etc) .........................   
 
Surname ................................................................................................................................. 
 
Forename(s) .......................................................................................................................... 
 
Address .................................................................................................................................. 
 
.............................................................................................  Post Code ................................ 
 
Telephone: Day ...............................................  Evening ................................................... 
 
 
Transport:  Do You: 
 
Hold A Current Driving Licence   Yes/No 
 
Currently Have Any Endorsements   Yes/No 
 
If Yes, State............................................................................................................................. 
 
Have Access To A Vehicle To Use At Work  Yes/No 
 
 
Health 
 
How many occasions of absence have you had in the last two years? ………………………… 
 
Total number of days? ……………………………………………………………………………….. 
 
 
National Insurance No* *This is essential – if you do not know 
   your number, your local DSS office will be 
……………………………………………  able to advise you. 
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EQUAL OPPORTUNITIES 
 
Equality is central to the values of Black Country Housing and Community Services Group 
Limited.  We are committed to promoting equality of opportunity in all areas of our work 
including employment.  We will not tolerate racist, sexist or other forms of harassment and 
will seek to combat discrimination on the grounds of race, colour, ethnic origin or nationality, 
gender, disability, whether mental or physical, religion or other beliefs, marital or family 
status, sexuality or sexual preference, age or physical appearance. 
 
Job selection, promotion and training will be carried out solely according to the ability and 
merit of individuals and to the requirements of the job. 
 
Monitoring 
 
To help us monitor our effectiveness in our aim to achieve equality, please complete the 
section below.  This information will not be used by those involved in selection.  It will be 
separated from your job application before shortlisting. 
 
1. Ethnic Origin  I would describe my ethnic origin as:  
 
Black African/Caribbean {   }  White British/European {   } 
 
Black Asian/SE Asian  {   }  White Irish   {   } 
 
Black British   {   }  Not known   {   } 
 
Mixed    {   }  Other    {   } 
      (please state).............................. 
 
2. Gender  Female  {   }  Male  {   } 
 
3. Date Of Birth .............................................. 
 
4. Do you have a disability?  Yes/No 
 
If yes, please describe disability. 
 
................................................................................................................................................ 
 
5. Employment Status 
 
Are you presently employed?      Yes/No 
 
If yes, what notice do you have to give? …………………………………………………………… 
 
6. Where did you see this job advertised?................................................................... 
 
DECLARATION 
 
The information contained in this application is true and complete to the best of my 
knowledge and belief.  I understand that any false statement may disqualify me from 
employment or render me liable to dismissal. 
 
Signed: ……………………………………….    Date:  ……………………………. 
 

REF NO............................... 
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Qualifications 
 
Please give details of any qualifications/certificates you hold which are relevant to this job (e.g. City 
and Guilds, NVQ’s, BTEC’s etc). 
 
Qualification         Level/Grade  Year Achieved 
 
.........................................................................         ........................... ......................... 
 
.........................................................................  ............................ ......................... 
 
.........................................................................  ............................ ......................... 
 
.........................................................................  ............................ ......................... 
 
Employment History 
 
Please give details of your employment over the last 5 years starting with your current or most recent 
job first: 
 

Employer name and 
address 

From - To Job Title and main duties Reason for leaving 

    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    

 
GENERAL INFORMATION 
 
Are you related to/or a close friend of an employee or Board Member of BCH?    Yes/No 
 
If yes, please state: ……………………………………………………………………………………………...
  
Are you related to/or a close friend of any person who receives the services provided by this post?             
Yes/No 
 
If yes, please state: ……………………………………………………………………………………………... 
 
Answering Yes to either of these questions will not necessarily disqualify you from this employment.  
However, Section 1 of the Housing Act 1988 requires that permission is sought from the Board of 
Management prior to appointment.  Please note that close relatives will not be employed to work in 
the same department or scheme and neither can services be provided by close relatives or close 
friends of service users. 
 
Please note that this position requires an enhanced disclosure with the Criminal Records 
Bureau.   
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INFORMATION/EXPERIENCE IN SUPPORT OF YOUR APPLICATION 
 
Please provide full details of any knowledge, skills and experience you have which will assist 
us in deciding whether you are able to carry out the duties of the job.  Please include 
experience gained in other employment, at home or in voluntary work. 
Please continue on a separate sheet if necessary but do not attach CV’s. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
References 
 
Please give details of two referees.  One of these must be your current or most recent employer.  If 
you have not been employed for some time or have been self-employed, please indicate which of the 
referees would be able to comment on your suitability for the job. 
If you do not wish an approach to be made at this stage, please enter a cross in the box 
alongside their name. 
Referee 1      Referee 2   
 
Name...................................................…….  Name........................................................... 
 
Job Title...............................................…….  Job Title....................................................... 
 
Address................................................……  Address........................................................ 
 
.............................................................……  ……….. .....................................................… 
 
.............................................................……  ……….. ........................................................ 
 
Post Code.............................................…...  Post Code....................................………….. 
 
Telephone number................................…..  Telephone number........................................ 
 
Relationship to you.................................. …  Relationship to you....................................... 
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DISCLOSURE OF INFORMATION 
 
TO THE APPLICANT 
 
Because of the nature of the work concerned this post is exempt from the provisions of 
Section 4(2) of the Rehabilitation of Offenders Act 1974. 
 
You are not entitled to withhold information about convictions which for other purposes 
are “spent” under the provisions of the Act and, in the event of employment, any failure 
to disclose such convictions could result in dismissal or disciplinary action by Black 
Country Housing And Community Services Group Limited. 
 
The fact that convictions have been recorded against you will not necessarily debar you 
from consideration for this appointment. 
 
Your answer to the following question must include spent convictions, bind-overs or 
cautions. 
 
Have you ever been convicted of a criminal offence?........................................ 
                                                                                   (state yes or no above) 
 
If the answer is yes, please provide full details below and continue overleaf if necessary.  
In either event, please sign below and return the form with your completed application.  
We will be unable to progress your application without this information. 
 
 
Signed...............................................................Date......................................... 
 
Full name (in capitals)........................................................................................ 
 
........................................................................................................................... 
 
........................................................................................................................... 
 
........................................................................................................................... 
 
........................................................................................................................... 
 
........................................................................................................................... 
 
........................................................................................................................... 
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BLACK COUNTRY HOUSING GROUP LIMITED 
 

JOB DESCRIPTION 
 
Job Title: Care Assistant 
 
Responsible to: Scheme Manager 
 
Main Purpose of Job: To work on a rota system providing both personal and 

domestic care, and support for older people living within 
sheltered housing.   

 
To maintain a high standard of care and service towards 
service users, relatives, visitors and other members of staff. 

 
Specific Tasks: 
 
1. Personal Care 
 
1.1 To assist with personal care, e.g., dressing, undressing, washing, bathing, dental 

care, toileting, grooming, in line with the service user's care plan. 
 
1.2 To assist, where appropriate training has been undertaken, in the administration 

of medication, management of incontinence, etc. 
 
1.3 Where necessary, assist with preparation and cooking of meals. 
 
2. Domiciliary Care 
 
2.1 To undertake domestic duties, e.g. housework, laundry, ironing, etc, as directed 

in the care plan. 
 
2.2 Where necessary, to undertake shopping, collection of prescriptions, etc. 
 
2.3 In line with the Group's procedure, assist with the management of domestic 

finances, e.g. the paying of bills. 
 
3.0 General Responsibilities 
 
3.1 To participate in regular care review meetings. 
 
3.2 To report immediately to the Scheme Manager any problems, incidents or 

changes in a service user's circumstances, particularly in relation to any potential 
POVA issues. 
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3.3 To encourage the service user to maintain his / her independence and to 
promote opportunities for choice and decision making. 

 
3.4 To talk and listen to service users. 
 
3.5 To support and encourage the service user's network of relatives and friends. 
 
3.6 To deal with emergency situations in a calm and professional manner. 
 
3.7 To be aware of the dignity, self esteem, safety, comfort of the service user. 
 
3.8 To maintain confidential information at all times. 
  
4.0 Other 
 
4.1 To be aware of and adhere to all relevant aspects of Health & Safety, and Equal 

Opportunities legislation. 
 
4.2 To work within the policies, procedures and guidelines of the organisation. 
 
4.3 To participate in regular staff meetings. 
 
4.4 To participate in all training and updates as and when necessary. 
 
4.5 To undertake any other duties that may be required from time to time in the 

interests of the business. 
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4.0 Working Hours 
 
4.1 Hours of work will be based on a rota system. 
 
4.2 Must be willing and able to work unsociable hours as 

required. 
 
 

Interview

Interview / 
Application

 


