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      SAFEHANDS NETWORK LTD JOB APPLICATION FORM

               

       Please complete in own handwriting in BLACK INK, or type if preferred.

JOB APPLIED FOR: ……CHILD CARER/CRECHE WORKER   DEPARTMENT:……CUSTOMER SERVICE.

Office use only:

Date application received:………………………………………

Date reference requested: 1)……………………………………  received:…………………………….

                                             2)……………………………………  received:…………………………….

CRB: number:………………………………..  or   Ofsted reg number:………………………………..

Date copy of policies & procedures given:……………………………………………

Start date………………………………..     Leaving date:……………………………..

_________________________________________________________________________________________

PERSONAL DETAILS

TITLE:………………………………………… 

SURNAME:…………………........................   PREVIOUS SURNAME(S)…………….….………….

FIRST NAME(S):……………………………..  (Including maiden name)... ………………..………….

ADDRESS:………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….                               Email address………………………………………………

POSTCODE:…………………………………….                                D.OB……………/………………/……………….

NATIONALITY:…………………………………. TELEPHONE No: Home …………………..

                         Work …………………… Mobile …………………………..

OTHER DETAILS

Smoker / Non Smoker (please circle appropriate)

Do you have a fear/Allergy to household pets? (if so please state below)

……………………………………………………………………………………………………………………………………………...

NATIONAL INSURANCE NO: (For office use only)


PROOF OF PERMISSION TO WORK IN THE U.K. ………………………………………………………………...
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DRIVING

Do you hold a current driving licence? Yes/No

If so, what type?
Car
PSV
HGV
Motorcycle
Full        Provisional

Do you have any license endorsements/driving convictions?
Yes/No

If yes, please give details………………………………………………………………………………………………………………………………………………………………………………………………….…..

Do you own or have personal use of a vehicle? Yes/No
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EMPLOYMENT (Present or most recent job)

Job Title: ……………………………………………………. 

Date Started: …………………………………………

Employer and Address: ………………………………………………………………………………………………………….

Telephone Number………………………………………….

Outline of main duties: …………………………………………………………………………………………………………..
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REFERENCES

Please give details of two referees-one of whom should be your present or most recent employer. (Not family members)

Please note that we reserve the right to contact any previous employer for a reference.  

	Name……………………………………………………………

Position………………………………………………………..

Address……………………….……………………………….

            …………………………………………………………

           ………………………………………………………….

Postcode………………………………………………………

Telephone Number………………………………………….

How long have known this referee and in what 

capacity ?

                 …………………….............................................


	Name……………………………………………………………

Position………………………………………………………..

Address……………………….……………………………….

            …………………………………………………………

           ………………………………………………………….

Postcode………………………………………………………

Telephone Number………………………………………….

How long have known this referee and in what 

capacity ?

                 …………………….............................................




HEALTH

Do you consider yourself to be in good health?   YES/NO

Have you suffered from any illness in the last five years?  YES/NO

If yes please state……………………………………………………………………………………………………………………….

Are you taking any medication?   YES/NO

If yes please state………………………………………………………………………………………………………………………..
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CRB CLEARENCE

I have/have not got a CRB Clearance 
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DECLARATION

To the best of my knowledge the information I have given on this form is correct, and I confirm I am ‘fit for work’ for the position of a ‘carer’ with Safehands Network Ltd.

I understand that: The provision of false information may result in Termination of this post.

Signed……………………………………………………………Date…………………………………

Please send x2 passport size photographs of yourself along with this application form, for your I.D badge. 

Code of Practice Policy

· Safehands has a NO SMACKING POLICY.  Never shake, hit, or smack a child, even if the child’s parents give their permission.  This also applies if a child hits or throws something at you.  You MUST NEVER retaliate.  (See additional policy notes on managing unwanted behaviour).  If you are unable to manage unwanted or difficult behaviour it is important that you notify the parents and contact the Safehands office immediately.

· Safehands has a NO SMOKING POLICY.  This is applicable at all times when a child is in your care, even if parents give their permission.  This also includes smoking whilst travelling to you designated family, as the smell of smoke on your clothing can be offensive to non-smokers.

· Child carer’s must adopt a smart dress code at all times.  Mini- skirts, jeans and training shoes are not permitted as this would be inappropriate and might offend the guest/customer.  

· Hotel babysitting is to take place in the room only (unless specified elsewhere by Safehands booking office) and only for the family that the carer has been assigned to.

· Carers must telephone the customer before the booking assignment and confirm time of arrival etc.

· Child carers must arrive on time, for hotel bookings they should notify reception when they have arrived at the hotel.  Safehands carers will be asked to sign in at the start of an assignment and sign out at the end, stating start and finish times.  This is primarily for fire regulations and is also a written record should there be a discrepancy with times etc.,

· Carers are to display their identification badge when going on childcare assignments.  Please also take other relevant identification like your CRB or driving licence. 

· Child carers must familiarise themselves with the hotels evacuation procedure (usually on the back of the hotel room door) and identify where the nearest exit doors and escape routs are should the fire alarm sound.

· Carers are requested to identify any risks that may be prevalent to children and themselves in the room whilst on a babysitting/crèche assignment. 

· Parents mobile contact numbers must be given before they leave.  Parents must agree to leave the mobiles switched on at all times so that they can be contacted in an emergency.

· Always check when you arrive that the children are well and they have all been accounted for.  Make sure you know what they are allowed to do, Child carers should already have been made aware if there are any special needs, but always remember to double check and make sure you are aware of children who have asthma /nut allergies etc. Ask if there are any special requirements, what children are allowed to eat and drink, what time for bed? Any children that are already asleep make sure they are accounted for and ask if you can see where they are sleeping.

· If you feel that a baby or a child is unwell and becomes sick in your care, parents must be contacted at once.  If parents fail to respond to a telephone call requesting their return to the hotel the parents will be charged the call out fee for a doctor to attend to their sick child.  The hotel duty manager must be informed at once.

· Accidents and injuries must be reported to the parents and the hotel duty manager.  Safehands head office must also be notified so that a record can be made in the accident/incident book.

· In the event of the child carer being taken ill, Safehands office is to be contacted to provide and alternative carer.  If this is not possible the parents are to be contacted and requested to return.  The carer is to remain with the children until the arrival of a replacement carer or the parents.

· In the event of the parents failing to return at the stated time they are to be contacted to ascertain how long it is likely to be before they return.  Their agreement is to be obtained to pay the additional cost incurred for the child carer to remain with the children for longer than the agreed time (provided the babysitter will agree to do so).

· Always obtain permission to change a baby’s nappy before parents leave to go out.  Ask them to show you where everything is.  

· Written permission must be obtained from the parents before administering any medicine or creams.

· Use of the telephone for private calls is strictly forbidden unless it is an emergency.  Remember to notify the customer and pay for the call on their return.  Customers have itemised telephone bills and can identify when you have used the telephone.

· Customers will usually let carers help themselves to tea and coffee facilities.  Do not help yourself to refreshments unless the customer has agreed to it or you ask first.  Tea, coffee and milk sachets can be delivered by the housekeeper. (The housekeeper’s number will be by the telephone).  If child carers wish to order food from room service, it must be paid for by the carer and not put on the customer’s bill unless the carer has been told to the contrary.   Use of the mini-bar is strictly forbidden.

· Carers must not watch pay T.V. unless agreed by the customer.   Care must be taken when watching the television and turning over channels in case of accidentally tuning in to pay-per-view.  Carers wishing to watch a pay-per-view film must reimburse the customer for the correct sum on their return.

· Spot checks will be carried out on a regular basis to audit all our child carers.

· Child carers are not permitted to leave the hotel room whilst the children are in their care even if parents request that they sit outside until children are asleep.   Parents requesting that carers leave the hotel room to check on other children that their party may be socialising with is strictly forbidden.

· Children must never be left in the room unaccompanied.

· Carers must never allow any unauthorised person into the hotel room whilst children are in their care.  Anyone knocking at the door other than hotel staff should be asked to call back when parents return.  Information about families is strictly confidential and names and telephone numbers must not be passed on to any third party.  Carers are reminded of the serious consequences that result when found in breach of Data Protection and confidentiality policies.

· Child carers must not turn off the lights or sit in the bathroom in discomfort because it is a request from the parents.  Unreasonable requests must be handled diplomatically and with due respect.  Child carers must use their own judgment as to what is deemed reasonable or unreasonable.

· For health and safety reasons bathing children is not permitted. 

· To give reassurance for parents and carers, on finishing an assignment, it is recommended that parents check the children before carers leave. 

· Child carers must telephone or e-mail (andrea@safehandsnetwork.com) Safehands’ head office to confirm start and finish times.  

Finish times are when the guests arrive back not when carers leave.

· Carers are reminded not to get over familiar with guests’ – carers making a private arrangement with a guest in relation to child care will be removed from the Safehands’ register.

· In the event of a customer introducing another family last minute when you get to your placement and you have not been notified by the agency please inform the customer that there is an extra 50% charge (£2.50 per hour per family). The agency cannot reclaim any costs from the customer after the event and therefore it is the responsibility of the carer to take extra payment.

CARERS ARE RESPONSIBLE FOR OBTAINING THEIR PAYMENT FROM CUSTOMERS AT THE END OF THE SIT; ALWAYS CHECK THE AMOUNT PRIOR TO LEAVING. 

afehands Contract (Self-employed) 

Name of Carer ………….…………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

Position and Location

You will be classed as self-employed and be employed by the customer that you have been assigned to by Safehands Network Ltd.  Your duties will be carried out in accordance with policies and procedures set by Safehands Network Ltd.,  

Commencement of self-employment 

Your period of self-employment for Safehands Network Ltd began on……………………………

Hours of work, duties and obligations

As work offered to you is on a flexible basis you will be requested for …00…… hours per week.

Your duties are to be carried out loyally, diligently and in accordance with the Company’s codes of conduct, policies and procedures and from time to time the directions of a line manager or other company representatives.  You should always give the company the full benefit of your knowledge, expertise and skills and promote and protect its interests.  You should also take reasonable care with regard to health and safety and co-operate with the company in complying with its legal responsibilities in such matters. 

It is important that you notify the office of your availability for work on a weekly basis so that work available can be offered to you.

Pay

You will be paid by the customer (your employer) at the end of each assignment at a rate of:-

Evening Childcare(Babysitting ) …£6.00………….per hour

Hotel Childcare ………………………..£6.00….………per hour

Creches…………....................................……..per hour

Bank holidays rates are negotiable.  

Petrol expenses are not given but can be negotiated with a customer on your behalf if you are prepared to travel to a long destination.  

As you are self-employed, if you earn sufficient to become liable for income tax or national insurance contributions you are responsible for making deductions under PAYE and returns to the inland revenue.

Misconduct procedures 

Should any grievance or allegations be made against a carer, this will be taken seriously and treated in accordance with Safehands code of practice and procedures.  The carer will not be offered any work until a full investigation is carried out and a full report into any misconduct has been submitted. Gross misconduct committed will treated accordingly and may face prosecution by the employers or Safehands Network Ltd.                           

Confidential information

You shall not disclose, either during or after the termination of your self-employment, any information of a confidential nature referring to the business, its clients or other employees. 

Terms and conditions for babysitting 

During self-employment and after the termination with Safehands you will not engage in the following:-

To operate independently in competition to Safehands Network Ltd or make any childcare related arrangements with customers and clients of Safehands without the prior consent of the Directors.

Bookings with babysitters introduced by or through Safehands should be made with or through the Safehands Head Office.  Babysitter’s offer of work will be terminated if they arrange or attempt to arrange bookings without first informing Safehands. The customer’s membership will be cancelled with immediate effect.  The customer and the babysitter will be liable in damages to compensate Safehands in respect of all past present and future losses that Safehands has or might suffer by reason of any breech of the undertaking.  All other agencies may be informed.

Babysitters will collect a fee from the employer (the customer) at the end of the sitting assignment for the hours they have worked.  Part hours are to be charged at full hourly rate after the first 15 minutes.  Babysitters are to telephone the exact hours they have worked into the office the following day.  Any babysitter found colluding with a customer to give incorrect times will be struck off the Safehands register and legal action will be taken to recover outstanding money.  Other agencies may be informed.

I have read this contract and agree to abide by the Safehands Code of Practice policy. 

Self-Employed Agent…………………        Safehands Network Ltd

Signature…………………………………         Signature……………………………

Date………………………………………           Date…………………………………..
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