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Application for Employment

Please complete all sections of this application form clearly.  Please do not include a CV with your application form as this will not be used.
Completed forms should be returned to: 
Guidance notes to some of the questions are included on the final page.
	Position Applied for:
	


PERSONAL DETAILS

	Surname:
	Title:

	Forename(s):

	Address:

                                                 Postcode:



	Telephone No:
	Mobile No:

	Email:

	Preferred method of contact:


GENERAL
	Are you entitled to work in the United Kingdom?  You will be required to provide evidence at interview stage (see guidance notes).
	

	Do you have any unspent criminal convictions? If yes, please give details (see guidance notes).

	

	Please state how many days/periods you have been sick over the last 12 months.  Please give details.

	

	When are you available to start work?


	

	Do you have any holidays already arranged?  If so, please list dates and duration


	

	Do you hold a current driving licence, and if so, do you have any penalty points?


	

	Would you require any reasonable adjustments to be made in order for you to meet the requirements of the job? If yes, please give details (See guidance notes).

Note that information provided here will not have a negative impact on your application; it will be used to ensure that we consider reasonable adjustments to accommodate you both at interview stage, and in your job (should you be successful).

	

	Where did you hear of this vacancy?


	


	Please explain your reason(s) for applying for this position:




	AVAILABILITY
Please state your availability for each day e.g. all day, in the morning until 12.30pm, between 10.00am - 3.00pm, not available etc
Monday:             ………………………………………………………………………………

Tuesday:            ………………………………………………………………………………

Wednesday:       ………………………………………………………………………………

Thursday:           ………………………………………………………………………………

Friday:                ………………………………………………………………………………

Saturday:            ………………………………………………………………………………

Sunday:              ………………………………………………………………………………



REFERENCES

(Please provide the names and addresses of two referees (excluding relatives), one of which must be your latest employer, or if this is your first job since leaving education, your course tutor.
	Name:
	Name:

	Job title:
	Job title:

	Address (including company name if a previous employer):


	Address (including company name if a previous employer):



	Postcode: 
	Postcode:


EDUCATIONAL QUALIFICATIONS
You may need to show certificates if invited for interview.  Continue on a separate sheet if necessary.
	Qualification:
	Result:
	Certificates available

Yes / No

	
	
	


EMPLOYMENT HISTORY 

(Please start with your current or most recent position)

	Employers name:
	Dates employed from & to (mth/yr) (Dates are required for verification purposes)
	Job title & brief description of duties

	
	
	


SKILLS, ABILITIES & PERSONAL QUALITIES
(Please provide further information in support of your application. We are particularly interested in what skills, abilities and personal qualities you can bring to our organisation, and what previous experience you have had which you believe is relevant to the post.  Continue on a separate sheet if necessary.
	


DATA PROTECTION
By signing and returning this form, you consent to the organisation using and keeping information about you relating to your application and future employment.  Such information may include data relating to your health, ethnic origin and other sensitive data.  Data held concerning you will be retained for a period of 6 months in the event of your application being unsuccessful.  If your application is successful, the form will be retained and will form part of the organisation’s personnel records.

In either case, data will be retained in a secure place and will not be disclosed to any third party without your consent, except when the organisation is required by law to disclose such information.

DECLARATION
By signing below I confirm that all the information given on this form is complete and true to the best of my knowledge and belief.  I am aware that a deliberate attempt to falsify information will disqualify my application or may lead to dismissal.

	Signature:
	Date:


GUIDANCE NOTES TO HELP YOU COMPLETE THIS APPLICATION FORM
Criminal Offences (page 2)

It is important that you disclose any unspent criminal convictions you may have.  This will not necessarily affect your application as we consider each case on its own merits.  Failure to disclose any convictions may affect your employment if it later becomes known to us.

Documentary Evidence of Legal Right to Work in the UK (page 2)

Relevant documents include full birth certificate, passport, identity card, residence permit or some other official document from the Home Office.

Reasonable Adjustments (page 2)

These may be required for applicants with disabilities and may, for example, relate to lighting, seating, work station, environment, working methods, lifting etc.

Employment History (page 4)
Provide  information on all employment/training since leaving full time education and continue on a separate sheet if necessary. Dates should be “from” and “to.” 

Qualifications (Page 4)

Please provide information on any qualifications you have gained.  You may be required to provide documentary evidence (e.g. certificates) at interview stage.

Skills, Abilities and Personal Qualities (page 5)

This section is very important and you should use this to highlight why you consider you are suitable for employment with us in the position applied for. You may refer to any voluntary work or your interests/hobbies.
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