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	Application for Employment
Please write in block letters or type.

Where necessary continue your answers on a separate sheet of paper.

	Post you are applying for:

	Where did you see the job advertised:

	Surname:
	Forename:

	Address: 
	Home No:

	
	Work No:

	
	Mobile No:

	National Insurance No.
	Email:

	Education 

We reserve the right to request sight of original certificates relating to academic qualifications and to contact educational establishments to verify details given.

	General Education:
Level

Grade  

Year Obtained

Further education / Professional Qualifications.  Please provide dates.           



	Working in the UK



	Are you eligible to work in the UK/EEA?                                       YES / NO

	Do you need a work permit to work in the UK?                             YES / NO
If yes, please add further information:


	Do you require further leave to remain in the UK?                        YES / NO
If yes, please add further information:



	Employment History



	Starting with your most recent job, paid and/or unpaid, please list employment providing all of the details requested. It is important that you include periods of unemployment, and if you have been self employed you will be required to provide proof.

If you are shortlisted we will obtain references prior to interview which may cover a full five years history.  They could include time spent in education. In addition to information on ability and performance we will be seeking information on sickness absence.

	Title of Post:
	Salary:

	Name & Address of Employer:
	Business of Employer:

	
	Date commenced:

	
	Dated ended (if applicable):

	Please outline your responsibilities, to who you are responsible and staff responsible to you (if applicable):

	Reason for leaving or wishing to leave:

	Period of notice required:

	Name and address of employer


	Dates From –To


	Position


	Pay/

Benefits
	Reason for Leaving



	References

Please give names and address of two references, one of whom should be your current or most recent employer .

	1.


	2.

	Position held:
	Position held:

	Relationship:
	Relationship:

	Telephone No.
	Telephone No.

	Email address:
	Email address:

	If you are happy for Age UK HHB to seek a reference prior to interview please tick box. 
	If you are happy for Age UK HHB to seek a reference prior to interview please tick box.

	Reason for your Application
	

	Please state briefly why you are interested in applying for this post:



	Disability 

(we are using the word “disability” to include people with obvious disabilities and those with invisible disabilities or persistent  health problems)

	We are committed to equal opportunities in employment.  If you have a disability which requires the provision of specific facilities or adjustments to assist you during the interview process, please give details:



	Additional Information
	

	Please state any public service / duties:



	Do you hold a current clean UK driving licence? (If relevant to the post applied for)       YES/NO
If no, please add further information:



	Essential Information

	Please use this space to tell us how you meet each of the points on the Person Specification.  Please draw attention to aspects of your career, training courses attended, interests, ambitions etc., which make you suitable for a post in this field and provide recent examples. 

Please attach additional sheets if necessary.


	Rehabilitation of Offenders Act 1974

	If the job that you are applying for involves working with or has access to children or vulnerable adults or their records and falls within the scope of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975, we will require an enhanced disclosure from the Disclosure and Barring Service and need to have information from you regarding any previous, existing or pending convictions or cautions. The advert and/or job description will state that the job is exempt from the Rehabilitation of Offenders Act. If you are applying for such a job, you are not entitled to withhold information even if your conviction would normally be considered ‘spent’. 

Please answer Q1 and Q2


	1. Have you ever been cautioned or convicted for a criminal offence?                          YES / NO
           If yes, please add further information:


	2. Have you ever been disqualified from working with children or vulnerable adults?  YES / NO
           If yes, please add further information:



	If you do not disclose any criminal convictions or caution, including those ‘spent’ (if you are applying for an exempt role), it could result in withdrawal of the job offer, dismissal or disciplinary action by the organisation.

	Data Protection Statement

	This statement is written in compliance with Age UK HHB’s Privacy Notice for staff and volunteers, a copy of which is available on request.
The personal data you provide in your application and as part of the recruitment process will only be held and processed for the purposes for which we collected it, unless we reasonably consider that we need to use it for another reason and that reason is compatible with the original purpose.

We are a data controller and as such we are responsible for deciding how we hold and use personal information about you.  In collecting and processing your personal information, we will comply with the data protection law in force at the time.  This requires that the personal information we hold about you must be:

1.
Used lawfully, fairly and in a transparent way.

2.
Collected only for valid purposes that we have clearly explained to you and not used in any  

           way that is incompatible with those purposes.

3.
Relevant to the purposes we have told you about and limited only to those purposes.

4.
Accurate and kept up to date.

5.
Kept only as long as necessary for the purposes we have told you about.

6.
Kept securely.

We will collect, store, and use a variety of categories of personal information about you, including collecting, storing and using “special categories” of more sensitive personal information. All categories of personal information we collect and process are detailed in Age UK HHB’s Privacy Notice for staff and volunteers.

We will only retain your personal information for as long as necessary to fulfil the purposes we collected it for.  Details of retention periods for different aspects of your personal information are set out in Age UK HHB’s Privacy Notice for staff and volunteers. Should you be successful in your application, the information provided in this application, and any further information subsequently provided or gathered, will be used for the purposes set out in Age UK HHB’s Privacy Notice for staff and volunteers.
In any circumstances where you may have provided your consent to the collection, processing and transfer of your personal information for a specific purpose, you have the right to withdraw your consent for that specific processing at any time.


	Signature

	The information given in this application is, to the best of my knowledge, true and correct. I understand that any false declarations, deliberate omissions and misrepresentations may lead to my application being rejected, the withdrawal of a job offer or termination of employment.
I understand that any offer of employment is subject to Age UK HHB being satisfied with the results of all such checks as it considers reasonable and relevant including references, eligibility to work in the UK and criminal convictions, and as such I give my permission for AGE UK HHB to investigate as necessary, if job related.
Canvassing will disqualify your application.

	Signature of applicant:
	Date:
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