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For Human Resources use only

	Job Ref:
	
	
	Level of 'Disclosure' required for post

(CRB / CRBS Check):
	
	
	Applicant Reference Number:
	


Confidential

Application for Employment

Please read through this form and related job papers before completing. Use black ink/ball point or typeface so it can be photocopied. 
Post for which you are applying:

	Post:
Where did you see it advertised?


Personal Details
	Title:


	Home address and postcode:



	Surname:


	

	First name:


	

	National Insurance No:


	

	Home Telephone number:
	Mobile telephone number:
Work telephone number:
	Email address:




For Human Resources use only

	Job Number:
	
	
	Level of 'Disclosure' required for post

(CRB / CRBS Check):
	
	
	Applicant Reference Number:
	


CONFIDENTIAL APPLICATION FORM

Current or most recent employment

(This may be a voluntary role)
	Job title:



	Start date:
	Leaving date or notice required:



	Current salary:
	Grade (if applicable):



	Employer's name and address:

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               

	Duties and responsibilities:



	Reason for leaving:




Employment History

Please state the most recent after that shown under 'Current or most recent employment'.  Please copy and attach additional pages as necessary, providing the same information outlined below.

	Job title:



	Start date:
	Leaving date:



	Final salary:
	Grade (if applicable):



	Employer's name and address:



	Duties and responsibilities:



	Reason for leaving:




	Job title:



	Start date:
	Leaving date:



	Final salary:
	Grade (if applicable):



	Employer's name and address:



	Duties and responsibilities:



	Reason for leaving:




Education

Please state qualifications (for which you may later need to provide evidence.)  Please attach additional pages as necessary, providing the same information outlined below.

	Schools, Colleges, Universities or Institute of Further Education attended (including part-time)
	Dates

From:
	To:
	Qualifications gained including subjects, grades or results expected

	
	
	
	


	Any other relevant qualifications, voluntary and community work or records of achievement (e.g. courses attended), including membership and status of any relevant Professional or Technical Association.

	


General experience and further information

(Please attach additional sheets as necessary)

Please use this section to tell us how you meet the requirements of the Person Specification and the Job Description.  Give as much information as necessary to demonstrate the skills, experience and knowledge you have gained.  This could include voluntary work, leisure interests and any other activities that you consider relevant to this position.  Please note that Contact is committed to making reasonable adjustments to allow candidates with a disability to meet the requirements of the role. 
	


Additional information
	Have you a full clean driving license? (if applicable to the post)


	Yes / No



	Do you have use of a vehicle? (if applicable to the post)


	Yes / No

	Do you require a work permit? 

In line with Section 8 of the Asylum & Immigration Act 1996, Contact will require all successful candidates, (regardless of nationality or ethnicity) to provide original evidence of their identity and/or entitlement to work in the UK on receipt of an offer of employment.  Contact is entitled under the Act to refuse employment to any person unable to establish their right to work in the UK.


	Yes / No


References

Applicants are requested to supply below, the names of two people, excluding relatives and personal friends who can be approached for references.  By providing the names you are giving permission for us to approach the referees in accordance with our reference policy, which can be made available on request. 
	Referee 1:
May we approach before Interview?    
Yes / No
	Referee 2: 
May we approach before Interview?    

Yes / No

	Name:


	Name:

	Position held:


	Position held:

	Address:

E-mail address (if applicable):


	Address:

E-mail address (if applicable):



	Telephone number:

Extension (if applicable):
	Telephone number:

Extension (if applicable):


Signature

	I declare that the information given in this Application Form and Criminal Record Declaration is true and complete.  I understand that any false statement may be sufficient cause for rejection, or if employed, dismissal.  
Signed: ____________________________________    Date:  ___________________




For all applicants
Criminal Records Declaration
It is Contact policy to carry out a CRB check on all staff. Under the Rehabilitation of Offenders Act 1974, you are required to give details of any current convictions which are not classed as ‘spent’.  Failure to disclose relevant information may lead to the withdrawal of an offer of appointment or if employed, dismissal.
(this document is not included in the short-listing process)
Name:  ___________________________________

	Do you have any current/previous criminal convictions or any pending cases?  (Do not include any convictions that are now 'spent' under the Rehabilitation of Offenders Act 1974)  

	NO

Please indicate in box


	
	YES

Please indicate in box
	

	If 'Yes', please give details, including dates, in the space below (continue on a separate sheet if necessary):




Signature:  ______________________________
Date:  ________________________
Completed forms to be returned to:


Human Resources Department







Contact







209 - 211 City Road








London EC1V 1JN








Please mark the envelope with the name of the post
Email  to:                                                                            hr.team@contact.org.uk
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