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Private & Confidential
APPLICATION FOR EMPLOYMENT FORM
	Vacancy applied for: 

Location of Vacancy:

Where did you see the vacancy advertised?



PERSONAL DETAILS

	Surname:


	Forenames:

	Tel No: 


	Mobile No:

	Address: 



	Postcode: 


	Email : 

	National Insurance No:

	

	Do you hold a current driving licence?  
 
	Yes/No

	Do you have access to a vehicle for work use?  
	Yes/No

	If there are any endorsements on your driving licence, please give details below:




EDUCATION
Please list all school education, further and higher education, detailing – where, dates from and to, any examinations taken and grades achieved. 

Dates attended

	From

(Year)
	To

(Year)
	Name and address of high school (s) attended
	Qualifications and dates obtained

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	From

(Year)
	To

(Year)
	Name and address of colleges/universities attended
	Qualifications and dates obtained

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


OTHER TRAINING

e.g. NVQ’s or other relevant specialist training and short courses
	Date 

Attended

(Year)
	Duration
	Course title or subject covered 
	Grade/level obtained

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


PREVIOUS EMPLOYMENT 

Please show most recent first, accounting for any breaks in the employment, please continue on a separate sheet if necessary

	Dates

From
	Dates   To
	Job Title & Salary Details
	Name and Address of Employer
	Reason for Leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Membership of professional or technical associations/bodies (where appropriate)
	Name of professional association or technical association/body
	Membership Status
	Membership Number

	
	
	

	
	
	


Statement in support of your application
We cannot stress too strongly how important it is that you provide below a detailed letter supporting your application, it does have a considerable influence on who is finally short-listed.  This is your chance to ‘sell’ yourself to us.  Please include the reason why you are applying for the post, what you feel you have to offer, a little about yourself and your interests and so on.  Please continue on an extra sheet if necessary.
REFEREES

Please give the names and addresses of two people you know in a professional context, who are in a position to comment on your suitability as a candidate for this role, but who are not closely related to you. One should be your current or most recent employer 
	1
	Name: 



	
	Job Title: 



	
	Occupation or relationship to you (e.g. Line Manager):



	
	Address:



	
	Telephone Number: 



	
	Email Address: 



	
	Please indicate if we can contact prior to interview: Yes/No

	2
	Name:


	
	Job Title:



	
	Occupation or relationship to you (e.g. Line Manager)



	
	Address:



	
	Email Address: 



	
	Please indicate if we can contact prior to interview: Yes/No


Disclosure of convictions/cautions/warnings
Due to the nature of the work of The Benjamin Foundation with children and vulnerable adults, the majority of positions are exempt from those provisions of the Rehabilitations of Offenders Act, 1974 that allows convictions to be regarded as ‘spent’. Furthermore, because the duties of the job may involve substantial access to children or vulnerable adults, any appointment is subject to a check of police records. All applicants must state whether they have any convictions, cautions, or bind-overs by completing the Disclosure and Barring Service Check Self Declaration Form.  Any information given will be treated in the complete confidence. Any failure to declare any convictions, cautions or bind-overs which subsequently come to light may lead to withdrawal of any offer of employment, or to disciplinary action which may lead to dismissal. 
The Benjamin Foundation is an equal opportunities employer and welcomes applicants from all backgrounds as well as ex service users.

Applicants are required to state whether they have any convictions/warnings:

(Please tick whichever applies)


I have none to declare


I have information to declare and have attached a sealed envelope                                  containing details.
Have you ever been requested to attend a disciplinary hearing where a sanction      

or penalty has been imposed against you?   Yes/No
Are there any criminal or employment disciplinary proceedings pending against you?   Yes/No
PROOF OF ELIGIBILITY

	Please send the completed application with the Equal Opportunities monitoring form, marked confidential to:

Human Resources Department

The Benjamin Foundation

23 – 27 St Andrews Streets
Norwich

Norfolk

NR2 4TP
OR by email to: recruitment@benjaminfoundation.co.uk marked confidential

The contents of this form will be treated as confidential.


Signed: 
                                              Date: 

	


Office Use Only:
	Shortlisted by: 
	                                                  

	Interview Date/s:
	

	Offer made Date:
	

	Commencement Date:
	


Documents to Prove Eligibility to Work in the UK

 You will need to demonstrate either:


	


	



List A 

Documents which show an ongoing right to work 
1) Any one from the following list of documents is acceptable: 
• A passport showing that the holder, or a person named in the passport as the child of the holder, is a British citizen or a citizen of the United Kingdom and Colonies having the right of abode in the United Kingdom. A passport stating that the holder is a ‘citizen of the United Kingdom and Colonies’ will only be acceptable if it includes the words: ‘holder has the right of abode in the United Kingdom.’ 
· A passport or national identity card showing that the holder, or a person named in the passport as the child of the holder, is a national of a European Economic Area country or Switzerland. 

· A residence permit, registration certificate or document certifying or indicating permanent residence issued by the Home Office or the Border and Immigration Agency to a national of a European Economic Area country or Switzerland. 

· A permanent residence card issued by the Home Office or the Border and Immigration Agency to the family member of a national of a European Economic Area country or Switzerland. 

· A Biometric Immigration Document issued by the Border and Immigration Agency to the holder which indicates that the person named in it is allowed to stay indefinitely in the United Kingdom, or has no time limit on their stay in the United Kingdom. 

· A passport or other travel document endorsed to show that the holder is exempt from immigration control, is allowed to stay indefinitely in the United Kingdom, has the right of abode in the United Kingdom, or has no time limit on their stay in the United Kingdom. 

2) OR a combination of one of the following: 
· An official document issued by a previous employer or Government agency, e.g. HM Revenue and Customs (formerly the Inland Revenue), the Department for Work and Pensions, Jobcentre Plus, the Employment Service, the Training and Employment Agency (Northern Ireland) or the Northern Ireland Social Security Agency, which contains the permanent National Insurance number and name of the person. A P45, P60, National Insurance number card, or a letter from a Government agency may be acceptable to demonstrate a person’s permanent National Insurance number in order to have this part of your excuse. 

3) PLUS one of the following: 
· An Immigration Status Document issued by the Home Office or the Border and Immigration Agency to the holder with an endorsement indicating that the person named in it is allowed to stay indefinitely in the United Kingdom or has no time limit on their stay in the United Kingdom 

· A full birth certificate issued in the United Kingdom which includes the name(s) of at least one of the holder’s parents 

· A full adoption certificate issued in the United Kingdom which includes the name(s) of at least one of the holder’s adoptive parents 

· A birth certificate issued in the Channel Islands, the Isle of Man or Ireland 

· An adoption certificate issued in the Channel Islands, the Isle of Man or Ireland 

· A certificate of registration or naturalisation as a British citizen 

· A letter issued by the Home Office or the Border and Immigration Agency to the holder which indicates that the person named in it is allowed to stay indefinitely in the United Kingdom. 

List B 

Documents which show a right to work for up to 12 months 
1) Any one of the documents below can demonstrate that a person is entitled to work in the UK for a limited period: 
· A passport or travel document endorsed to show that the holder is allowed to stay in the United Kingdom and is allowed to do the type of work in question, provided that it does not require the issue of a work permit. 

· A Biometric Immigration Document issued by the Border and Immigration Agency to the holder which indicates that the person named in it can stay in the United Kingdom and is allowed to do the work in question. 

· A residence card or document issued by the Home Office or the Border and Immigration Agency to a family member of a national of a European Economic Area country or Switzerland. 

2) OR a combination of documents from either the first, second or third option below can demonstrate that a person is entitled to work in the UK for a limited period: 
First Combination 
• A work permit or other approval to take employment issued by the Home Office or the Border and Immigration Agency 

Along with: 
• The actual permission from the Border and Immigration Agency for the person to take the employment in question, you must also ensure that the work permit applicant has been given leave to enter or remain in the UK. This will be in the form of: 

· a passport or another travel document endorsed to show the holder is allowed to stay in the United Kingdom and is allowed to do the work in question 

OR 
· a letter issued by the Home Office or the Border and Immigration Agency to the holder or the employer or prospective employer confirming the same 


Second Combination 

· A Certificate of Application issued by the Home Office or the Border and Immigration Agency to or for a family member of a national of a European Economic Area country or Switzerland stating that the holder is permitted to take employment which is less than 6 months old 

OR 

· An Application Registration Card issued by the Home Office or the Border and Immigration Agency stating that the holder is permitted to take employment 
EQUAL OPPORTUNITIES MONITORING FORM

The Benjamin Foundation is committed to promoting fairness and eliminating discriminations from recruitment and selection practices.  We will ensure that no applicant or employee receives less favourable treatment either directly or indirectly, on the grounds of age, race, disability, gender, marital status, religion or faith or sexual orientation. 

To monitor and audit the effective delivery of this commitment, The Benjamin Foundation requires all applicants to provide information asked for in this monitoring form.  This will only be used for this purpose, will form no part of the interview process and will play no part in our decision on who is selected for the vacancy. The information will be treated as confidential. 
	Name of the vacancy applied for:
	

	Gender: 
	

	Marital Status: 
	

	Ethnic Origin:
	Black-Asian      

Black-African/Carribean


Black-British/Other


White-British/European

White-Other

Mixed-              Other-please state

	Disability is described by the Disability Discrimination Act as: A physical or mental impairment, which has a substantial and long term adverse effect on a person’s ability to carry out normal day to day duties.  The disability could by physical, sensory, or mental and must be expected to last at least 12 months.
	

	Do you consider yourself to have a disability?   

If yes, please give details below:

	Yes/No

	
	














Under Section 8 of the Asylum and Immigration Act, we are required to check that all employees are eligible to work within the UK.





The documents that you are required to supply are detailed on Appendix A at the back of this application form.





Please record here, which of the documents you would be prepared to supply, and allow us to copy if you were offered a position within The Benjamin Foundation. Select either One from List One, or the relevant combination from List Two.  Please do not send any documents at this stage.





List A Documents





OR





List B Documents











An ongoing right to work 


�
�



By supplying: �
�



One document from section 1 of List A. 





OR 





a combination of one document from section 2 of List A 


PLUS one document from section 3 of List A. 


�
�






A right to work for up to 12 months 





By supplying: �
�



One document from section 1 of List B. 





OR 


A combination of documents from either the first, second or third option from 


Section 2 of List B. 


�
�
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