
CONFIDENTIAL APPLICATION FOR EMPLOYMENT 

 1. APPLICATION

 POSITION APPLIED FOR ..........................................................................................................................................................................................

 DATE AVAILABLE TO TAKE UP EMPLOYMENT .....................................................................................................................................................

 SALARY REQUIRED ...................................................................................................................................................................................................

 2. PREPARED TO WORK

 FULL TIME	  	 PART TIME	  

 3. Personal details 

 FIRST NAME .........................................................................................  LAST NAME ..............................................................................................

 ADDRESS ...................................................................................................................................................................................................................
	     ...................................................................................................................................................................................................................
	     .............................................................................................   POSTCODE ..............................................................................................

 TELEPHONE NUMBERS	 PRIVATE .........................................................................................................................................................................
			   MOBILE .........................................................................................................................................................................
 E-MAIL ........................................................................................................................................................................................................................

 DO YOU OWN A CAR? 	 YES      		 NO      		 HAVE A CURRENT DRIVING LICENCE? 	 YES             NO    
							       PROVISIONAL 				    YES             NO    		
							       FULL					     YES             NO    
 

 4. SECONDARY EDUCATION

                               SCHOOL NAME/ADDRESS				    EXAMINATIONS (SUBJECT/RESULT ETC)
 ....................................................................................................................................................................................................................................
 ....................................................................................................................................................................................................................................
 ....................................................................................................................................................................................................................................
 ....................................................................................................................................................................................................................................
 ....................................................................................................................................................................................................................................
 ....................................................................................................................................................................................................................................
 ....................................................................................................................................................................................................................................
 ....................................................................................................................................................................................................................................
 ....................................................................................................................................................................................................................................

 5. FURTHER EDUCATION OR APPRENTICESHIPS 
  
                           COLLEGE OR TRAINING PROVIDER				         QUALIFICATIONS ACHIEVED
 ....................................................................................................................................................................................................................................
 ....................................................................................................................................................................................................................................
 ....................................................................................................................................................................................................................................
 ....................................................................................................................................................................................................................................
 ....................................................................................................................................................................................................................................
 ....................................................................................................................................................................................................................................
 ....................................................................................................................................................................................................................................



 6. TRAINING COURSES COMPLETED 

                                        TRAINING BODY					         	      COURSE TITLE 
 ....................................................................................................................................................................................................................................
 ....................................................................................................................................................................................................................................
 ....................................................................................................................................................................................................................................
 ....................................................................................................................................................................................................................................
 ....................................................................................................................................................................................................................................
 ....................................................................................................................................................................................................................................
 ....................................................................................................................................................................................................................................
 ....................................................................................................................................................................................................................................
 ....................................................................................................................................................................................................................................

 7. EMPLOYMENT 

 PRESENT/LAST EMPLOYER .....................................................................................................................................................................................

 CURRENT/PREVIOUS EMPLOYMENT	 START DATE ...................................................	 END DATE .........................................................

 ADDRESS ...................................................................................................................................................................................................................
	     ...................................................................................................................................................................................................................
	     .............................................................................................   POSTCODE ..............................................................................................

 JOB TITLE ...................................................................................................................................................................................................................

 DUTIES/RESPONSIBILITIES ......................................................................................................................................................................................
 ......................................................................................................................................................................................................................................
 ......................................................................................................................................................................................................................................

 REASON FOR LEAVING ...........................................................................................................................................................................................

 FINISHING PAY	 £.....................................................................................................................................................................................................

 OTHER MOST RECENT EMPLOYER ........................................................................................................................................................................

 PREVIOUS EMPLOYMENT		  START DATE ...................................................	 END DATE .........................................................

 ADDRESS ...................................................................................................................................................................................................................
	     ...................................................................................................................................................................................................................
	     .............................................................................................   POSTCODE ..............................................................................................

 JOB TITLE ...................................................................................................................................................................................................................

 DUTIES/RESPONSIBILITIES ......................................................................................................................................................................................
 ......................................................................................................................................................................................................................................
 ......................................................................................................................................................................................................................................

 REASON FOR LEAVING ...........................................................................................................................................................................................

 FINISHING PAY	 £.....................................................................................................................................................................................................

 OTHER MOST RECENT EMPLOYER ........................................................................................................................................................................

 PREVIOUS EMPLOYMENT		  START DATE ...................................................	 END DATE .........................................................

 ADDRESS ...................................................................................................................................................................................................................
	     ...................................................................................................................................................................................................................
	     .............................................................................................   POSTCODE ..............................................................................................

 JOB TITLE ...................................................................................................................................................................................................................

 DUTIES/RESPONSIBILITIES ......................................................................................................................................................................................
 ......................................................................................................................................................................................................................................
 ......................................................................................................................................................................................................................................

 REASON FOR LEAVING ...........................................................................................................................................................................................

 FINISHING PAY	 £.....................................................................................................................................................................................................



 8. GENERAL 

 INTERESTS/HOBBIES (GIVE DETAILS OF PASTIMES, SPORTS, ETC)
 ....................................................................................................................................................................................................................................
 ....................................................................................................................................................................................................................................
 ....................................................................................................................................................................................................................................
 ....................................................................................................................................................................................................................................
 ....................................................................................................................................................................................................................................

 DO YOU HAVE ANY CONVICTIONS, CAUTIONS, REPRIMANDS, OR FINAL WARNING THAT ARE NOT
 “PROTECTED” AS DEFINED BY THE REHABILITATION OF OFFENDERS ACT 1974 (EXCEPTIONS) 
 ORDER 1975 (AS AMENDED IN 2013)?								        YES             NO    

 THE AMENDMENTS TO THE EXCEPTIONS ORDER 1975 (2013) PROVIDE THAT CERTAIN SPENT CONVICTIONS AND 
 CAUTIONS ARE “PROTECTED” AND ARE NOT SUBJECT TO DISCLOSURE TO EMPLOYERS, AND CANNOT BE TAKEN INTO  
 ACCOUNT.
 GUIDANCE AND CRITERIA ON THE FILTERING OF THESE CAUTIONS AND CONVICTIONS CAN BE FOUND ON THE 
 DISCLOSURE AND BARRING WEBSITE.

 (DECLARATION SUBJECT TO THE REHABILITATION OF OFFENDERS ACT 1974)

 IF YES, GIVE DETAILS 
 ....................................................................................................................................................................................................................................
 ....................................................................................................................................................................................................................................
 ....................................................................................................................................................................................................................................

 IF OFFERED THIS POSITION WILL YOU CONTINUE TO DO ANY OTHER WORK?			   YES             NO    

 IF YES, GIVE DETAILS 
 ....................................................................................................................................................................................................................................
 ....................................................................................................................................................................................................................................
 ....................................................................................................................................................................................................................................

 9. PERMISSION TO WORK IN THE UK  
	
 ARE THERE ANY RESTRICTIONS TO YOUR RESIDENCE IN THE UK THAT MIGHT AFFECT YOUR 		  YES             NO    
 RIGHT TO TAKE UP EMPLOYMENT IN THE UK?

 IF YOU ARE SUCCESSFUL IN YOUR APPLICATION WOULD YOU REQUIRE PERMISSION TO 		  YES             NO    
 WORK IN THE UK?

 10. REFEREES  
	
 1. WORK REFERENCE - NOT MEMBERS OF YOUR OWN FAMILY

 FIRST NAME ...............................................................................................................................................................................................................

 ADDRESS ...................................................................................................................................................................................................................
 ..................................................................................................................	 POSTCODE ......................................................................................

 ORGANISATION .......................................................................................................................................................................................................

 OCCUPATION ...........................................................................................................................................................................................................

 TELEPHONE NUMBER ...........................................................................	 EMAIL ADDRESS .............................................................................

  2. WORK REFERENCE - NOT MEMBERS OF YOUR OWN FAMILY

 FIRST NAME ...............................................................................................................................................................................................................

 ADDRESS ...................................................................................................................................................................................................................
 ..................................................................................................................	 POSTCODE ......................................................................................

 ORGANISATION .......................................................................................................................................................................................................

 OCCUPATION ...........................................................................................................................................................................................................

 TELEPHONE NUMBER ...........................................................................	 EMAIL ADDRESS .............................................................................



 11. ADDITIONAL PERSONAL DETAILS  
	
 NATIONAL INSURANCE NUMBER ..........................................................................................................................................................................

 12. RECRUITMENT POLICY 
	
 IT IS THE ORGANISATION’S POLICY TO EMPLOY THE BEST QUALIFIED PERSONNEL AND PROVIDE EQUAL OPPORTUNITY
 FOR THE ADVANCEMENT OF EMPLOYEE INCLUDING PROMOTION AND TRAINING AND NOT TO DISCRIMINATE 
 AGAINST ANY PERSON BECAUSE OF RACE, COLOUR, ETHNIC ORIGIN, NATIONAL ORIGIN, SEX, SEXUAL ORIENTATION,
 RELIGION OR BELIEF, PREGNANCY, TRANS-GENDER STATUS, MARITAL OR CIVIL PARTNERSHIP STATUS, AGE OR
 DISABILITY.

 I AUTHORISE THE ORGANISATION TO OBTAIN REFERENCES TO SUPPORT THIS APPLICATION ONCE AN OFFER HAS BEEN
 MADE AND ACCEPTED AND RELEASE THE ORGANISATION AND REFEREES FROM ANY LIABILITY CAUSED BY GIVING
 AND RECEIVING INFORMATION.

 DECLARATION		  I CONFIRM THAT THE INFORMATION GIVEN ON THIS FORM IS, TO THE BEST OF MY
			   KNOWLEDGE, TRUE AND COMPLETE. ANY FALSE STATEMENT WILL BE SUFFICIENT CAUSE FOR
			   REJECTION, OR IF EMPLOYED, DISMISSAL.

			   SIGNATURE .................................................................................... DATE ...................................................................



 13. FOR OFFICE USE ONLY
	
 STARTING DATE ........................................................................................................................................................................................................
 
 JOB OFFERED ...........................................................................................................................................................................................................

 PAY ..............................................................................................................................................................................................................................

 HOURS OF WORK .....................................................................................................................................................................................................

 PROOF OF RIGHT TO WORK	 YES      	NO    

 DETAIL ........................................................................................................................................................................................................................

 P45 OR P46 			   YES      	NO    

 PENSION ENTRY DATE .............................................................................................................................................................................................

 REFERENCES REQUIRED 	           1) 	YES      	NO    		  2)    YES      	 NO    

 PROOF OF QUALIFICATIONS .................................................................................................................................................................................

 14. interviewer’s use only 
	
					     POOR 		  1	 2	 3	 4	 5	 EXCELLENT

 APPEARANCE						      	 	 	 	 

 COMMUNICATION					     	 	 	 	 

 EXPERIENCE 						      	 	 	 	 

 CO-OPERATION 					     	 	 	 	 

 TRADE TEST (IF DONE)					     	 	 	 	 

 PORTFOLIO (IF USED) 	 				    	 	 	 	 

 OVERALL 						      	 	 	 	 

 OTHER COMMENTS 

 ......................................................................................................................................................................................................................................
 ......................................................................................................................................................................................................................................
 ......................................................................................................................................................................................................................................
 ......................................................................................................................................................................................................................................
 ......................................................................................................................................................................................................................................
 ......................................................................................................................................................................................................................................
 ......................................................................................................................................................................................................................................
 ......................................................................................................................................................................................................................................
 ......................................................................................................................................................................................................................................
 ......................................................................................................................................................................................................................................
 ......................................................................................................................................................................................................................................
 ......................................................................................................................................................................................................................................
 ......................................................................................................................................................................................................................................
 ......................................................................................................................................................................................................................................
 ......................................................................................................................................................................................................................................
 ......................................................................................................................................................................................................................................
 ......................................................................................................................................................................................................................................
 ......................................................................................................................................................................................................................................
 ......................................................................................................................................................................................................................................

 SIGNATURE (1) ...........................................................................................................................................................................................................

 SIGNATURE (2) ...........................................................................................................................................................................................................


