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APPLICATION FOR EMPLOYMENT

PLEASE USE BLACK INK AND BLOCK LETTERS OR TYPESCRIPT WHEN COMPLETING THIS FORM
	1   POST DETAILS

	POST DESIGNATION
	
	REFERENCE NO

(IF APPLICABLE)
	


	2   PERSONAL DETAILS

	SURNAME:
	
	TITLE:  Mr/Mrs/Miss/Ms
	

	FORENAMES:
	
	FORMER NAME:
	

	ADDRESS:


	
	NATIONALITY:
	

	
	
	ARE YOU CURRENTLY ELIGIBLE FOR EMPLOYMENT IN THE UK (PLEASE SEE ATTACHED ACCEPTABLE DOCUMENTS TO PROVIDE ENTITLEMENT TO WORK IN THE UK):
                       YES    FORMCHECKBOX 
          NO      FORMCHECKBOX 

	

	POSTCODE:
	
	NATIONAL INSURANCE NO:
	

	TELEPHONE NO:
	
	DO YOU HOLD A CURRENT DRIVING LICENCE:
	

	MOBILE NUMBER:
	
	TYPE OF LICENCE:
	

	E-MAIL ADDRESS:
	
	DOES YOUR LICENCE HAVE 

PENALTY POINT ENDORSEMENTS:
	


	3   EDUCATION – SECONDARY (SCOTVEC MODULES, STANDARD GRADES, HIGHERS ETC)

	DATES:
	QUALIFICATIONS:

	
	

	
	

	
	

	
	


	3A EDUCATION – FURTHER / VOCATIONAL / HIGHER (SVQ, SNC, HNC, HND, DEGREE ETC)

	DATES:
	COLLEGE/UNIVERSITY
	QUALIFICATIONS:

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	4   MEMBERSHIP OF PROFESSIONAL INSTITUTES
	DATE AWARDED

	NAME OF INSTITUTE (S)
	CURRENT STATUS
	DAY MONTH YEAR

	
	
	

	
	
	

	
	
	


	5   PARTICULARS OF FORMAL TRAINING OR APPRENTICESHIP (S)
	DATE AWARDED

	DETAILS:
	DAY MONTH YEAR

	
	

	
	

	
	


	6   CURRENT EMPLOYMENT

	ARE YOU CURRENTLY IN:

	PART TIME / FULL TIME EDUCATION  FORMCHECKBOX 

UNEMPLOYED  FORMCHECKBOX 

IN EMPLOYMENT  FORMCHECKBOX 


	PLEASE GIVE DETAILS:
	

	EMPLOYER’S NAME:
	
	POSITION HELD:
	

	ADDRESS:
	
	COMMENCE DATE:
	

	
	
	CURRENT SALARY:
	

	POSTCODE:
	
	NOTICE REQUIRED:
	

	TELEPHONE NO:
	
	PLEASE TICK THE BOX IF YOU HAVE ANY OBJECTION TO YOUR CURRENT 
EMPLOYER BEING CONTACTED PRIOR TO YOUR INTERVIEW
 FORMCHECKBOX 



	6A PREVIOUS EMPLOYMENT
	GIVE DETAILS OF ALL PREVIOUS EMPLOYMENT, STARTING WITH YOUR MOST RECENT INCLUDING SERVICE IN 

H.M. FORCES, PERIODS OF UNEMPLOYMENT AND RELEVANT VOCATIONAL OR VOLUNTARY WORK

	EMPLOYERS NAME & ADDRESS
	POSITION HELD
	SALARY GRADE

(IF APPLICABLE)
	EXACT DATE

D.M.Y – D.M Y
	REASON FOR LEAVING

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	7   STATE HOW YOUR EXPERIENCE, SKILLS & TRAINING BOTH INSIDE AND OUTSIDE WORK MAKE YOUR APPLICATION FOR THIS POST PARTICULARLY RELEVANT

	

	CONTINUE ON A SEPARATE SHEET OF PAPER IF REQUIRED

PLEASE REMEMBER TO INCLUDE YOUR NAME AND DETAILS OF THE POST APPLIED FOR ON ADDITIONAL SHEETS


	8   LIST ALL YOUR HOBBIES AND INTERESTS

	


	9   ASSISTANCE FOR PEOPLE WITH DISABILITIES

	DO YOU CONSIDER YOURSELF TO HAVE A DISABILITY?  
	YES    FORMCHECKBOX 
          NO      FORMCHECKBOX 


	DO YOU REQUIRE ANY SPECIAL ARRANGEMENTS FOR INTERVIEW (E.G. WHEELCHAIR ACCESS)? PLEASE STATE[image: image2.png]



	YES    FORMCHECKBOX 
          NO      FORMCHECKBOX 


	IF YOU ANSWERED YES TO ABOVE QUESTION, PLEASE SUPPLY BRIEF DETAILS




	10 EQUALITY AND DIVERSITY MONITORING 

	THIS COMPANY IS AN EQUALITY EMPLOYER; PLEASE FILL OUT ENCLOSED EQUALITY AND DIVERSITY MONITORING FORM
ALL DECISIONS ON RECRUITMENT ARE BASED SOLELY ON THE MERITS AND ABILITIES OF EACH APPLICANT, REGARDLESS OF SEX, MARITAL STATUS, RELIGION, COLOUR, ETHNIC ORIGIN, RACE OR DISABIILTY


	11 ADVERTISING SOURCE

	HOW DID YOU LEARN OF THIS VACANCY?


	12 REHABILITATION OF OFFENDERS ACT 1974 THE REHABILITATION OF OFFENDERS ACT 1974 (EXCEPTIONS) ORDER 1975 AS AMENDED APPLIES TO MANY POSTS, PARTICILARLY PROJECTS THAT PROVIDE EDUCATION OR SOCIAL SERVICES 

	VETTING BY DISCLOSURE SCOTLAND

IF YOU WORK IN REGULATED WORK (CHILDREN AND/OR PROTECTED ADULTS) YOU WILL BE SUBJECT TO OBTAINING A SATIFACTORY PVG.  A NUMBER OF POSTS MAY REQUIRE A STANDARD/BASIC DISCLOSURE 



	13 REFEREES
	NAME, ADDRESS & OCCUPATION OF 3 REFEREES, 2 OF WHOM SHOULD KNOW YOU IN A WORK CAPACITY, IF PREVIOUSLY EMPLOYED

PLEASE TICK TE BOX IF YOU HAVE ANY OBJECTIONS TO A REFEREE BEING CONTACTED PRIOR TO INTERVIEW

	NAME & E-MAIL
TELEPHONE NUMBER
	
	OCCUPATION

 FORMCHECKBOX 


	NAME & E-MAIL
TELEPHONE NUMBER
	
	OCCUPATION

 FORMCHECKBOX 


	NAME & E-MAIL
TELEPHONE NUMBER
	
	OCCUPATION

 FORMCHECKBOX 



	14 DECLARATION READ CAREFULLY

	I CERTIFY THAT ALL INFORMATION CONTAINED IN THIS FORM IS TRUE AND CORRECT TO THE BEST OF MY KNOWLEDGE

I REALISE THAT FALSE INFORMATION OR OMMISSIONS MAY LEAD TO DISMISSAL WITHOUT NOTICE, I AGREE TO INFORM THE ORGANISATION IF THERE IS ANY CHANGES TO WHAT I HAVE STATED 

	SIGNATURE
	
	DATE
	


WHEN COMPLETED, PLEASE RETURN TO 
info@the-trust.org.uk OR PERSONNEL DEPARTMENT


INVERCLYDE COMMUNITY DEVELOPMENT TRUST


WESTBURN CENTRE, 


175 DALRYMPLE STREET GREENOCK     PA15 1JZ

ASYLUM & IMMIGRATION ACT 1996

ACCEPTABLE DOCUMENTS TO PROVE ENTITLEMENT TO WORK IN THE UK

All candidates who have been offered a job with Inverclyde Community Development Trust are required to provide evidence of their entitlement to work in the UK.

Candidates can either provide ONE document from LIST 1 or TWO documents from LIST 2

Please note – if you have been successful for a post working with children or vulnerable adults and are required to undergo a Disclosure Scotland check, the proof of identity that you are required to provide this purpose may also be sufficient to evidence your entitlement to work in the UK.

	LIST 1

	1. A UK passport describing the holder as a British citizen or as a citizen of the UK and Colonies having the right of abode in the UK.



	2. A passport containing a certificate of entitlement issued by, or on behalf of, the UK Government, certifying that the holder has the right of abode in the UK.



	3. 3.
A passport or national identity card describing the holder as a national of a European Economic Area country, namely Austria, Belgium, Cyprus, Czech Republic, Denmark, Estonia, Finland, France, Germany, Greece, Hungary, Iceland, Irish Republic, Italy, Latvia, Liechtenstein, Lithuania, Luxembourg, Malta, Netherlands, Norway, Poland, Portugal, Slovenia, Slovakia, Spain, Sweden, Switzerland and the UK.
NB while Switzerland is not in the EEA, Swiss nationals have the same rights as                                                    EEA nationals.
       Nationals of Romania and Bulgaria that joined the EU on 1 January 2007 generally must not start working in the UK before they get authorisation from the UK Border Agency.

	4. A residence permit issued by the Home Office/ UK Border Agency to a national from a European Economic Area country or Switzerland which confirms that the holder has rights of entry to or residence in the UK.

	5. A passport, travel or residence document issued by the Home Office / UK Border Agency which has an endorsement stating that the holder has a current right of residence in the UK as a family member of a national from a European Economic Area country or Switzerland, who is resident in the UK.



	6. A passport or other travel document endorsed to show that the holder is exempt from immigration control, and has Indefinite Leave to Enter or Remain in the UK, or has no time limit on their stay.



	7. A passport or other travel document endorsed to show that the holder has current leave to enter, or remain in, the UK, AND is permitted to do the type of work in question, provided that it does not require the issue of a work permit.



	8. An Application Registration Card (ARC) issued by the Home Office / UK Border Agency to an asylum seeker stating that the holder is permitted to take employment.

	LIST 2

	First Combination

	1. A document giving the person’s name and permanent National Insurance Number.  Only a P45, P60, National Insurance Card, or a letter from a Government Agency is acceptable.



	AND, one other document listed below:

	2. A full birth certificate issued in the UK, which specifies the names of the holder’s parents.



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



	4. A certificate of registration or naturalisation stating that the holder is a British citizen.



	5. A letter issued by the Home Office / UK Border Agency to the holder, which indicates that the person named in it has been granted Indefinite Leave to Enter or Remain in the UK, or has no time limit on their stay e.g. asylum applicants that have been granted refugee status. (Note: The Home Office stopped issuing letters by the end of 2004.  Individuals after this date will have received an ISD – see below)



	6. An Immigration Status Document (ISD) issued by the Home Office / UK Border Agency, endorsed with a UK Residence Permit, which indicates that the holder has been granted Indefinite Leave to Enter or Remain in the UK, or has no time limit on their stay



	7. A letter issued by the Home Office / UK Border Agency to the holder, which indicates that the person named in it has been granted Indefinite Leave to Enter or Remain in the UK, or has no time limit on their stay AND is permitted to do the type of work in question. (Note: The Home Office stopped issuing letters by the end of 2004.  Individuals after this date will have received an ISD – see below)

	8. An Immigration Status Document (ISD) issued by the Home Office/ UK Border Agency, endorsed with a UK Residence Permit, which indicates that the holder has been granted Indefinite Leave to Enter or Remain in the UK, or has no time limit on their stay AND is permitted to do the type of work in question.

	Second Combination

	1. A work permit or other approval to take employment that has been issued by Work Permits UK

	AND, one other document listed below:

	2. A passport or other travel document endorsed to show that the holder has current leave to enter, or remain in, the UK AND is permitted to do the type of work in question.

	3. A letter issued by the Home Office/ UK Border Agency confirming that the holder has current leave to enter, or remain in, the UK AND is permitted to do the type of work in question.


