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EMPLOYMENT APPLICATION FORM


	Position Applying For



	Personal Details

	Title Mr/Mrs/Miss/Ms/Dr/Other (please specify)

	Forename (s)

	Surname

	Address

Post code

	Contact telephone number 1
	

	Contact telephone number 2
	

	Email address

	Education and Qualifications

	Secondary Education

	Name & Address of School
	Examinations 
	Grades

	
	
	

	Further & Higher Education

	Name & Address of College/University
	Examinations 
	Grades

	
	
	

	Other Learning and Development
	
	

	Name of Training Provider
	Qualification
	Date

	
	
	


	Employment History


	Name & address of most recent employer



	Position(s) held
	

	Description of duties & responsibilities



	Reason for leaving

	Notice period
	
	Salary on leaving
	£

	Name & address of previous employer



	Position(s) held

	Description of duties & responsibilities



	Reason for leaving

	Notice period
	
	Salary on leaving
	£

	Name & address of previous employer



	Position(s) held

	Description of duties & responsibilities



	Notice period
	
	Salary on leaving
	£


	Do you hold a full driving licence? If yes, do you have any current endorsements and what are they for?



	Do you have any other training, qualifications, skills or personal qualities relevant to the post?



	Please give details of, and provide an explanation for, any time when you were not either working or in full-time education. 



	Have you made a previous application to the Heritage Foundation If so, when was this and what was the outcome of your application:



	Have you been previously employed by the Heritage Foundation , please provide details of the position held and your reason for leaving



	How many weeks’ or months’ notice do you have to give to your current employer? 



	If you are disabled, please give details of any special arrangements or adjustments you would require to attend interview (this enables us to comply with our obligations under the Equality Act 2010).



	Do you know, or are you related to, any other employees of the Company? If your answer is “yes”, please provide the name or names of the employee(s) and either the capacity in which you know them or your relationship to them.



	Supporting Your Application

	Please provide information to support your application, in terms of relevance to any past achievements, experience, skills, knowledge or personal qualities as outlined in the person specification for the role

	

	Please tell us about any interest or achievements outside of employment

	

	Are you a member of any professional bodies or institutes                   Yes*/No

	*If yes, please provide details



	Data Protection Compliance

	The Company will process the personal data that you have supplied on this application form in accordance with the terms of the privacy notice for job applicants is included with your recruitment pack. The Company will only process your personal data where it has a lawful basis for such processing.

All applications for employment are kept for a period of six months to enable us to get back in contact with you if we have any further relevant vacancies.  Please tick this box if you do not wish us to keep your application form for this purpose  FORMCHECKBOX 



	References

	Please give details of two referees, one of whom should be your current or most recent employer or, if this is an application for your first job, your school teacher or higher or further education lecturer. The other should not be a relative or contemporary. 

Please note that we will only contact your referees if we decide to make you an offer of employment and we will inform you at that time that we are doing so.

All offers of employment are subject to receiving satisfactory references, medical reports and DBS checks where necessary, prior to employment.

	Name of contact
	Job title

	Company name & address

Post code

	Telephone number
	Email address

	Name of contact
	Job title

	Company name & address

Post code

	Telephone number
	Email address

	Asylum & Immigration Act

	Before you commence employment, you must provide evidence to demonstrate your right to work in the United Kingdom

	Have you the right to work in the United Kingdom?                                Yes/No

	Is this subject to a Visa, Card or Certificate                                           Yes*/No

	* If your employment is subject to Visa or other condition, please provide full details



	[Rehabilitation of Offenders Act 1974
In order to protect the public, the post you have applied for is exempt from certain provisions of the Rehabilitation of Offenders Act 1974. So that we can perform or exercise our obligations or rights under employment law, you are therefore required to disclose all and any past or pending cautions or convictions, whether spent or otherwise, unless it is either a “protected caution” or a “protected conviction” under the terms of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975. All information provided about criminal cautions, convictions and offences will be kept in the strictest confidence and only used for the purpose of assessing your suitability for the post you have applied for.

Please specify below details of all and any past or pending cautions or convictions, whether spent or otherwise, except for protected cautions or convictions. If you have no past or pending cautions or convictions, please specify “None”.]



	Declaration

	I declare that the information I have given on this application form is, to the best of my knowledge, true and complete. I understand that if it is subsequently discovered any statement is false or misleading, or that I have withheld relevant information, my application may be disqualified or, if I have already been appointed, I may be dismissed. 

I consent to Letchworth Garden City Heritage Foundation processing any information I provide, for the purpose of my application and if successful, my employment.

	Signed


	Date

	Equal Opportunities

	The Heritage Foundation is committed to promoting equality and encourages good employment practices and aims to ensure that employees are treated fairly and equally. 
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