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	Ethnic Group


	A              B                C                D                 E       (please circle)

	As suggested in the Commission for Racial Equality’s Good Practice guidelines, the Ethnic Group categories are:

A. White (British, Irish, other White background) 

B. Mixed (White & Black Caribbean, White &Black African, White & Asian, other Mixed background)

C. Asian or Asian British (Indian, Pakistan, Bangladeshi, other Asian background)

D. Black or Black British (Black Caribbean, Black African, other Black background)

E. Chinese or other ethnic group (Chinese, other ethnic group)




	MEDICAL CONDITIONS/DISABILITIES

	You are not obligated to answer either of the questions below. You may prefer to discuss any disability or medical condition with us directly. However, your answers may assist Foundation66 to ensure health and safety within our workplace. 

	Do you have a medical condition that may require particular facilities or support in the workplace?



	YES 


	NO

	If ‘yes’ please give details:



	Do you have a medical condition or disability that would require particular arrangement or accommodation in an interview situation?



	YES 


	NO

	If ‘yes’ please give details:




Asylum and Immigration Act (1996) - Approved Documents

The requirements of the Asylum and Immigration Act (1996) include that at the time of recruitment an employer must be able to demonstrate that the person appointed has permission to work in this country. For this reason, as advised in the letter inviting you to interview, all external candidates for a post within Foundation66 must produce:

(a)
one of the original documents included in List 1 OR  (b) two original documents from List 2

List 1: Documents which provide the defence if produced alone

A. A passport showing that the holder is a British citizen, or has a right of abode in the UK

B. A national identity card or national passport showing that the holder is a national of a European Economic Area country or Switzerland

C. A residence permit issued by the UK to a national from a EEA Country or Switzerland

D. A passport or other document issued by the Home Office which has an endorsement stating that the holder has a current right of residence in the UK as the family member of a national from a EEA country or Switzerland

E. A passport or other travel document endorsed to show that the holder can stay indefinitely in the UK or has no time limit on their stay

F. A passport or other travel document endorsed to show that the holder can stay in the UK, or has no time limit on their stay

G. A passport or other travel document endorsed to show that the holder can stay in the UK, and that this endorsement allows the holder to do the type of work being offered if they do not have a work permit

H. An Application Registration Card issued by the Home Office to an asylum seeker stating that the holder is permitted to take employment

List 2: Documents which provide the defence if produced in combination
First Combination
A. A document giving the person’s permanent National Insurance Number and name. This could be a: P45, P60, National Insurance card, or a letter from a Government agency.

Along with checking & copying a document giving the person’s permanent NI Number, only one of the following documents listed in sections B-H must also be checked & copied:

B. A full birth certificate issued in the UK, which includes the names of the holder’s parents OR

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

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

E. A letter issued by the Home Office which indicates that the person named in it can stay indefinitely in the UK, or has no time limit on their stay OR

F. An immigration Status Document issued by the Home Office with an endorsement indicating that the person named in it can stay indefinitely in the UK, or has no time limit on their stay OR 

G. A letter issued by the Home Office which indicates that the person named in it can stay in the UK; and this allows them to do the type of work being offered OR

H. An immigration Status Document issued by the Home Office with an endorsement indicating that the person named in it can stay in the UK; and this allows them to do the type of work being offered

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

Along with a document issued by Work Permits UK, one of the following documents listed at B-C should be seen, checked and copied:

B. A passport or other travel document endorsed to show that the holder is able to stay in the UK and can take the work permit employment in question OR

C. A letter issued by the Home Office confirming that the person named in it is able to stay in the UK and can take the work permit employment in question.

All applicants from one of the eight new EU member states (excluding Malta and Cyprus) must register with the Home Office within one month of starting employment. 
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JOB DESCRIPTION: Read this carefully and ensure you know what the job involves. Consider why you are interested and to what extent you have the necessary skills we require. Use the person specification to check the skills, experience and knowledge the job demands.





COMPLETING THE APPLICATION FORM: Complete the application form using black ink or type. Please ensure that the job title is specified clearly on the application form and keep a copy for your reference. 





PERSONAL STATEMENT: Use this part of the form to tell us why you have applied for the job and how you are suitable for it. You will need the job description and person specification to help you complete this section. Please keep them, as you may need to refer to them if selected for interview. Pick out those aspects of your skills and experience that are relevant to the job. Stating simply that you can do the job is insufficient. Explain how your ability, skills and knowledge match those required in the job description and person specification. Remember to consider experience gained via previous work, at college or home, voluntary work, leisure or community pursuits.   





EMPLOYMENT: Write here the names and addresses of your present and past employers (if any) giving the current or most recent dates, job titles and duties, salary and reasons for leaving. Please include any part-time, temporary or volunteering jobs. 





REFERENCES: Foundation66 will take up references if you are offered the job, which will be after the interview(s). We require two references – your first referee should be your current or most recent employer, i.e. Line Manager who has a good insight into your skills and knowledge. The second referee should be a person with good knowledge of your experience, skills, knowledge and does not necessarily have to be from your workplace (i.e. Tutor). The use of friends or family for references is not acceptable.  





INTERVIEW PROCEDURE: The interview panel consists of three people, including the line manager for the post.  All candidates are asked the same questions, though ‘follow up questions’ may be asked if it is felt that the candidate is missing the point. All questions will relate closely to the job description and person specification you have been supplied. 





CRB: Because of the nature of our work, it is essential you complete the declaration section accurately. For some posts, an appointment is subject to a satisfactory CRB. Foundation66 aims to promote equality of opportunity for all to achieve a balanced range of potential, skills, knowledge and welcomes applications from diverse candidates. Criminal records will be taken into account for recruitment purposes only and this will not necessarily disqualify you from working with us (checks will be conducted prior to confirming your employment). It will depend on the nature of the position and the circumstances and background of your offences.                         





STARTING WORK AT FOUNDATION66: Should your application be successful you will not be given a start date until both references and your CRB check has been received.  Please bear this in mind before resigning from your current employment.      



































GUIDANCE NOTES ON COMPLETING THE APPLICATION FORM 





�


 HUMAN RESOURCES DEPARTMENT


Please complete fully in black ink & return to: human resources department


7 Holy Rood Street, London, SE1 2EL





CONFIDENTIAL


The information you provide on this form will be used for recruitment & selection & employment contract purposes only.








POSITION APPLIED FOR: 





ADVERT REFERENCE:			WHERE WAS THE POST ADVERTISED?








PERSONAL INFORMATION





FIRST NAMES:








LAST NAME:








Do you have a legal entitlement to work in the UK?  (Yes / No)  





If yes, please specify.





Please be aware that evidence of this will be required at the interview stage. 





ASYLUM AND IMMIGRATION ACT 1996


So that Foundation66 complies with the requirements of the Asylum and Immigration Act, you will be required to produce ONE of a statutory list of documents in order to confirm your eligibility to work in the UK. Please see attached list for your information
































GENERAL INFORMATION





CRB Disclosure Check








Do you have a current Enhanced Disclosure Check?  (Yes/No)








If yes, Date of Issue: 








Availability: Please indicate your availability from the list below. This in no way affects your application. 





ASAP





2 Weeks





1 Month





2 Months + (Please specify)








GENERAL INFORMATION





Home Address











Post Code








Email: 














Preferred Contact Numbers (Please circle choice)





Home (Yes/No):





Office (Yes/No):





Mobile (Yes/No):





Previous or other names used





Preferred Title:  e.g. Mr. Mrs Miss Ms








Thank you for your enquiry about employment within Foundation66.





If you wish to pursue your interest in this position, please complete the application form in full and return to Human Resources before the closing date. (Please read the guidance notes before you start completing the application form) You are advised to read the guidance notes carefully as the decision to short-list you for the interview stage will be based solely on the information you provide in the application form.  





If you have a disability and are unable to complete the application in this format, please contact the HR department who will be able to assist you. 





Due to a large number of applications received, we regret that we shall not contact you unless you are shortlisted for the post and invited for an interview. If you have not heard from us within one month of the closing date you should assume that you have not been successful on this occasion. In this event, please do not feel put off from applying for other jobs at Foundation66. Please telephone if you would like feedback as to why you were not short-listed. 





Thank you for your interest in the post. 











EDUCATIONAL QUALIFICATIONS: Proof of all qualification will be required at interview stage





EDUCATIONAL ESTABLISHMENT
































SUBJECT TAKEN


(Please indicate result grade)



































PROFESSIONAL/VOCATIONAL QUALIFICATIONS: Proof of all qualification will be required at interview stage








NAME OF ESTABLISHMENT





QUALIFICATION ATTAINED AND DATES





SUBJECTS TAKEN WITH GRADE























EMPLOYMENT HISTORY: Please start with your present or most recent employment, paid or unpaid, including periods of voluntary work. Please account for any gaps in periods of work.





Name of current Employer:





Address: 














Nature of Business: 						Employer Telephone:





Job Title: 							





Date Appointed:						Date Left:








Reason for Leaving: 						Grade/Salary on Leaving:











Name of Previous Employer:





Address: 














Nature of Business						Employer Telephone





Job Title:							





Date Appointed:						Date Left:





Reason for Leaving:						Grade/Salary on Leaving:	





Name of Previous Employer:





Address:








Nature of Business:						Employer Telephone





Job Title:						





Date Appointed:						Date Left:							





Reason for Leaving: 						Grade/Salary on Leaving:	























ADDITIONAL INFORMATION


Use this section to show how you meet all of the shortlisting criteria for the job as set out in the person specification, drawing on all aspects of your education and experience. You may provide information on relevant transferable or life skills. Foundation66 is a multi racial organisation with diverse client groups- if you are able to speak any language in addition to English please gives details. Continue on separate sheet if necessary.











REFEREES


Please give the names and address of two referees, one of which must be your current employer. Relatives and friends are not are not acceptable as referees. No reference will be requested without your consent.








Name of Referee: 








Job Title:











Address: 











Telephone Number:








Email Address:








Relationship to you:








Name of Referee:








Job Title:











Address:











Telephone Number:








Email Address:








Relationship to you:

















HEALTH DECLARATIONS


Please provide any relevant information concerning your medical history that is relevant to this application. The information you provide is treated as sensitive and confidential.





Please give total number of days and reasons you were unable to work due to sickness in the last 12 months.





Total days: 





Reasons: 











I declare to the best of my knowledge that there is no reason in respect of my physical or mental health why I should not be able to carry out fully the tasks described for this post.





Signature: ……………………………………………. 	Date: …………………………………….











DECLARATION OF CRIMINAL OFFENCES


Due to the vulnerability of the client groups, certain jobs at Foundation66 are exempt from the Rehabilitation of Offenders Act 1974. As the post you are applying for is exempted, please declare all convictions spent or otherwise on the Declaration of Criminal Offence Form below. This information is confidential and does not necessarily disqualify from the post. In addition to this, if successful, your appointment will be subject to a satisfactory CRB check.








I certify that to the best of my knowledge, the information on this form is true and accurate. I understand that if I am offered a post the information submitted in my application will form the basis of my contract or employment with Foundation66 and that if subsequently discovered that I have willfully or negligently given false information or withheld information, I will be liable to immediate dismissal.  





Signature: …………………………………………….	Date: ………………………………………. 


























Details of Offence(s)





Date of Convictions





Sentence(s)





MONITORING INFORMATION – THIS SECTION MUST BE COMPLETED


We are string to be an equal opportunities employer. All applicants receive equal treatment irrespective of their sex marital status, disability or race. This information is important for monitoring our policies and will be treated confidentially.














PAGE  
3


