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APPLICATION FORM

	Name:


	Date:

	Position applied for:


	Where did you see this position advertised?




PERSONAL DETAILS

	Name:

Please state:           Mr / Mrs / Ms

Please state any name you have ever used in the past, e.g. maiden name :


	Address:

Postcode:

Home telephone no:

Mobile no:

Email address:

How long have you lived at this address:


DRIVING DETAILS – REQUIRED ONLY IF JOB VACANCY REQUIRES CAR TRAVEL, IF THIS IS NOT THE CASE PLEASE LEAVE BLANK

EDUCATION

	From
	To:
	Name and address of school attended (11+)
	Exam results

Subject and grade



	
	
	
	


	From
	To:
	Name and address of college/university (16+)
	Exam results

Subject and grade



	
	
	
	


PROFESSIONAL OR WORK RELATED COURSES

	Date
	Course Length
	Centre or Study Centre


	Course Name

	
	
	
	


	Does the name on your certificate(s) differ from your current name:  If yes, please state reason why:




EMPLOYMENT HISTORY

Current or most recent Employer first  

Please explain any gaps in employment dates 

	From
	To
	Name and Address of Employer
	Job title and brief description of main duties and responsibilities


	Basic salary on leaving
	Reason for leaving

	
	
	
	
	
	


EMPLOYMENT HISTORY

Please explain any gaps in employment dates 

	From
	To
	Name and Address of Employer
	Job title and brief description of main duties and responsibilities


	Basic salary on leaving
	Reason for leaving

	
	
	
	
	
	


MEMBERSHIP OF PROFESSIONAL ORGANISATIONS (if applicable)

	Name and address of organisation


	Date joined

	
	


HOBBIES AND INTERESTS

	Please give details of any hobbies or interests




ADDITIONAL INFORMATION

	Please write here any additional information, not covered elsewhere which will strengthen your application




REFEREES

References are carried out by a third party (Experian Ltd) who will request a background check (personal details, address confirmation, directorships, if applicable) as well as employer references.  THIS PROCESS WILL NOT BE INITIATED WITHOUT YOUR EXPRESS PERMISSION AND ONLY AT JOB OFFER ACCEPTANCE STAGE
	Most recent employer

Name:

Their position:

Address:

Telephone No:

Email address:


	Previous employer

Name:

Their position:

Address:

Telephone No:

Email address:

	I give my permission for background checks to be carried out and employment referees to be contacted at job offer acceptance stage only (you will be notified before any reference process commences)
Signed ……………………………………………….. Date ………………………………………….


ENTITLEMENT TO WORK IN THE UK

	The Asylum and Immigration Act 1996 requires employers to verify entitlement to work in the UK, you will therefore be asked to provide of one of the following documents:

National Insurance card plus a Birth Certificate,  a P45 or P60 with a valid NI number, a British or EU passport or passport and visa suitably endorsed stating that the holder is settled in the UK or is otherwise entitled to work in the UK, certificate of naturalisation or registration as a British citizen.

I declare that I have the right to live and work in the UK.

Signed (applicant) …………………………………. ………..                       Date……………………………………….

PLEASE NOTE:

If invited to interview you will be required to produce your identification documents in order for the interviewer to copy and attach to the back of this document




EQUALITY ACT 2010
	It is unlawful for an employer to treat a person less favourably than someone else because of a disability, unless there is justifiable reason.  If you require The IMI to consider making reasonable adjustments to the usual recruitment & interview process in order to accommodate your application, please advise us in writing on a separate sheet of paper.



REHABILITATION OF OFFENDERS ACT 1974

	You do not need to disclose convictions which are defined as ‘spent’ by the Rehabilitation of Offenders Act 1974.  Failure to declare a conviction that is not spent will automatically disqualify you from being considered for a position within The IMI.

Do you have any previous convictions for a criminal offence?                              YES / NO

If yes, please give details:




DATA PROTECTION ACT 1998

	I understand that the Company needs to collect and use certain information regarding employees, in order to operate its business and fulfil its legal obligations under the Data Protection Act 1998.  The information that I have provided on this application form will be used as part of the recruitment process and if I am successful in my application will be held in my personnel file.

I consent to the Company holding the information on file for as long as it considers necessary to fulfil the purpose for which it was obtained and to process it, in line with Data Protection principles.

I understand the Company will take all reasonable precautions to safeguard the information from unauthorised access and use.

Signed……………………………….                                          Date…………………………….  

                                   


CONSENT
	I consent to the Company making the necessary employee vetting enquiries in respect of this application.

Signed ……………………. ………                                          Date ………………………………….




DECLARATION

	I declare that the information given in this Application Form and the supporting documentation provided is correct to the best of my knowledge.  I understand that false or misleading information and withholding of information detrimental to this application will lead to my dismissal

Signed……………………………..                                       Date………………………………..




Specific Evidence

	The following questions are designed to encourage you to provide specific abilities.  Your examples can be taken from your education, work experience, placements or spare-time or other voluntary activities but do not write solely about course-work.



	Planning, implementation and achieving results:

Describe a challenging project, activity or event which you have planned and taken through to a conclusion.  Include your objective, what you did, any changes you made to your plan and state how you measured your success.

	

	Influencing, communication and teamwork:

Describe how you achieved a goal through influencing the actions or opinions of others (perhaps in a team context).  What were the circumstances?  What did you do to make a difference?  How do you know the result was satisfactory?

	

	Analysis, problem solving and creative thinking:

Describe a difficult problem that you have solved.  State how you decided which were the critical issues, say what you did and what your solution was.  What other approaches could you have taken?

	


FOR OFFICE USE ONLY

	APPLICATION FORM EVALUATED BY:

DATE:

COMMENTS:

INTERVIEW:             YES / NO




Do you have a full, valid driving licence?





Give details of any endorsements or any that are forthcoming?





Do you have your own transport?
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