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PRIVATE AND CONFIDENTIAL

Employment Application Form 
Please read these advisory notes before completing this form.

Norfolketc is committed to being an Equal Opportunities employer and applicants will be shortlisted for interview based on how their skills, qualifications and experience best match the criteria. 
Safer Recruitment

Norfolketc is committed to Safeguarding children and vulnerable adults.  

If a job requires a Standard or Enhanced Disclosure and Barring Service (‘DBS’) check, this information will be included in the candidate information pack and revisited during the selection process and as part of a conditional offer of employment.

If you are applying for a sailing instructor role you will be required to complete the RYA Safe and Fun Safegaurding course. 
Completed applications should be marked ‘Confidential’ and sent to:

Human Resources, Norfolketc, Quay Lane, Morston, NR25 7DJ
E-mail: info@norfolketc.co.uk  

Telephone: 01263 740 704
APPLICATION FORM

Part A – Personal Details 

If completing by hand, please complete the questions below in in black ink.  
	Post applied for:
	

	Where did you see this post advertised?
	

	Preferred title
	First name
	Last name

	
	
	

	Address
	Contact telephone numbers

	
	Home:
	

	
	Mobile:
	

	
	Work:
	

	Email address:
	

	Special requirements Please let us know if you have any specific requirements or reasonable adjustments which you wish us to take into account when considering your application or if shortlisted, to enable you to attend a selection process.  For example, you may have a temporary or permanent disability or medical matter and you may require additional facilities, adapted access or modified equipment or support to assist you.  

	

	Do you hold a current UK Driving Licence?

	Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 


	Do you have the right to live and work in the UK?

Evidence will be required if you are invited to interview / upon offer
	Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 



	


	References 
Please give details of two referees who are able and willing to comment on your suitability for this job. If you are or have been employed, one must be your present or most recent employer. (References will only be obtained once a conditional offer of employment has been made and accepted). 


	Reference 1
	Reference 2

	Name:
	
	Name:
	

	Position:
	
	Position:
	

	Organisation:
	
	Organisation:
	

	Tel no.:
	
	Tel no.:
	

	Email:
	
	Email:
	

	Address
	Address

	
	

	Capacity /relationship known to you
	Capacity / relationship known to you

	
	

	Convictions, Bind-over orders, Cautions and Court-Action Pending  

Convictions deemed ‘spent’ under the Rehabilitation of Offenders Act 1974 need not be disclosed.  

However, if the post for which you are applying involves contact with young children or vulnerable adults you are required to disclose all convictions, ‘spent’ or ‘unspent’. This requirement is covered by the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975.  Successful applicants for these occupations will be subject to Standard or Enhanced Disclosure and Barring Service (DBS) clearance.

	Do you have any convictions, bind-over orders, cautions or court actions pending? If yes please specify in boxes below. Continue on a separate sheet if needed
	Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 



	Date
	Conviction or pending criminal proceedings 

	
	

	
	

	
	

	Please note that if you are successful in your application, you will be required to disclose any new convictions arising during the course of your employment (including motoring offences). 
I confirm that I do not have any convictions that have not been declared and understand that failing to provide such information could lead to withdrawal of an offer of, or termination of employment.

I certify to the best of my knowledge, the information provided above is correct and complete.



	Signature:

	
	Date:
	


Note: Knowingly making a false statement or withholding any relevant information may result in dismissal or withdrawal of any offer of employment. Please note that information you provide on this application form will be held in confidence by Norfolketc under the terms of the Data Protection Act 1998. 
Part B – Education and Qualifications 

If completing by hand, please complete the questions below in in black ink.  

Education 

Please give details of any qualifications you have obtained which are relevant to the job and/or the Role Profile.
	School / College / University
	Qualifications
	Results
	Date / Year

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Training and Professional Courses

Please give details which are relevant to the post for which you are applying. e.g. first aid qualification
	Course  / subject 
	Organising / governing body
	Results
	Date / Year

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Part C – Employment History
Name of current or most recent employer, work experience or volunteer placement

	Name and address of employer

	

	Job title:  
	

	Salary and / or grade:
	

	Date appointed:
	
	Notice required 
(or date left):
	

	Reason for leaving:
	

	Summary of role, responsibilities and key achievements: 

	

	Previous Employment  

Please give details of any previous employment and/or relevant work experience or volunteer opportunities you have undertaken and the main responsibilities of these roles.  
Please account for any gaps.

	Date (month/year)
	Name of employer
	Job role and main responsibilities
	Reason for leaving 

	From
	To
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Part D – Relevant qualities, knowledge, skills and experience

	What qualities, knowledge, skills and experience would you bring to this role?  

This is a key part of the application form.  

Referring to the role profile, please provide specific examples demonstrating your skills, qualifications and experience and how these meet the requirements for this role.  

It is recommended that you use the headings detailed on the job description as a starting point.  

You may use experiences gained from within and/or outside the workplace to provide examples.  

Please continue on the next sheet if you need to. 

	


	I certify to the best of my knowledge, the information given in section B of this form is correct and complete.

	Signature:

	
	Date:
	


Note: Knowingly making a false statement or withholding any relevant information may result in dismissal or withdrawal of any offer of employment. Please note that information you provide on this application form will be held in confidence by Norfolketc under the terms of the Data Protection Act 1998. 
Thank you for taking the time to complete this form and your interest in this position with Norfolketc
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