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Application Form Guidance Notes

Please read these notes carefully before completing the application form. It is important that you take your time to fill in the application form as fully and accurately as possible. The decision to invite you for interview is based entirely on the information given on the application form.

 

General Points
· Please complete all parts of the application form in black type. Applications should be returned by email.
· Do not send Curriculum Vitae, as these will not be considered

· The application pack contains a Job Description & Person Specification.   The Job Description lists the duties/main tasks of the post, the Person Specification lists the knowledge, skills, experience and qualifications needed and the methods used to assess each of these.
Personal Details
· Please be sure to complete the ‘position applied for’ and closing date sections to ensure that you are considered for the right post.

· Give your full name, address, postcode and telephone numbers.

· If this post requires the use of a vehicle, this will be indicated on the application form.

· Where a post is suitable for job sharing, applications will be asked to state if they wish to consider a job share.

Education and Job-Related Qualifications
· Give details of your educational qualifications and training, starting with the most recent.

· Include all qualifications, which may be part-time as well as full-time.

· Tell us about any past education and training that you have received as well as any relevant experience/training in your present job.

Present or Most Recent Job

If you are employed, please give details about your present job.

 

Previous Employment

Please give details of all your previous jobs since leaving school/college in date order starting with the most recent.  Any gaps in your employment history may need to be explained.   Use a separate sheet if necessary – please name and number it.

 

Voluntary Work
· Many people will have developed relevant skills and knowledge through voluntary work and work experience.   You will need to show how you could fit these skills and knowledge into the person specification.

· Think carefully about what you have done in the past, at home, school and leisure, paid or unpaid employment as you may wish to draw on the skills you developed.

· Do not be put off if you have not worked for a long time, think carefully about any experience that you may have gained.

Relevant Skills, Knowledge and Experience
· This is a very important part of your application form as it gives you the opportunity to demonstrate why you are suitable for the post.   Before completing it, refer to the job description and person specification.

· Give examples to show how or what you have done to meet each area on the person specification.   Be specific about your skills and specify your own responsibilities, demonstrate a particular skill rather than simply saying you have it.

· For example, if the person specification asks you to demonstrate an ability to recruit volunteers, you may want to describe what methods/processes you have used to do this, at what level and how successful or effective you were.

· Please name and number any continuation sheets, and please do not use more than two continuation sheets.
References

Your first referee must be your present employer or if you are not employed at present, your last employer.   Please note that we will only take up references if you are offered the post and we may also contact your past employers where it seems necessary.

 

Immigration, Asylum and Nationality Act

The law states that you must be entitled to reside and/or work in the United Kingdom.  If your application is successful, you will be asked to show that you are entitled to work for us.  You may be able to meet this request by providing your National Insurance number.  In the absence of this we may ask to see your passport or other documentation to show your entitlement to work. Please see Appendix 1.
 

Criminal Convictions

If the vacancy is exempt from the Rehabilitation of Offenders legislation, this will be explained in the application form.  If it is, you should tell us about ANY cautions, convictions or bindovers on the application form and tell us if there are proceedings outstanding against you.

 

If the post is not exempt from the provisions of the legislation, but you have any ‘unspent’ caution, conviction or bindover, you must declare this on the application form.

 

Having a criminal record does not automatically prevent you from being considered for a job and we will take into account all the necessary details and their relevance to the job.  If you are shortlisted, this will be discussed with you at interview.  

 

Finally, check that you have answered all the questions, sign and date the application form, making sure that you send the form to us on time.   We will not consider any applications that we receive after the closing date

Feedback

Whilst we understand the importance of feedback when not being successful in applying for a post, we will only provide feedback, on request, for those who reach the interview stage.
Appendix 1

Right to Work Checks

The information in this document is taken from An Employer’s Guide to Right to Work Checks published by the Home Office on 28 January 2019 and subsequent updates and is a brief summary only.  The summary should therefore be used alongside the detailed guidance in the Home Office publication which can be accessed via this link - https://www.gov.uk/government/publications/right-to-work-checks-employers-guide
Introduction

All employers in the UK have a responsibility to prevent illegal working.  This is done by conducting simple right to work checks before a person is employed.  

Conducting a manual right to work check

There are three basic steps to conducting a manual right to work check.  All three steps should be completed before employment commences to ensure you have conducted the prescribed check correctly.
Step 1 – Acceptable documents

The documents that can be accepted in order to demonstrate a right to work are set out in two lists:

· List A contains the range of documents we may accept for a person who has permanent right to work in the UK. 

· List B contains a range of documents we may accept for a person who has a temporary right to work in the UK.

These are set out in Section A.

Step 2 – Checking the validity of documents

When checking the validity of documents Home-Start Leeds will do this in the presence of the holder.  This can be a physical presence or via a live video link but in both cases, we will need to be in possession of the original documents.  An individual may choose to send their documents by post, and we can then conduct the check with them via live video link.

Step 3 – Retaining evidence

Home-Start Leeds must keep a record of every document checked.  This can be a hard copy or a scanned copy in a format which cannot be manually altered – these will be kept securely for the duration of your employment and for a further two years after you stop working for us.  

We will make a note of the date we conducted the check. - the date will be written on the document copy as follows “The date on which this right to work check was made: [insert date]”.
Further Information

Check if a document allows you to work in the UK

There is a Gov.UK online service which can be used to check if a document allows you to work in the UK – https://www.gov.uk/legal-right-work-uk
Settled and Pre-settled status for EU citizens

Information regarding settled and pre-settled status for EU citizens and their families can be found here - https://www.gov.uk/settled-status-eu-citizens-families
Where the employment of an EEA citizen or non-EEA family member commenced on or after 1 January 2021 then potential applicants should check https://assets.publishing.service.gov.uk/media/6878ead80263c35f52e4dd76/26_06_25_Guidance_Right_to_work_checks_-_an_employer_s_guide.pdf and for Ukrainian nationals  https://www.gov.uk/offer-work-ukraine
Section A - Lists of acceptable documents for manual right to work checks
	LIST A

	Acceptable documents to establish a continuous statutory excuse

	1
	A passport showing the holder, or a person named in the passport as the child of the holder, is a British citizen of the UK and Colonies having the right of abode in the UK.

	2
	A passport of national identity card showing the holder, or a person named in the passport as the child of the holder, is a national of a European Economic Area country or Switzerland.

	3
	A Registration Certificate or Document Certifying Permanent Residence issued by the Home-Office to a national of a European Economic Area country or Switzerland

	4
	A Permanent Residence Card issued by the Home Office to the family member of a national of a European Economic Area or Switzerland

	5
	A current  Biometric Immigration Document (Biometric Residence Permit) issued by the Home Office to the holder indicating that the person named is allowed to stay indefinitely in the UK, or has no time limit on their stay in the UK

	6
	A current passport endorsed to show that the holder is exempt from immigration control, is allowed to stay indefinitely in the UK, has the right of abode in the UK, or has no time limit on their stay in the UK.

	7
	A current Immigration Status Document issued by the Home-Office to the holder with an endorsement indicating that the named person is allowed to stay indefinitely in the UK or has no time limit on their stay in the UK, together with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or previous employer.

	8
	A birth or adoption certificate issued in the UK, together with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or previous employer.

	9
	A birth (short or long) or adoption certificate issued in the Channel Islands, the Isle of Man or Ireland, together with an official document giving the person’s permanent National Insurance number and their name issued by a Government agency or previous employer.

	10
	A certificate of registration or naturalisation as a British citizen,  together with an official document giving the person’s permanent National Insurance number and their name issued by a Government agency or a previous employer.


	LIST B

	Group 1 – Documents where a time-limited statutory excuse lasts until the expiry date of leave

	1
	A current passport endorsed to show that the holder is allowed to stay in the UK and is currently allowed to do the type of work in question.

	2
	A current Biometric Immigration Document (Biometric Residence Permit) issued by the Home-Office to the holder which indicates that the named person can currently stay in the UK and is allowed to do the work in question.

	3
	A current Residence Card (including an Accession Residence Card or a Derivative Residence Card) issued by the Home-Office to a non-European Economic Area national who is a family member of a national of a European Economic Area country or Switzerland or who has a derivative right of residence.

	4
	A current Immigration Status Document containing a photograph issued by the Home Office to the holder with a valid endorsement indicating that the named person may stay in the UK and is allowed to do the type of work in question, together with an official document giving the person’s permanent National Insurance number and their name issued by a Government agency or a previous employer.

	Group 2 – Documents where a time-limited statutory excuse lasts for 6 months

	1
	A Certificate of Application issued by the Home Office under regulation 18(3) or 20(2) of the Immigration (European Economic Area) Regulations 2006, to a family member of a national of a EEA Area country or Switzerland stating that the holder is permitted to take employment which is less than 6 months old together with a Positive Verification Notice from the Home Office Employer Checking Service

	2
	An Application Registration Card issued by the Home Office stating that the holder is permitted to take the employment in question, together with a Positive Verification Notice from the Home Office Employer Checking Service

	3
	A Positive Verification Notice issued by the Home Office Employer Checking Service to the employer or prospective employer, which indicates that the named person may stay in the UK and is permitted to do the work in question.
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