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Application Form

(This form will be photocopied for each member of the selection panel, so please type your answers or write clearly in black ink, using the same size [A4] paper for any additional pages)

Position applied for: ___________________________________________________

Where did you find out about this post?_____________________________________

Personal Details
Name:

________________________________________________________

Address:
________________________________________________________



________________________________________________________

Tel. Home:
_____________________
Tel. Work:   ______________________

Tel. Mobile:
_____________________
E-mail:
        ______________________

Reason for Application
Please tell us why you are applying for this particular position and what attracts you to working with the National Children’s Bureau.

Education and Training
     Dates


Attainments
	School

Further / Higher Education

Other Training

(for example, short courses)

	
	


Languages
Can you speak or write any languages other than English?  If so please state them, indicating whether your knowledge is ‘basic’, ‘working’ or ‘fluent’.  If applicable, please differentiate between written and spoken proficiency in each case.

Employment Details

(Please start with present or most recent position)

     Dates
       Employer

             Position / 

    Reason for
         responsibilities
    leaving

	
	
	
	


Availability
Period of notice required in current position ____________________________________
Salary
Present / most recent salary (£) _______________________________________________

Covering Statement / Additional Information
Please describe how your skills and experience gained in a paid or unpaid capacity relate to the person specification and the responsibilities required of this post, providing examples where appropriate.  For research, development or senior positions you may wish to give details of research studies or publications which you feel would be useful to the selection panel.  If you prefer to word process your response, please write ‘see attached’ and label the attachment(s) clearly with your name.

Administrative Details

Health
Is your state of health generally good?

Eligibility for work in the United Kingdom
Do you have / require a permit or other papers to work in the UK?  If so, please give details including expiry date.

Please give the names of two referees, the first of whom should be your present or most recent employer.

1.
Name______________________
2.
Name_____________________


Position____________________

Position____________________

Address____________________

Address____________________

___________________________

__________________________

___________________________

__________________________

___________________________

__________________________

Tel No:_____________________

Tel No:____________________

E-mail:_____________________

E-mail:_____________________

References are normally taken up after candidates have been shortlisted but before interview.  Please indicate if you do not wish us to make contact with one or both of your referees at this stage.

I declare that, to the best of my knowledge, the information given on this form is correct.  I understand that information given on this form may be held on computerised and paper files for confidential information purposes.

Signed:____________________________
Date:____________________________

Thank you for completing this form.  Please return to:

Human Resources Unit, National Children’s Bureau, 8 Wakley Street, London, EC1V 7QE

Tel:
020 7843 6020/6021/6321/6323

Fax:
020 7713 5497
Equal Opportunities Monitoring Form 

Please do not write your name on this form.

Thank you for taking the time out to fill in this form.  We are asking these questions to understand better the composition of our workforce by gender, ethnic origin, age, sexual orientation and faith.  This information will help us guide our workforce management strategies.  We can assure you that the information provided will be kept completely confidential. 
The National Children’s Bureau (NCB) is committed to equal opportunities and has a policy that is supported by a code of practice.  

Post Applied for:___________________

Post reference number:______________

	Gender (please tick)

	Male 
	
	Female
	


	Date of Birth 

	


Disability





	Do you consider yourself to have a disability? (please tick)
	Yes
	
	No
	

	If so are you registered disabled
	Yes
	
	No
	

	The Disability discrimination Act defines disability as “a physical or mental impairment which has a substantial and long term effect on the person’s ability to carry out normal day to day activities”


Ethnic Origin

Please indicate how you would prefer to describe your ethnic origin (please tick) *

	Asian, Asian British, Asian English, Asian Scottish, or Asian Welsh

	Bangladeshi


	
	Indian  
	
	Pakistani
	
	Other (please specify)
	

	Black, Black British, Black English, Black Scottish, or Black Welsh

	African
	
	Caribbean
	
	Other please specify)
	

	Chinese, Chinese British, Chinese English, Chinese Scottish, Chinese Welsh, or other ethnic group

	Chinese


	
	Other (please specify)
	
	

	Mixed

	White and Black African
	
	White and Black Caribbean
	
	White and Black Caribbean
	
	White and Asian
	

	Other(please specify)
	

	Traveller or Gypsy
	
	Other (please specify)
	
	

	White

	British


	
	English
	
	Scottish
	
	Welsh
	

	Irish


	
	Other (please specify)
	  
	


Faith

Please indicate how you would prefer to describe your faith 

…………………………………………………………………………………………………………………………

Sexual Orientation

Please indicate how you would prefer to describe your sexual orientation (please tick)**

Bisexual

Gay

Heterosexual

Lesbian







By completing this form I understand that I give my consent under the Data Protection Act 1998 for the information contained in this form to be processed in accordance with the NCB policy for the purposes of equal opportunities monitoring.

*The categories used are those given by the Commission for Racial Equality.

** The categories used are those given by the Equal Opportunities Commission.
Email: 

Equalops_HR@ncb.org.uk

Postal: 

Equal Ops- Human Resource Department

National Children’s Bureau

8 Wakley Street

London 

EC1V 7QE










