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The Engineering Business – Guidance Notes For Applicants 

PLEASE READ THESE NOTES BEFORE YOU COMPLETE THE APPLICATION FORM

1. The Engineering Business aims to implement fair and effective employment policies to ensure that the best people are employed and retained by The Engineering Business.

2. The Engineering Business is an Equal Opportunities employer. We will ensure as far as possible that no job applicant or employee receives less favourable treatment on the grounds of sex, sexual orientation, race, colour, nationality, ethnic origin, religion, politics, age, marital status, disability or any other factor irrelevant to the job.

3. When returning the ‘Application For Employment’ form please remember:

· by returning the application form to The Engineering Business you are confirming that all information is accurate and correct.

· The Engineering Business may check any of the details given by you.

· giving false or incomplete answers/information could disqualify you from consideration or, in the event of your appointment, make you liable to dismissal without notice.

· you must be eligible to work in the UK. If you are not a British or European Community Citizen and need a Work Permit to work in the UK, you must tell us when you apply. 
4. The application form must be completed in full. A curriculum vitae can be accepted as part of your application.
5. It is important that you use the relevant spaces provided on the Application Form to tell us how your skills, abilities, experience and qualifications compare with what we are looking for in the job. Please read the job description, advertisement and other information supplied/available carefully. We recommend preparing, and finalising, draft statements before filling in the form.

6. Please complete the application form as accurately as possible. Make sure that you check the dates and details of education, training and qualifications as well as employment details and previous appointments.
7. Give examples and evidence to show why you have the right qualities for the job. Don’t just say ‘I have experience in ……’. Give details of what you did and how you did it. Use positive statements about what you did. You must support what you say with examples of what you have done. Not all your skills and experience may match the requirements of the job, but may be transferable to the duties of the job. Explain how you think your skills may be relevant/transferable as fully as possible.
8. We will not normally acknowledge receipt of your application unless you specifically request us to do so.
9. If you are unsure as to how to complete the forms for any reason, please contact the HR Department for guidance.

10. Our procedure for applications received will normally be as follows:

· the HR Department will check the forms and send the ‘application for employment’ form to the appropriate Manager.

· Shortlisted candidates will be invited to interview and advised of details of date, time, location etc.

· Shortlisted candidates may be required to bring original copy’s of examination certificates, training certificates etc and/or personal references to interview.

· employment references for shortlisted candidates will only be sought prior to interview if permission is given in the ‘references’ section of the ‘application for employment’ form.

If you have any queries, please contact the HR Department at the following address:

The Engineering Business Ltd.

Broomhaugh House

Riding Mill

Northumberland

NE44 6EG

e-mail: jane.hudson@engb.com
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The Engineering Business Limited
Broomhaugh House

Riding Mill

Northumberland

England   NE44 6EG

Telephone:    01434 682 800

Fax:    01434 682 801

e-mail: team@engb.com

Web:    www.engb.com

APPLICATION FOR EMPLOYMENT - all information is given in confidence

	Post Applying for:


	Date:

	Where did you hear of this vacancy?




The Engineering Business is an equal opportunity employer. Suitability for the job is our only consideration when choosing people for employment. 

Please answer all questions in black ink.  Use a separate sheet with your name on if you require more space for any of your answers.  You may also wish to include your current CV.

PERSONAL DETAILS

	Dr/Mr/Mrs/Miss/Ms:
	Place of Birth:

	Surname:
	Nationality:

	Forenames:
	

	NI number:
	

	Permanent Home Address:

Postcode:


	Address for Correspondence (if different):

Postcode:

	Email address:

Telephone No:
	Email address:

Telephone No:


	Are you legally entitled to work in the UK?
	    YES/NO



	If you do not possess a passport for an EEC country, do you possess a valid work permit?
	    YES/NO


Please note: Successful applicants will be required to provide documentary evidence of their right to work in the UK as outlined in the Proof of Eligibility to Work document.

INTERVIEW INFORMATION

	Please give any date(s) on which you would not be available to attend for an interview during the next few weeks.   Reasonable interview expenses may be reimbursed supported by receipts.




HEALTH:

	Have you a physical, sensory or mental disability as defined under the Disability Discrimination Act:   

 YES / NO



	If yes give particulars including details of any reasonable adjustments which you feel could be made to the job:



	Do you smoke:   YES /NO




EDUCATION

	Name & Address

of School / College /

University with Dates
	Examinations Taken (or about to be taken)

	
	Date

Taken
	Name of

Examining Body
	Subject and

Qualification
	Pass/Fail

and/or Grade

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


PROFESSIONAL QUALIFICATIONS

If you are currently studying, please give the date you expect to take your final examination or to achieve professional status:

	Name of

Institution
	Class of

Membership
	Examinations taken

(or exemption granted)
	Date

Elected
	Membership

No

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


EMPLOYMENT

Cover employment including apprenticeships, self employment and any service with the Armed Forces (give rank and number) during the last 10 years. Please give reasons for any gaps in employment. Continue on separate sheet if necessary.

	Employers Name

and full Address
	Job held and significant achievements
	Length of

Service
	Reason for

Leaving
	Leaving Salary

(plus Benefits)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	When are you available for employment?



	Please indicate the reasons behind your application and your skills, abilities, experience and qualifications in relation to the post. Continue on a separate sheet if necessary.




ADDITIONAL INFORMATION

	Please enter any additional information and experience you feel is relevant to your application and outline your career aspirations. Continue on a separate sheet if necessary.




REFERENCES / INFORMATION

	Please state whether a reference may be obtained prior to interview from:

	School/College/University:    YES / NO / Not Applicable
	Previous Employer:  YES / NO /Not Applicable

	Present Employer:
       YES / NO / Not Applicable
	

	Please give name, address and telephone number of two referees one of which must be your last employer:

	1


	2




	Have you any unspent convictions under the Rehabilitation of Offenders Act 1974:  YES / NO

Are there any cases against you pending?   YES / NO

If you have answered YES to either of the above questions please give details:



	Have you ever been subject to Bankruptcy Proceedings or been declared bankrupt or executed a Deed of Assignment or made a composition with your creditors?
	YES  /  NO

	If yes, please give details and state whether discharge has been obtained:



	Have you ever been removed from or refused employment for jobs which involve financial transactions or accounting for cash?
	YES  /  NO


DECLARATION

	I declare that to the best of my knowledge and belief the above statements are correct and complete and I understand that if any particulars I have given are found to be false I may be regarded as ineligible for recruitment or dismissed after employment. 

I also agree that, in accordance with the Data Protection Act 1998 the information provided on this form will be used in the recruitment and selection process and may be disclosed to all those who need to see it. It will also form the basis of the confidential personnel records of the successful candidate. In the case of unsuccessful candidates the information will be held on file and destroyed after 12 months.



	Signature:
	Date:




PLEASE NOTE: If you are sending this application form via e-mail you will be required to sign the form if you are invited to interview.
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The Engineering Business - Proof of Eligibility to Work In U.K

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 all external candidates for a post within The Engineering Business must produce:

a)
one of the original documents included in List 1 OR
b)
two original documents from List 2 First Combination OR
c)
two original documents from List 3 Second Combination 

If you are unable to comply with these requirements your application and/or job offer will be withdrawn.

List 1

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 (see Annexe 1) or Switzerland

C. A residence permit issued by the Home Office to a national from a European Economic Area 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, and that this endorsement allows the holder to do the type of work being offered if they do not have a work permit

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

List 2

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. Note: Temporary National Insurance numbers beginning with TN or any number which ends with the letters from E – Z inclusive will not be acceptable.

PLUS ONE OF THE FOLLOWING

B. A full birth certificate issued in the UK, which includes the names of the holder’s parents (a short certificate that does not have details of the individuals parents is NOT acceptable) 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

LIST 3

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

PLUS ONE OF THE FOLLOWING

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.

Documents which are not acceptable:

· Home Office standard acknowledgement letter (IS 96W) or Immigration Service Letter which states an asylum seeker can work in the United Kingdom.
· Letter issued by the Home Office stating that the holder is a British citizen.
· Passport describing the holder as a British Dependant Territories Citizen which states that the holder has a connection with Gibraltar.
· Short birth certificates issued in the UK which does not have details of the holder’s parents.
· Cards or certificates issued by the Inland Revenue under the Construction Industry Scheme.
Annexe 1

The countries, other than the United Kingdom, who are members of the European Economic Area / European Union, with effect from 1st May 2004, are as follows:

Austria; Finland; Greece; Italy; Netherlands; Spain; Belgium; France; Iceland; Leichtenstein; Norway; Sweden; Denmark; Germany; Ireland; Luxembourg; Portugal; Cyprus; Czech Republic*; Estonia*; Latvia*; Lithuania*; Malta; Poland*; Slovakia; Slovenia*.

* Persons from these countries entering employment will be required to register with the Home Office within one month of starting employment.
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