	APPLICATION FORM                                 

Please complete in BLACK ink or type   

Please do not send a CV   
Post Applied For:    

Reference Number:
	
[image: image1.png]




	PERSONAL DETAILS

	Family Name:

Other name(s):                                                                 Title:

	Address:



	Postcode:

	Telephone: (Work):                                              (Home):                              (Mobile):

Email:         (Work):                                              (Home):

	Date of Birth:

	Do you have the legal right to work in the UK? Yes / No

Are there any restrictions on you working in the UK eg work permit?  Yes / No

	Do you have any health problems that may affect your work?  Yes / No

If yes, please specify:

(This will not preclude full consideration of your application)

	Do you require any adaptations for the selection process and for working with us? Yes / No

If yes, please give full details:

(This will not preclude full consideration of your application)

	Are you an RLC client?  Yes / No      (This will not preclude full consideration of your application)

	EDUCATION     Please tell us about your education

	Dates  
	Institution & Address
	Subject, Qualification and Grade

	
	
	

	CURRENT POST   

Include name and address of employer, type of business, your job title and main  duties. 

	Dates:                                     Salary:                                  Reason for leaving /

                                                                                             Wanting to leave:

	PREVIOUS EMPLOYMENT

Starting with your previous job briefly describe your employment history and explain any employment gaps. Please continue on a separate sheet if required

	Dates

(month/year)
	Employer’s Name & Address
	Position held, brief description of duties & details of last salary
	 Reason for Leaving

                               

	
	
	
	

	PROFESSIONAL QUALIFICATIONS & TRAINING

	Dates

(month/year)
	Name and Address of College
	Details of Course, Qualification and Grades

	
	
	

	EXPERIENCE AND SKILLS
Please explain how your experience, skills and abilities meet the requirements for this post.  If required please continue on a maximum of one side of A4 paper, including your name and reference number at the top.

	Please give details of any voluntary work you have done that is relevant to this post:



	Have you ever worked for the RLC? If so please give dates and position 



	Have you ever been found guilty by a court or court marshal of any offence which is not treated as spent under the Rehabilitation of Offenders Act 1974 or is there a case against you pending? If yes please provide details on a separate page.  Yes / No



	If offered this position when would you be able to start?

	REFERENCES  

At least one should be your present or most recent employer.  Please note that references will not be taken up until an offer of employment has been made. NB. The RLC may seek additional references in support of your application from your previous or current employers.

	Name:

Address:

Daytime telephone:

Email:

Occupation:

Relationship:
	Name:

Address:

Daytime telephone:

Email:

Occupation:

Relationship:

	Canvassing members of the service, directly or indirectly, will disqualify you.  Please disclose whether you are connected in any way to any member of staff or to the Board of Trustees.

Name:                                                                            Relationship:

	By signing this application form I consent to allowing the RLC to request information about me from the referee’s I have provided above.  I also confirm that to the best of my knowledge and believe the information I have give on this form is correct and that I know of no reason through conduct and/or association which would prevent me from providing a high quality service to asylum seekers and refugees.  I understand that any appointment would be on this basis. I also understand that of any particulars I have given are found to be false, I may be regarded as ineligible for recruitment or dismissed after employment. 

Signed:                                                                          Date:

Please return your application form to:

Human Resources Officer

Refugee Legal Centre

Nelson House

153 -157 Commercial Road

London E1 2DA


IN CONFIDENCE

In order for our Advisors, Caseworkers, Legal Officers, Team Leaders and Regional Managers to give Legal Advice they will be subject to registration by the Office of the Immigration Service Commissioner. As part of the registration process, you will have to complete this declaration. This information will be kept confidential and will solely be used in connection for the purposes of registering you with the OISC. 

	DECLARATION

	In the last five years have you traded under a different name or been known by a different name?
	Yes/No 
	If yes, give details. 

	Are you subject to any restrictions on your residence in or permission to work in the United Kingdom? 
	Yes/No 
	If yes, give details. 

	Do you have any unspent criminal convictions (as defined by the Rehabilitation of Offenders Act 1974)? 
	Yes/No 
	If yes, give details. 

	Do you have any unspent convictions (as defined by the Rehabilitation of Offenders Act 1974) under section 25 or 26 (1)(d) or (g) of the 1971 Immigration Act? 
	Yes/No 
	If yes, give details 

	Have you ever been subject to disciplinary action or intervention by a Designated Professional Body, e.g. The Law Society or Bar Council? 
	Yes/No 
	If yes, give details. 

	Are you prohibited by The Law Society’s Rules or equivalent from being employed as a solicitor’s clerk? 
	Yes/No 
	If yes, give details. 

	Have you ever been refused a Legal Services Commission contract or had a contract with them cancelled? 
	Yes/No 
	If yes, give details. 

	Have you ever been refused a Community Legal Services Quality Mark or had the Quality Mark withdrawn? 
	Yes/No 
	If yes, give details. 

	Have you been sued by a client or made a claim on your professional indemnity insurance in the last five years? 
	Yes/No 
	If yes, give details. 


According to guidelines set by the Legal Services Commission (LSC) our Advisors, Caseworkers, Team Leaders and Legal Officers must be accredited under the LSC’s Accreditation Scheme.  Appointed candidates, if not already accredited, will be trained and required to undertake the assessment within the first eight months of employment or eight months after being registered with the LSC (whichever date lapses first).  Please answer the following questions: 

	Are you registered with the Legal Services Commission?
	Yes/No
	If yes, for how long?

	Have you undertaken an exam under the Legal Services Commission Accreditation Scheme?  
	Yes/No
	If yes, when?

	Are you accredited under the Legal Services Commission accreditation scheme?
	Yes/No
	If yes, at what level?


I declare that the information I have given is true and correct to the best of my knowledge and belief. 

I understand that the information given in this application form may need to be checked against the records of other relevant agencies including the police and I consent to this. 

I give permission for the OISC to have access to any information held about me by The Legal Services Commission, The Law Society, The Law Society of Scotland, The Law Society of Northern Ireland, The Institute of Legal Executives, the General Council of the Bar, The Faculty of Advocates or The General Council of the Bar of Northern Ireland. 
I undertake to notify any material changes in the information I have given in this application to the OISC. 

I understand that any false statement or deliberate omission in the information I have given could result in the application being refused and my employment being terminated.

By signing this application form I consent to allowing the RLC to request information about me from the information I have provided above.  I also confirm that to the best of my knowledge and belief the information I have given on this form is correct and that I know of no reason through conduct and/or association which would prevent me from providing a high quality service to asylum seekers and refugees.  I understand that any appointment would be on this basis.

Signature: …………………………………………………………………………………
Date: ……………………………………… 
	EQUAL OPPORTUNITIES MONITORING FORM

The Refugee Legal Centre has a policy of Equal Opportunities and is committed to actively oppose any form of discrimination in employment and provision of services to all sections in the community.

In order to ensure the continued development of this policy, all applicants are requested to answer the following questions, and your co-operation is highly appreciated, although not compulsory.

Information given will be kept strictly confidential - this form will be separated upon receipt of your application, and used solely for monitoring. It will in no way affect your application.


	Post applied for:     

Reference Number: 

	Where did you see this post advertised? (please tick)

RLC Website                                                         LAG Journal

The Guardian Website                                         The Guardian Newspaper

The Yorkshire Evening Post                               Monster.ie

ILPA Journal                                                         Other (please specify)  __________________



	Gender: (please circle)                   Male                                       Female



	Age:  Please circle your age range.

Under 21                  21-30                     31-40                           41-50                         50+



	Ethnic Origin: How would you describe your ethnic origin? Please circle.

White                                                 Indian 
Black – African                                 Bangladeshi

Black – British                                  Pakistani

Black – Caribbean                           Chinese  

Other (please specify):

	Disability:                        Do you have a disability? (please circle)                  Yes/No

	Religious Belief (please specify):  ______________________  or   Decline to answer



	Sexual Orientation (Please circle):

Heterosexual                          Bisexual                    Homosexual                Decline to answer



	If you do not wish to give the above information please circle below. (Please note this form is separated upon receipt and forms no basis of the selection process)

	Decline to give Information


REFUGEE LEGAL CENTRE

GUIDANCE NOTES ON COMPLETING 

THE APPLICATION FORM

When you apply for a job with the Refugee Legal Centre, the decision as to whether to invite you for an interview is based on the information contained in your application form.  It is therefore important that you provide us with all the information we need on which to make a decision.  The following guidance notes will help you to do this.

	PREPARATION


Carefully read through the whole application form, before you begin to write anything.  It is advisable to make a copy of the blank form on which you can write a draft application.  The final version should be well presented completed in black ink or type. Particular attention should be made to the person specification when preparing your application.  Please ensure that you state the post job title and reference number.
	INTERNAL CANDIDATES


You should not assume that the Selection Panel will know your career history therefore, you should complete the application form as fully as possible

	ADDITIONAL INFORMATION


Page 3 of the application form is very important.  This is where you can sell yourself and make a case for the job.  Look at the skills and experience required in the person specification and provide evidence that you possess these skills, experience or abilities by giving specific examples and stating your achievements.  Do not forget to mention any relevant skills you have gained outside full-time employment.  In addition to the information you provide on page 3 you may include an additional side of A4 paper. Please ensure that these are clearly marked.

	EQUAL OPPORTUNITIES


The Refugee Legal Centre is committed to establishing equal opportunities in all areas of work.  Within Recruitment we will ensure that present and future members of staff or applicants for appointments do not receive less favourable treatment on the grounds of age, disability, ethnic background, family status, gender, race, religion, sexual orientation or social status, or be placed at a disadvantage by imposing conditions or requirements which are not justifiable.

To help us monitor equal opportunities please complete the enclosed monitoring form. The information you provide is not part of the selection criteria.

	AND FINALLY....


When you have finished completing the application form, read through it and check that you have completed all sections.  If you have added additional pages, please ensure they are numbered and have your name on the top of each sheet.

Make sure you send your application form back in plenty of time.  Sending it by first class post the day before the closing date will not guarantee that it arrives on time.  Forms which are returned late may not be considered.  Remember to keep a copy of your completed form for future reference should you be invited for interview.  Please note, CV’s will not be accepted.
What is the Refugee Legal Centre and what does it do?

The Refugee Legal Centre is a registered charity and has been in existence since 1992.  We receive funding from the Legal Services Commission.

Our main office is at Nelson House, 153 -157 Commercial Road, E1 close to Aldgate East and Whitechapel tube stations, where we have around 150 employees. This office offers advice and representation from the initial application stage through to the Appeal and Tribunal stages and Judicial Review. We also have regional offices in Dover, Leeds and Cambridge. 

Besides representing asylum seekers and refugees, we also sell our in-house library and research information to other organisations (e.g. solicitors/law centres/citizens advice bureau etc). The Refugee Legal Centre is recognised as providing a quality service.  Although we are not a campaigning organisation, we can and do influence policy at the highest levels.

Dover Office
The RLC has an office in Dover. This is based at Charlton House, Dour Street, Dover CT14. The Dover office deals with RLC clients at the advice and representations stage whilst they are awaiting the outcome of a decision regarding their claim. The Dover office employs 29 staff.

Leeds Office
The RLC has an office in Leeds to represent clients dispersed to the regions due to government policy on refugees. The office is at 5 Butts Court, Leeds LS1.  The Leeds office deals with RLC clients from initial application through to appeals at the Immigration Appellate Authority.  Most of the appeals handled by the Leeds office are listed in the hearing centres in Leeds and Manchester and their respective satellite Courts. The Leeds office employs 29 staff.

THE REFUGEE LEGAL CENTRE

Information about our funding

The Refugee Legal Centre is a registered charity with an independent Board of Trustees.  Our funding comes from the Legal Services Commission. From 1992 the funding was initially provided by the Home Office and then, when we undertook legal aid work, we had joint funding from both the Home Office and the Legal Services Commission. The Legal Services commission provides all of our funding partly under contract and partly under a Grant.

Contract Funding.

The LSC funds the RLC under the Community Legal Services scheme, under which we hold a Quality Mark.  This funding covers our casework operations in our regional offices. The LSC contracts for a certain amount of legal representation this means we contract to undertake an agreed number of hours of legal representation in any one year. The contracts are annually reviewed in the light of our performance against the contract.

Grant Funding

The grant element of our funding covers all non-casework and therefore makes a significant contribution to the core costs of the RLC. These include London office costs and support costs such as Finance & HR. The grant is reviewed annually and is given under strict conditions on how the money can be spent.
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