
Personal History Form
Strictly Confidential

PLEASE PRINT CLEARLY

Position(s) applied for ________________________________________________________________________________________

Date of application ____ /____ /_____________ 

Referral source: �� Advertisement �� Employee �� Job Centre �� General Enquiry to the Company

�� By Walk-in �� By Telephone �� Employment Agency �� Other

Name of Source (if applicable) __________________________________________________________________________________

Personal Details
Name ________________________________________________________________________________________________________

Address ______________________________________________________________________________________________________

______________________________________________________________________________________________________________

___________________________________________________________________________ Postcode _______________________

Telephone _________________________ Mobile _________________________________ Email __________________________

National Insurance Number ____________________________________________________________________________________

Are you legally eligible for employment in the UK? �� YES �� NO

Next of kin __________________________________________________________________________________________________

Name ________________________________________________________________________________________________________

Address ______________________________________________________________________________________________________

_____________________________________________________________________________ Postcode _______________________

Telephone _________________________ Day ____________________________________ Night __________________________

Relationship to employee _______________________________________________________________________________________

Educational Background
A. List last 3 Schools/Colleges/Universities attended, starting with most recent. B. List years of attendance.
C. Indicate Qualifications earned, if any (eg: degrees, diplomas, A levels, GCSE’s etc.). D. Grades.

A. Schools/Colleges/Universities B. Years: From/To                     C. Qualifications D. Grades

______________________________________________________________________________________________________________

______________________________________________________________________________________________________________

______________________________________________________________________________________________________________

______________________________________________________________________________________________________________

______________________________________________________________________________________________________________

______________________________________________________________________________________________________________

______________________________________________________________________________________________________________

______________________________________________________________________________________________________________

List any foreign language(s) you know and tick the boxes that describe your skill level.

Language Speak Some Speak Fluently Read Write

___________________________________ �� �� �� ��
___________________________________ �� �� �� ��



Skills and Qualifications
Summarise any special training, skills, licences, certificates and/or characteristics of yourself that may qualify you as being
able to perform job-related functions for the position for which you are applying.
______________________________________________________________________________________________________________
______________________________________________________________________________________________________________
______________________________________________________________________________________________________________
______________________________________________________________________________________________________________
______________________________________________________________________________________________________________
______________________________________________________________________________________________________________

Do you hold a valid licence to drive a motor vehicle? �� YES �� NO

(If job related) Do you hold a valid licence to drive a commercial vehicle? �� YES �� NO

Driver Licence Number

Employment History
Give details of your last five (5) work positions starting with the most recent. Include details of any military service.
1. From/To _________________________ Employer ________________________________ Telephone ______________________
Job Title __________________________ Address __________________________________________________________________
Title of Immediate Supervisor ___________________________________________________________________________________
Summarise the nature of work performed and job responsibilities __________________________________________________
______________________________________________________________________________________________________________
Reason for leaving_____________________________________________________________________________________________
Rate of Pay/Salary __________________ Start £ __________ per ____________________ Final £ _________ per ____________

2. From/To _________________________ Employer ________________________________ Telephone ______________________
Job Title __________________________ Address __________________________________________________________________
Title of Immediate Supervisor ___________________________________________________________________________________
Summarise the nature of work performed and job responsibilities __________________________________________________
______________________________________________________________________________________________________________
Reason for leaving _____________________________________________________________________________________________
Rate of Pay/Salary __________________ Start £ __________ per ____________________ Final £ _________ per ____________

3. From/To _________________________ Employer ________________________________ Telephone ______________________
Job Title __________________________ Address __________________________________________________________________
Title of Immediate Supervisor ___________________________________________________________________________________
Summarise the nature of work performed and job responsibilities __________________________________________________
______________________________________________________________________________________________________________
Reason for leaving _____________________________________________________________________________________________
Rate of Pay/Salary __________________ Start £ __________ per ____________________ Final £ _________ per ____________

4. From/To _________________________ Employer ________________________________ Telephone ______________________
Job Title __________________________ Address __________________________________________________________________
Title of Immediate Supervisor ___________________________________________________________________________________
Summarise the nature of work performed and job responsibilities __________________________________________________
______________________________________________________________________________________________________________
Reason for leaving_____________________________________________________________________________________________
Rate of Pay/Salary __________________ Start £ __________ per ____________________ Final £ _________ per ____________

5. From/To _________________________ Employer ________________________________ Telephone ______________________
Job Title __________________________ Address __________________________________________________________________
Title of Immediate Supervisor ___________________________________________________________________________________
Summarise the nature of work performed and job responsibilities __________________________________________________
______________________________________________________________________________________________________________
Reason for leaving_____________________________________________________________________________________________
Rate of Pay/Salary __________________ Start £ __________ per ____________________ Final £ _________ per ____________



References
May we contact for a reference: At any time? �� YES �� NO Only if we offer you a job �� YES

1. Name _________________________________________________ Position ____________________________________________
Contact Address (if known) ____________________________________________________________________________________
______________________________________________________________________________________________________________
Telephone Number ______________________________________Years Known _____________________________________
Email Address _________________________________________________________________________________________________

2. Name _________________________________________________ Position ____________________________________________
Contact Address (if known) ____________________________________________________________________________________
______________________________________________________________________________________________________________
Telephone Number ______________________________________Years Known _____________________________________
Email Address _________________________________________________________________________________________________

Additional Information
Have you at anytime been convicted of a crime resulting in a prison sentence
of 30 months or more (part of which may or may not have been suspended)? �� YES �� NO

Have you been convicted of a crime?
A. In the last 10 years resulting in a prison sentence of between 6 and 29 months

or in youth custody (part of which may or may not have been suspended)? �� YES �� NO

B. In the last 7 years resulting in a prison sentence of up to 6 months or youth
custody (part of which may or may not have beeen suspended)? �� YES �� NO

SUCH CONVICTIONS MAY BE RELEVANT IF JOB RELATED, BUT DO NOT NECESSARILY BAR YOU FROM EMPLOYMENT AS SUCH.
If yes, please explain ___________________________________________________________________________________________
______________________________________________________________________________________________________________

List any additional information you would like us to consider:
______________________________________________________________________________________________________________
______________________________________________________________________________________________________________
______________________________________________________________________________________________________________
______________________________________________________________________________________________________________
______________________________________________________________________________________________________________
______________________________________________________________________________________________________________
______________________________________________________________________________________________________________
______________________________________________________________________________________________________________
______________________________________________________________________________________________________________
_____________________________________________________________________________________________________________
______________________________________________________________________________________________________________

If more space is required, please complete on separate paper.

It is understood and agreed that any misrepresentation by me on this application form will be sufficient cause for
cancellation of this application and/or termination from the employer’s service if I have been employed.

I give the employer the right to investigate all references and to secure additional information about me, if job related. 
I hereby release from liability the employer and its representatives for seeking such information and all other persons,
corporations or organisations for furnishing such information.

Signature of Applicant ___________________________________________________________ Date ____ /____ /___________

On completion, please return this Application Form to:
______________________________________________________________________________________________________________ 
______________________________________________________________________________________________________________ 



For official use only
Date  ____ /____ /___________ Starting Date  ____ /____ /___________

Salary ______________________________ Staff Number ___________________________________________

Shift _______________________________ Position

P45 Received �� YES �� NO P46 Sent �� YES �� NO

Insurance Number ____________________________________

Office use

References taken up �� References received back and filed ��
Additional comments ______________________________________________________________________________________________

______________________________________________________________________________________________________________

______________________________________________________________________________________________________________

______________________________________________________________________________________________________________

This applicant is ��  A strong candidate

��  A possible candidate

��  A possible candidate for another position (explain below)

��  Not recommended at present

��  Other __________________________________________________________________

Alternative position(s) for which applicant seems better qualified _______________________________________________________

______________________________________________________________________________________________________________

______________________________________________________________________________________________________________ 
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