[image: image1.jpg]Welcome to Belton Cabs. We need to fill in your employee
record form. Do you have a second name Rudi?

B No just the one. Rudi‘ l

'/'What’s your family name, Rudi? J

r It’s Lenska. j
}nd your date of birth? J
| 12th of March 1980 [

Do you have a national insurance number?

[ Yes,it'sAB6059 76 C. |

And your address?

s —

_—

It's 14 Ash Lane, Belton, Kent, BE6 4SLJ

Thank you. | have your phone number
and e-mail address.
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Entry 1: Writing
Module: Filling in forms
Module aims

Main aim
We are learning about filling in forms.
Module: Filling in forms

Aim: We are learning about filling in forms.
There are times when you need to fill in forms. Your employer needs information about you. You need to write:

· a first name

· a family or last name

· a date of birth

· an address 

· a telephone number

· a national insurance number

· your next of kin.
You write in capital letters or block capitals for most forms.

A B C D E F G H
upper case letters or capital letters
a b c d e f g h
lower case letters
You can write a date of birth in full:
20 July 1980

You can write the date in numbers:  
20/7/1980 
or 
20/07/1980


Read this conversation between Rudi and Tina. Rudi is starting work at Belton Cabs and Tina is the manager. Tina needs information about Rudi.
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Here is the form Tina filled in for Rudi.


	Belton Cabs Employee Record Form

	Complete in black ink and block capitals.

	First name(s):
	RUDI

	Family name:
	LENSKA

	Date of birth:
	12/03/1980

	National Insurance:
	AB 60 59 76 C

	Address:
	14 ASH LANE
BELTON

KENT

	Post code:

	BE6 4SL

	Telephone:

	07989 124357

	e-mail:
	RUDI.LENSKA@GOMAIL.COM


Task 1: Next of kin form
Tina needs to know Rudi’s next of kin. Your next of kin is a member of your family – your husband, wife, parent, son or daughter. Your employer may need to contact your next of kin in an emergency. For example, if you are ill or have an accident.
[image: image2.jpg]Who is your next of kin?

My brother, Andris Lenska.

What's his address? J

‘ 16 Solent Road, Salton,

Kent, BE7 5YT
\Gnd his phone number?J

0776 1126981




	Belton Cabs Next of Kin Form

	Complete in black ink and block capitals.

	First name(s):
	RUDI______________________________________

	Family name:
	LENSKA___________________________________

	Date of birth:
	__________________________________________

	Next of kin:
	__________________________________________

	Relationship to employee:
	__________________________________________

	Address of next of kin:
	__________________________________________

__________________________________________

__________________________________________

__________________________________________

	Next of kin phone number:
	__________________________________________


Task 2

Fill in a form for yourself.
	Employee Record Form

	Complete in black ink and block capitals.

	First name(s):
	__________________________________________

	Family name:
	__________________________________________

	Date of birth:
	__________________________________________

	Address:
	__________________________________________

	Post code:
	__________________________________________

	Next of kin:
	__________________________________________

	Relationship to employee:
	__________________________________________

	Address of next of kin:
	__________________________________________

__________________________________________

__________________________________________

__________________________________________

	Next of kin phone number:
	__________________________________________


How did you get on?

Module 4: Filling in form answers

Task 1 answers

	Belton Cabs Next of Kin Form

	Complete in black ink and block capitals.

	First name(s):
	RUDI________________________________

	Family name:
	LENSKA_____________________________

	Date of birth:
	12/03/1980 or  20 MARCH  1980__________

	Next of kin:
	ANDRIS LENSKA______________________

	Relationship to employee:
	COUSIN______________________________

	Address of next of kin:
	16 SOLENT ROAD______________________

BELTON______________________________

KENT________________________________

BE7 5YT______________________________

	Next of kin phone number:
	0776 1126981__________________________
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Sometimes your employer asks for ‘an emergency contact’. This can be your next of kin or a close friend.
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