[image: image1.jpg]firerstep




  APPLICATION FORM

You should attempt to answer all relevant questions as fully as possible and it is
strongly recommended that you read the guidance notes and refer to the person specification.

Please complete this form in black ink or typescript.

Do NOT attach a C.V. - any received will not be considered.

Please return marked Private & Confidential to:

The Administrator, First Step Community Project,

37 Galt Avenue, Musselburgh, East Lothian, EH21 8HU

 1. PERSONAL DETAILS

 Guidelines   Sections 1-2:

Please leave reference number blank.
( NB This information will not be used for shortlisting purposes)
(a) Reference number



 ______________________________

(b) Post for which you are applying   
 ______________________________

	(c) Surname
	
	Forename(s)
	

	(d) Home address including postcode

	

	(e) Email

	(f) Telephone
	Day
	Evening
	Mobile

	(g) D.O.B
	
	(g) M/F
	
	(h) Ethnic Origin
	


(i)  If successful, how soon would you be able to start?

(j)  Where did you see this post advertised?

2. HEALTH DETAILS
(N.B First Step is not accessible for wheelchair users or others who are unable to use stairs.)
(a) Do you consider yourself to have any long-term disability or health problem which might affect your ability to carry out the duties of your appointment?






     
       Yes/No
(b) If ‘yes’ please state the nature of the disability or health problem. 
	


Guidelines









Ref No:-

Sections 3-13 provide the information from which we decide whether or not to invite you for interview.  It is therefore important that you complete all sections fully.  You should read the accompanying Job Description and the Person Specification and consider carefully whether your experience matches what we are looking for. The information provided in section 3-13 will be seen by all participants in the selection process.

3.  RELEVANT QUALIFICATIONS & TRAINING 

	  Subject
	Course Provider
	Level/Qualification
	Duration & Dates Attended

(Full or Part Time)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Please list any training you have received or are currently undertaking which did not lead to a qualification but which you feel is relevant to the advertised post.
	Subject
	Course Provider
	Duration 
	Dates Attended

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


If you need more space, please use a separate piece of paper

4.  CURRENT EMPLOYMENT (or most recent employment)

	(a) Name and Address of Employer

	

	(b) Position Held
	

	(c) Dates Employed
	

	(d) Brief Outline of duties and responsibilities

	

	(e)Reason for Leaving
	

	(f) Salary
	


5.  OTHER CURRENT ACTIVITY

	If you are not currently in paid employment, please use the section below to tell us what you are presently doing.  For example, you may be involved in voluntary work or studying.


	


6.  RELEVANT EMPLOYMENT HISTORY 

	Name & Address of Organisation (if any)
	Post Held & Salary
	Duties & Responsibilities
	Dates of Employment
	Reason for Leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


7.  OTHER PREVIOUS WORK EXPERIENCE (VOLUNTARY)
	Name & Address of Organisation (if any)
	Duties & Responsibilities
	Length of Experience

	
	
	

	
	
	

	
	
	


 If you need more space, please use a separate piece of paper

8.  SKILLS AND EXPERIENCE
Guidelines: 

This section is to give us specific information in support of your application. You must be able to demonstrate on this application form and at an interview, if called, that you can satisfy the essential requirements of the Person Specification.

You will be required to demonstrate your skills, experience and understanding by reference to your academic, professional & voluntary background.

    We require all our staff to have a commitment to Equal Opportunities
	


If you need more space, please use a separate piece of paper

9.
DO YOU HOLD A CURRENT DRIVING LICENCE?



Yes/No

10.
RELATIONSHIPS

(a)  Are you related to or do you have close personal relationships with staff/parents/users at First Step?












         

 Yes/No


(b)  If yes please explain the nature of this relationship.
  11.   REFERENCES
Guidelines:

Employment at First Step is subject to receipt of two satisfactory references and you will be unable to start until we have written references for you.  If, for any reason, references do not check out satisfactorily we will contact you.  
Please supply details of two referees.  These should not include relatives or purely personal friends. One reference must be from your current or most recent employer.  Please tick the box if you do NOT wish us to take up references with your current employer before interview.


	                     FIRST REFERENCE
	                       SECOND REFERENCE

	Name
	
	Name
	

	Address
	
	Address
	

	
	
	
	

	
	
	
	

	Tel No
	
	Tel No
	

	Occupation
	
	Occupation
	


13.  REHABILITATION OF OFFENDERS ACT 1974 (EXCEPTIONS) ORDER 1975
Because of the nature of the work for which you are applying, this post is exempt from the provisions of Section 4 (ii) of the Rehabilitation of Offenders Act 1974 and you are therefore not entitled to withhold information about convictions which for other purposes are “spent” under the provisions of this Act and, in the event of employment, any failure to disclose such convictions could result in dismissal or disciplinary action by First Step.

Please note this post is subject to a PVG check.

Have you ever been convicted of a criminal offence, or are you at present the subject of criminal charges?














        Yes/No

   If ‘yes’ please give brief details.

  I certify that the information on this application form is correct to the best of my knowledge.  

I consent to First Step checking any information I am unable to verify personally.  Should any information I submit prove to be false, inaccurate or misleading I understand that my application will be disqualified and, if appointed, may lead to my dismissal.
Signed:

Date:

HOW WE USE YOUR DATA FOR RECRUITMENT

Our Commitment to Job applicants

We believe completely in equal opportunities and will treat all applicants fairly with no discrimination.

We never knowingly provide misleading information about the nature of the role.  We would never charge a job seeker a fee for the purpose of finding them a role.

We are committed to managing your personal information securely and with respect in accordance with the General Data Protection requirements.

The information we collect may cover the following:

· Contact information (name address, phone number and email address)

· Information from CV or application form or covering letter (education, skills and qualifications)

· Health questionnaires 

· Occupational health report (Higher level screening required for role) with Access to medical Records consent being given by the applicant

· PVG and Self Declaration

· References from the named referees that the applicant provides and only with the applicants’ consent.

· Visa and proof of the right to work in the UK documents

· Employment records (including job titles, work history, working hours, training records and professional memberships).

· Salary, annual leave, pension and benefits information.

Purpose of collection

The purpose of collecting this information is to find suitable candidates to fulfil a specific role and to check that you are legally entitled to legally work in the UK. 

How the information is held.

Most information is transmitted by email and is stored on our computers, and paper-based filing. We use Microsoft Sharepoint which covers our email servers and cloud-based file storage system.

All this information can only be accessed by authorised staff within our Company.  Our staff are trained to understand the importance of keeping personal data secure.

Our computers are safeguarded by anti-virus software and the regular changing of security passwords.

The information on candidates for specific roles will be held for 6 months in line with CIPD recommended best practice. After which paper files will be securely shredded and computer records deleted. Only if we have asked, and you have given your consent for the data to be held will this not apply.

Disclosure

We may disclose the information for the purpose of obtaining referees. Where additional information is required the information may be disclosed to the Disclosure and Barring Service, your G.P or an Occupational Health professional only after you have given your consent

You have specific rights in connection with personal information: request access to your personal information; request correction of the personal information that we hold about you; request erasure of your personal information; object to processing of your personal information where we are relying on a legitimate interest; request the restriction of processing of your personal information; request the transfer of your personal information to another party and the right to withdraw consent.  

Complaints

Privacy complaints are taken very seriously and if you believe that we have breached your privacy you should in the first instance write to the Project Manager who has responsibility for Data Protection within our Company stating the details of your complaint. We would ask that you provide us with as much detail as possible to allow a thorough investigation. Your complaint will be acknowledged within 24 hours and we aim to resolve any complaint within 5 working days. However, depending on the complexity of the complaint and availability of external agencies it may on occasions take longer.

Should your complaint show that we have breached our duty of care we will report the breach to the Information Commissioner’s Office

If you are not satisfied by our response you may complain to the ICO.
