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Part A - Application Form for Employment

Please fill in this form using black ink and capital letters or black typescript.

The information contained in Part B will be used as part of the selection process and will therefore be made available to all persons involved in the selection process.

For administrative purposes, please ensure that you put your initials in this box      
	SECTION 1 - POST DETAILS


	POST TITLE:


	REF:

	For office use only.


Applicant number:


	SECTION 2 – RELEVANT EDUCATIONAL, PROFESSIONAL OR TRAINING QUALIFICATIONS 


	Qualification
	Grade
	Where achieved
	Year

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	SECTION 3 - CURRENT OR MOST RECENT EMPLOYER



	JOB TITLE AND DESCRIPTION OF DUTIES:

	Date appointed
	Date ended (if applicable)
	Salary
	Notice period
	Reason for leaving

	
	
	
	
	
	

	
	Name and Address of Employer:



	SECTION 4 - PREVIOUS EMPLOYMENT 

Please put in chronological order, starting with the most recent.



	Dates
(From – To)
	Employer Name    
	Post Title and Responsibilities
	Reason for Leaving

	      


	SECTION 5 – ANY OTHER EXPERIENCE YOU FEEL IS RELEVANT TO YOUR APPLICATION: 
Please include details of voluntary work, projects undertaken, study, membership of organisations, etc.


	

	SECTION 6 - Use this section to explain why you are applying for the post. Using the person specification and job description for reference, please tell us about your qualities, skills, experience and achievements that you believe make you the right person for this post.  Please make sure you give relevant examples to illustrate how you will meet the essential and desirable requirements. Please continue on a separate sheet if necessary. NB: CVs will not be considered.

	

	




	CURRENT/MOST RECENT EMPLOYER:
	PREVIOUS EMPLOYER/OTHER PERSON WHO KNOWS YOU IN A WORK RELATED CAPACITY:

	NAME:
 
	NAME:
 

	ADDRESS: 

	ADDRESS: 

	POSTCODE: 
	POSTCODE:



	Please describe how this person knows you:


	Please describe how this person knows you:


	TEL: 
	TEL: 


	E-MAIL ADDRESS 

(if appropriate): 

	E-MAIL ADDRESS

(if appropriate): 


	Please do not contact this referee prior to interview (tick box if appropriate)      FORMCHECKBOX 
   


	Please do not contact this referee prior to interview

(tick box if appropriate)      FORMCHECKBOX 
   







Part B – 
Contact Details and Data Protection Declaration

If you have difficulty reading or understanding this form, please contact Human Resources at GCVS for help.

Data Protection Act 1998 – and any subsequent or relevant legislation such as The General Data Protection Regulation (GDPR) 2018
Please read and sign below:  


In applying for this post, I give my consent to GCVS holding and processing data which is relevant to the recruitment process. This includes special categories of information and sensitive data which will be used for monitoring purposes.

Signature…………….………………………..………            Date…………………..…………………..

Contact details:

Please fill in the following form so that we know that we have your correct details in the event that we need to contact you.

	Post Title:


	For office use only.
Applicant number:


	Personal Details
	

	Title: 
	Surname: 


	Address: 

	First Name(s): 

	
	Email: 

	
	Home Number:

	
	Mobile Number: 


	Post code: 
	Work contact number:

(Please indicate whether we may, with discretion, contact you at work)    FORMCHECKBOX 



How did you hear about this post?……………….……………………………………………………..
DECLARATION
I confirm that the all the information contained in Part A – Application Form for Employment, Part B – Contact Details and Data Protection Declaration and Part C – Equal Opportunities Monitoring Form is true and correct to the best of my knowledge.  

Signature……………………….………..……….….                Date…………………………...…………
Part C -
Equal Opportunities Monitoring Form

Please complete this form for the purposes of equal opportunities monitoring. If you have difficulty reading or understanding this form, please contact Human Resources at GCVS for help.
The information you provide on this form will be treated as strictly confidential and will not be made available to any person involved with the selection process.  

We would like you to answer as many questions as possible. However, if there are questions that you would rather not answer please simply move on to the next question. 

The information we gather on these forms helps us put into action our equal opportunities policy and helps us monitor that there is no discrimination against applicants or employees at GCVS.


1. Gender Identity:  Are you:



2. Marital Status:  Are you

Male

 FORMCHECKBOX 






Married/Civil Partnership

 FORMCHECKBOX 

 
Female
 FORMCHECKBOX 






Neither                            

 FORMCHECKBOX 
              

Other

 FORMCHECKBOX 
   ……………………………
           I prefer not to answer this question
 FORMCHECKBOX 
        

I prefer not to answer this question       FORMCHECKBOX 





3. Disability:  





4. Caring Responsibilities:
Do you consider yourself disabled?


  Are you responsible for dependants?

Yes

 FORMCHECKBOX 


               


  Yes




    FORMCHECKBOX 
    

No

 FORMCHECKBOX 


               


  No




    FORMCHECKBOX 

I prefer not to answer this question       FORMCHECKBOX 


  I prefer not to answer this question         FORMCHECKBOX 
  

4. Transgender Status:
Do you consider yourself or have you ever considered yourself to be transgender?

Yes



      
 
  FORMCHECKBOX 
 

No



       

  FORMCHECKBOX 



I prefer not to answer this question
  FORMCHECKBOX 

5. Religion: Which of the following religions, religious denominations or bodies do you currently belong to:

None


 FORMCHECKBOX 





Jewish

 FORMCHECKBOX 

Church of Scotland 
 FORMCHECKBOX 





Muslim

 FORMCHECKBOX 

Roman Catholic
 FORMCHECKBOX 





Sikh


 FORMCHECKBOX 

Other Christian
 FORMCHECKBOX 
  




Buddhist

 FORMCHECKBOX 

please specify……………………   


Hindu


 FORMCHECKBOX 


Other religion           FORMCHECKBOX 





I prefer not to answer this question      FORMCHECKBOX 

please specify……………………

6. Sexual Orientation: Are you:

Heterosexual

 FORMCHECKBOX 
 


Lesbian




 FORMCHECKBOX 
 

Bisexual

 FORMCHECKBOX 
  


I prefer not to answer this question
 FORMCHECKBOX 

Gay

 
 FORMCHECKBOX 

7. Age: Are you:
Under 21  




 FORMCHECKBOX 
  

21-30





 FORMCHECKBOX 

31-40





 FORMCHECKBOX 

41-50





 FORMCHECKBOX 

51-60





 FORMCHECKBOX 

60+





 FORMCHECKBOX 

I prefer not to answer this question
 FORMCHECKBOX 

8. Ethnic Origin:
What is your ethnic group?

Choose ONE section from A to E, and then tick the appropriate box to indicate your cultural background.

A. White
 FORMCHECKBOX 

Scottish

 FORMCHECKBOX 

Other British 

 FORMCHECKBOX 

Irish

 FORMCHECKBOX 

Any other white background, please specify………………………………………………
B. Mixed
 FORMCHECKBOX 
 
Any mixed background, please specify……………………………………………………
C. Asian, Asian Scottish or Asian British
 FORMCHECKBOX 

Indian

 FORMCHECKBOX 

Pakistani

 FORMCHECKBOX 

Bangladeshi

 FORMCHECKBOX 

Chinese

 FORMCHECKBOX 

Any other Asian background, please specify……………………………………………
D. Black, Black Scottish or Black British
 FORMCHECKBOX 

Caribbean

 FORMCHECKBOX 

African  

 FORMCHECKBOX 

Any other black background, please specify………………………………………………
E. Other Ethnic Background 

 FORMCHECKBOX 

 Any other background, please specify……………………………………………………
F.   FORMCHECKBOX 
 I prefer not to answer this question
 
Part D – Criminal Record Declaration 

If you have difficulty reading or understanding this form, please contact Human Resources at GCVS for help.
	GCVS promotes equality of opportunity and welcomes applications from diverse candidates. Criminal records will be taken into account for recruitment purposes, only when the conviction is relevant. Some of our posts for example those concerned with working with vulnerable adults or handling considerable sums of money involve work where having a criminal conviction might put you in a potentially vulnerable position unless consideration of the person’s background has been made from the outset. Having a conviction will not necessarily bar you from employment with us. This will depend on the circumstances and background to your offence(s). For these reasons we ask you give details of any criminal conviction which is not considered as spent under the Rehabilitation of Offenders Act 1974 (as amended). All criminal records information is treated in the strictest confidence.

	Do you have any unspent criminal convictions? (please circle as appropriate)                           

 Yes                              No

	Please disclose the following details of any unspent convictions and any pending court cases in the space provided below.  Please use an additional sheet if necessary

	The type of offence


	The sentence passed



	When it was


	Which court passed sentence



	NB: The following three questions are optional so please provide the information if you wish.

	An explanation of your circumstances



	What you learned from  the experience



	Your current circumstances and expectations




DECLARATION
I certify that the information contained in this form is true and correct to the best of my knowledge and realise that false information or omissions may lead to dismissal.
I understand that if I am offered a post that is exempt from the Rehabilitation of Offenders Act 1974 I will be subject to a disclosure check at the appropriate level, before the appointment is confirmed.

Signature ……………………..……………………. 
              Date .....................................................
Full Name (block capitals) ……………………………………….………………………………..

NB: The information given in this form will be treated in the strictest confidence. Please enclose it in a sealed envelope, marked ‘Private and Confidential’ with your completed application form for the attention of the HR Manager. Information about an applicant’s criminal record will only be looked at if the applicant has been shortlisted and invited for interview. Information about applicants who have not been invited for interview will be destroyed unseen.
 GCVS EQUAL OPPORTUNITIES POLICY STATEMENT

Glasgow Council for the Voluntary Sector (GCVS) is an equal opportunities employer and is committed to achieving and promoting equal treatment for all, irrespective of gender (including gender reassignment), age, marital status, disability, racial grounds (race, colour, nationality – including citizenship - ethnic or national origin), sexual orientation, religious belief, responsibility for dependants or employment status and meet our obligations under the equality Act 2010.
GCVS is committed to achieving equality of opportunity in all employment practices and in all provision of service. Therefore, this policy applies to all present and prospective employees of GCVS, regardless of their employment status and to members of the GVCS Executive Committee.

GCVS is opposed to all forms of discrimination, and will comply fully with the provisions of the key Equal Opportunities legislation and the recommendations of Associated Codes of Practice.  GCVS also seeks to reflect good practice guidelines in all areas of discrimination.

GCVS recognises that promoting equal opportunities is an ongoing commitment and therefore this policy and all systems and procedures associated with this policy will be subject to monitoring and review.

GCVS is committed to developing a programme of action to promote diversity and equality, and will seek to monitor and review achievements in this area and to make this information freely available.

It is recognised that responsibility for ensuring the full implementation and monitoring of the equal opportunities policy and procedure lies with GCVS as an employer.  It is the responsibility of all employees and members of the Board to contribute to the continuing success of this policy by ensuring that discrimination does not occur and those equal opportunities are actively promoted. 

This equal opportunities policy is supported by a set of equal opportunities practices and procedures.

CONFIDENTIAL





SECTION 7 – RIGHT TO WORK IN THE UK:


Prior to appointment, you will be required to show a document confirming your right to work in the UK.  This may 


be a P45, P60, birth certificate or other prescribed document.











SECTION 8 – GUARANTEED INTERVIEW SCHEME FOR DISABLED PEOPLE:


GCVS is committed to enhancing the employment opportunities of disabled people and to removing barriers to employment when possible. All disabled candidates will be interviewed if they meet the essential criteria for appointment to this post. A disability is defined as a physical or mental impairment which has a substantial and long-term (lasting or expected to last at least 12 months) adverse effect on a person’s ability to carry out normal day-to-day activities. This can include a wide range of conditions, for example, mobility difficulties, sensory impairments, long term health conditions, learning disabilities and mental health problems. Please indicate below any disability or condition of which you would wish us to be aware:  


……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………





SECTION 9 – REFEREES


Please give the names, addresses, telephone numbers and e-mail address, if appropriate, of two referees, one of whom must be your current or most recent line manager.


Please see the guidance notes for further information.


Please indicate clearly if you do not want GCVS to contact a referee prior to interview.





CONFIDENTIALCONFIDENTIAL





Monitoring Form Information - Please double click and check the appropriate boxes.








1

