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IN CONFIDENCE

PLEASE COMPLETE ALL SECTIONS



POST APPLIED FOR:  


Please note each section of the application form to be answered in full – reference to attached CV or other enclosures will not be sufficient.

River Clyde Homes should be receipt of completed application forms prior to the advertised closing date. Please send these to: recruitment@riverclydehomes.org.uk

OR

Human Resources
River Clyde Homes
Clyde View
22 Pottery Street
Greenock
PA15 2UZ

If you require a hardcopy form, please contact the HR Team on 01475 788875.

The information that you supply in this application form will be used to process your application and to produce anonymised monitoring statistics. Where we want to disclose information to a third party, for example where we want to take up a reference we will not do so without informing you beforehand.

Personal information about unsuccessful candidates will be held for 6 months after the recruitment exercise has been completed, it will then be destroyed or deleted. We retain de-personalised statistical information about applicants to help inform our recruitment activities, but no individuals are identifiable from that data.

Once a person has taken up employment with RCH, we will compile a file relating to their employment. The information contained in this will be kept secure and will only be used for purposes directly relevant to that person’s employment. Once their employment with RCH has ended, we will retain the file in accordance with the requirements of our retention schedule and then delete it.

For further information on how we handle your information during the recruitment please see the Job Applicant Privacy Notice which is available on our website or from the Human Resources Team.

Preferred candidates will be required to go through a Disclosure Scotland check.
The cost will be met by River Clyde Homes.
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Personal Information
	Surname:							Initial(s):

Address:

Town:

Postcode:

Private Telephone Number:			Mobile Number:

E-mail Address:





Interview adjustments
	Do you require any adjustments for interview because of a disability? If so, please provide the detail of this.  If you have any questions about the interview process to help you work out whether you would need to ask for anything, please contact us.  
												
												



  River Clyde Homes (RCH) commit to interview all disabled applicants who meet the minimum criteria for a job vacancy and to consider them on their abilities.  
Relationship to Staff or Board Members	
	In the interests of conducting its affairs with honesty and integrity, River Clyde Homes needs to establish whether you are or have been a board member in the last 12 months; are related to, or are the partner/ spouse of either an existing employee or a Board member of River Clyde Homes and/or whether you receive any services from RCH:
                                           Yes                         No                

If you answered yes, please provide relevant information i.e. start, and if applicable, end date of when you were a board member; the name of the person you are related to or are the partner/spouse of, their job role and your relationship to them, and/or details of what services you receive from RCH. 







Immigration, Asylum & Nationality Act 2006
The Immigration, Asylum and Nationality Act 2006 makes it an offence to employ anyone who is not entitled to live or work in the EU.  All applicants selected for interview will be required to provide evidence that they are entitled to live and work in the EU. Appropriate documentation may include the original of your current passport, visa, birth certificate or any other document [or combination of documents] indicated by the Act.

Do you currently have the right to work and live in the EU? Yes / No (please delete as appropriate)


Declaration

By typing or signing my name below, I certify that all the information contained in this form is true and complete to the best of my knowledge.  I understand that false information or omissions may lead to dismissal without notice.

Signed:						        Date:	__________________



 Education
	Year
	Standard/ ’O’Grade
or equivalent
	Pass
Band
	Year
	Higher Grade
or Equivalent
	Pass
Band

	










	





















	
	
	
	



Academic or Professional Achievements
	University or Further Education Establishment
	Date
From:
	Date
To:
	Course(s) &
Subjects Studied
	Degrees, Diplomas, Certificates Obtained

	






	
	
	





	



Membership of Professional Body
	Name of Institute
	Date Awarded
	Membership Number
	Level of Membership

	


























	





	
	


Training 
(Please give details of any relevant short courses or training undertaken)
	Date
	Course(s) Undertaken
	Provider(s)

	

















	
	



IT Literacy (Please indicate which computer packages you have used and the level of your proficiency, for example basic, intermediate or advanced)










Driving Licence

Do you possess a full current driving licence?	Yes / No (please delete as appropriate)

Do you have access to a car for work purposes? 	Yes / No (please delete as appropriate)

Are you insured for business purposes?		Yes / No (please delete as appropriate)
Present or Most Recent Employment
	Name & Address of
Employer
	Date From
Month/Year:
	
	Date To
Month/Year:
	

	
	Position Held:

	

	
	Salary and other benefits/payments

	

	
	Notice Required:

	

	
	Why are you looking for alternative employment?:
	






	Nature of Post (please describe your main duties and indicate particular responsibilities within your current role):










































Employment History (List in order, with the most recent post first. Please ensure all experience is recorded and that there are no gaps of 4 weeks or more.  For example, if, during a period you were actively looking for work then record the from and to dates.)
	Name & Address of
Previous Employer(s)
	From
Month/Year
	To
Month/Year
	Position Held, Main Duties and Reason for Leaving

	





























	
	
	













Additional Information
	
Please describe your interest in this role and the experience and skills that you are able to bring to it.  


















































Referees
	Please give details of two referees. They should be qualified to comment on your ability and experience for this appointment and should include a referee from your current or most recent employer, or educational establishment.  River Clyde Homes does not accept references from family members.

Referees will not be approached prior to a conditional offer being accepted.

	Name:

Job title:

Company:

Address:

Postcode:

In what capacity do you know this referee?

__________________________________

Email:

Tel No:


	Name:

Job title:

Company:

Address:

Postcode:

In what capacity do you know this referee?

__________________________________

Email:

Tel No:





Rehabilitation of Offenders Act 1974 and Disclosure Scotland checks
The Rehabilitation of Offenders Act 1974 enables some criminal convictions to become spent or ignored, after a ‘rehabilitation period’.  Excepted posts are those to which the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 applies.  If you are the preferred candidate you will be required to undergo a Disclosure Scotland check. If selected for interview you will be required to complete a criminal convictions declaration form that will only be reviewed if an offer of employment is being made.  

Canvassing
Canvassing directly or indirectly in connection with the appointment shall disqualify your application. If discovered after appointment you will be liable to dismissal.

Confirmation of Qualifications
If selected for interview you will be required to bring with you the original certificate(s) of all qualifications referred to in this application. This extends to membership of professional bodies.

Health Declaration
Any offer of employment will be made conditional on completion of a medical questionnaire and on a satisfactory report being received from the Occupational Health Service in relation to the medical questionnaire. Reasonable adjustments in line with the Equality Act 2010 will be considered as appropriate.  



FURTHER INFORMATION ABOUT RIVER CLYDE HOMES CAN BE FOUND AT www.riverclydehomes.org.uk




River Clyde Homes Equal Opportunities Monitoring Form       [image: ]


Please note that this form will be used for equality and diversity monitoring purposes within RCH and RCPM and you will not be identified from this form.
[bookmark: Check1][bookmark: Check2]Gender:  	 Male  |_|	   Female |_|   Non-binary |_|  Prefer not to say |_|
If you prefer to use your own term, please specify here ………………………………..

Are you married or in a civil partnership?  Yes |_|	No  	|_|   Prefer not to say |_|

Age:	16-24	|_|	25-29	|_|	30-34	|_|  	35-39	|_|	40-44	|_|     45-49	|_|
50-54	|_|	55-59	|_|	60-64	|_|	65+	|_|       Prefer not to say    |_|

What is your ethnicity?

Ethnic origin is not about nationality, place of birth or citizenship. It is about the group to which you perceive you belong. Please tick the appropriate box

White
English  	|_|	    	Welsh |_|      	Scottish  |_|    		Northern Irish  |_|     Irish             |_|
British   	|_|     		Gypsy or Irish Traveller |_|    		Prefer not to say  |_|
Any other white background, please write in:  ………………………………………..............

Mixed/multiple ethnic groups
White and Black Caribbean	 |_|	White and Black African |_|      White and Asian |_|
Prefer not to say |_|

Any other mixed background, please detail:   …………………………………………………..

Asian/Asian British
Indian   	|_|	   Pakistani  |_|       Bangladeshi  |_|	   Chinese  |_|
Prefer not to say |_|

Any other Asian background, please write in:  …………………………………………………

Black/ African/ Caribbean/ Black British
African  	|_|	  Caribbean |_|      Prefer not to say |_|
Any other Black/African/Caribbean background, please detail:   …………………………..

Other ethnic group
Arab	 	|_|	Prefer not to say |_|     Any other ethnic group, please detail:   …….


Do you consider yourself to have a disability or health condition?

Yes |_|	 No |_|	   Prefer not to say |_|

What is the effect or impact of your disability or health condition on your ability to give your best at work? Please write in here: ………………………………………………..

The information in this form is for monitoring purposes only. If you believe you need a ‘reasonable adjustment’, then please discuss this with your line manager.


What is your sexual orientation?

Heterosexual       |_|	  Gay woman/lesbian |_|       Gay man  |_|	     Bisexual  |_|
Prefer not to say  |_|      If you prefer to use your own term, please specify here …………….….

[image: ]

What is your religion or belief?

No religion or belief	 |_|	Buddhist |_|	 Christian |_|       Hindu |_|    Jewish	|_|
Muslim  |_|	   Sikh	 |_|   Prefer not to say |_|

If other religion or belief, please specify here: ………………………………………………….


What is your current working pattern?

Full-time  |_|		Part-time |_|       Prefer not to say	   |_|


Where did you hear about this vacancy? ………………………………………………….
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