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Application Form

[bookmark: _Toc44690453]VACANCY DETAILS
	Post Applied For
	



[bookmark: _Toc44690454]PERSONAL DETAILS
	Surname
	
	Forename(s)
	

	Forename known by
	
	Title
	

	Home Address


	

	Postcode
	

	Home Telephone
	
	Mobile
	

	Email Address
	

	Do you hold a current driving licence?
	

	Do you have full-time access to a motor vehicle?
	



[bookmark: _Toc44690455]ELIGIBILITY TO WORK IN THE UNITED KINGDOM
	Do you need a work permit?
(Please tick relevant option by double clicking on the grey box)
	[bookmark: Check62]|_| No
	
	

	
	[bookmark: Check63]|_| Yes, and I already have one
	Expiry Date
	

	
	[bookmark: Check64]|_| Yes, but I do not have one
	
	



[bookmark: _Toc44690456]HEALTH AND GENERAL ATTENDANCE

	How many days have been absent from work in the past two years because of ill health?
(Please do NOT include absences related to maternity leave or covered by a medical condition)
	

	Is there anything concerning your medical history or state of health that is relevant to your application?
	

	Do you have a disability as outlined in the Equality Act 2010
	

	If yes, please state the type of disability you have
	

	In relation to any disability, do you have any particular requirements in order to attend an interview?
	

	If yes, please give details
	



[bookmark: _Toc44690457]CRIMINAL CONVICTION: Rehabilitation of Offenders Act)
	Have you ever been convicted of a criminal offence or received a Police Caution?
	


We will only take them into account if we consider them relevant to the post for which you have applied.



[bookmark: _Toc44690458]EMPLOYMENT HISTORY
	Current or most recent employer 
	

	Employer address
	



	Post held
	

	Date appointed
	

	Brief description of your duties and responsibilities
	

	Present salary or rate of pay
	

	Notice Period (if applicable)
	

	Reason for leaving
	



[bookmark: _Toc44690459]PREVIOUS EMPLOYMENT
Please list all previous employment, starting with most recent.
	Dates (from/to)
	Job Title
	Name of 
Employer
	Responsible for
	Reason for leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



[bookmark: _Toc44690460]RELEVANT VOLUNTARY OR UNPAID ACTIVITIES
Please list any previous voluntary or unpaid activities.
	Experience
	Organisation
	Dates (from/to)

	
	
	

	
	
	

	
	
	

	
	
	



[bookmark: _Toc44690461]EDUCATION AND TRAINING
Please list from secondary school onward:
	School/College/University/Provider
	Qualification 
	Dates (from/to)

	
	
	

	
	
	

	
	
	

	
	
	





[bookmark: _Toc44690462]EXPERIENCE AND ABILITIES
This section is for you to give information in support of your application, please set information out on maximum of two sides of A4




[bookmark: _Toc44690463]REFERENCES
Give the names and addresses of two relevant referees.  At least one, and ideally both will be employment referees and must include your present or last employer.
	
	Referee 1
	Referee 2

	Name
	
	

	Post Title (if applicable)
	
	

	Full Address
	
	

	Telephone number
	
	

	Email Address
	
	

	Capacity in which they are known to you
	
	



	When may we approach your referees for a reference?
	Now/When post is offered




[bookmark: _Toc44690464]DECLARATION

I certify that the information provided is true and accurate and that I have not omitted any facts which may have a bearing on my application.  I understand that any subsequent contract of employment with Castle Enterprise Scotland Ltd will be made based on the information I have provided.  I understand that a false declaration which results in my appointment to the service will render me liable to dismissal without notice.  I give explicit consent that the information which I give on this form may be processed in accordance with the Data Protection Act 1998.   

I agree to Castle Enterprise Scotland carrying out pre-employment screening relevant to my application.

[bookmark: Check19]Mark box to agree and sign below. |_|


	Name/Signature
	
	Date
	







Equal Opportunities Monitoring Form
EQUAL OPPORTUNITIES POLICY
Castle Enterprise Scotland is committed to equal opportunities in its employment policy and practice, and to diversity of its workforce.  It seeks to ensure that individuals are treated solely based on merit.  The aim of the policy is to ensure that no employee or job applicant is subject to direct or indirect discriminatory treatment on the grounds of gender (including gender reassignment), sexual orientation, ethnic or national origin, age, socio-economic background, disability, religious or political beliefs. 

ABOUT THIS FORM
In order that the Castle Enterprise Scotland can monitor its success in meeting this commitment, you are requested to complete this equal opportunities monitoring form by providing information on your ethnic origin, whether you are affected by disability and also details of nationality.  The information that you provide will be treated as strictly confidential and will not be used to assess your suitability for the post.  The data is being requested for monitoring and statistical purposes only and to assist our project in meeting statutory and other obligations.

Ethnic Origin
For the purpose of analysing ethnic origin, Castle Enterprise Scotland has adopted the recommended categorisation scheme.  Please tick the box that you feel most accurately describes your ethnic origin. 
 
Dignity at Work
Castle Furniture Project is committed, as an integral part of its equal opportunities policy, to ensuring that male and female applicants are treated fairly and equitably throughout the recruitment process and to respect the dignity of staff and applicants in the working environment. Please tick the appropriate box to indicate your gender.

Disability
Castle Enterprise Scotland is committed to providing a work environment which is open to all and to respond, as appropriate, to the needs of those with disabilities.  Please delete as appropriate your answers to the questions.

Date of Birth
Castle Enterprise Scotland is committed, as an integral part of its equal opportunities policy, to ensuring that applicants are treated fairly and equitably, irrespective of age throughout the recruitment process. Please enter your date of birth and age.	

Data Protection
In line with the Data Protection Act 1998, Castle Enterprise Scotland will use the information given by you for statistical purposes.  It may analyse applications by gender, ethnic origin, or disability.  Your assistance and cooperation in providing the requested data is greatly appreciated and Castle Enterprise Scotland thanks you in advance for helping to ensure completeness in our statistical records.

Media
Please let us know where you saw the post advertised.


RECRUITMENT MONITORING FORM
This sheet will be separated from your application form upon receipt and does not form part of the selection process.  

	Post Applied For
	



Castle Enterprise Scotland aims to be an equal opportunities employer, and selects staff on merit, irrespective of race, colour, nationality, ethnic or national origins, gender, marital status, family responsibility, age, disability, sexual orientation, trade union activity, or religious belief.  To monitor the effectiveness of our equality policy, the Project requests that all applicants complete this form.  In accordance with the Data Protection Act 1998, the information you have provided will only be used for the purposes of equality monitoring.  The information will be used in summary form only and may inform improvements to our equality policy.

ETHNIC GROUP
Please choose ONE section from A-F, then tick the appropriate box.
	A - White
	
	B – Mixed

	British
	|_|
	
	White & Black Caribbean
	|_|

	Irish
	|_|
	
	White & Black African
	|_|

	Other, please state
	
	
	White & Asian
	|_|

	
	
	
	Other, please state
	



	C – Asian or Asian British
	
	D – Black or Black British

	Indian
	|_|
	
	Caribbean
	|_|

	Pakistani
	|_|
	
	African
	|_|

	Sikh
	|_|
	
	Other, please state
	

	Other, Please State
	
	
	
	



	E – Chinese or another Ethnic Group
	
	F 

	Chinese
	|_|
	
	I do not wish to provide this information
	|_|

	Other, Please State
	
	
	
	



GENDER
	Male
	|_|
	Female
	|_|
	Other
	|_|
	Please Specify
	



DISABILITY
	None
	|_|
	I have mental health issues
	|_|

	I have a specific learning difficulty i.e. dyslexia
	|_|
	I have an unseen disability i.e. diabetes, epilepsy, or heart condition
	|_|

	I am blind or partially sighted
	|_|
	I am deaf or hard of hearing
	|_|

	I use a wheelchair or have mobility issues
	|_|
	I have Autistic Spectrum Disorder or Asperger Syndrome 
	|_|

	I have a disability, special need or medical condition not listed
	|_|
	I do not wish to provide this information
	|_|


	


PRESENT STATUS
	Internal Applicant
	|_|
	External Applicant
	|_|



DATE OF BIRTH
	Date of Birth (dd/mm/yyyy)
	



MEDIA
Please state where you saw this post advertised.

	Job Centre
	|_|
	
	

	Castle Furniture Website
	|_|
	
	

	Other Website
	|_|
	Please state
	

	National Newspaper
	|_|
	Please state
	

	Local Newspaper
	|_|
	Please state
	

	Professional/trade journal
	|_|
	Please state
	

	Other
	|_|
	Please state
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