
EDINBURGH & LOTHIAN COUNCIL ON ALCOHOLPRIVATE 

APPLICATION FOR POST OF


 ALCOHOL (SUBSTANCE) COUNSELLOR 
HMP EDINBURGH


Important Information

· Please complete this form electronically, or in black in

· Do not send a CV with this form or in place of it

· Your submission of this form constitutes a declaration that, to the best of your knowledge, the information given on it is true and accurate.  Any misstatements or omissions could lead to disqualification of application, or dismissal if appointed.

1.
Personal Information
	PRIVATE 
SURNAME

	

	FORENAMES

	

	ADDRESS
	

	
	

	
	

	TELEPHONE
	DAY

	
	EVENING

	E-MAIL
	


PLEASE NOTE THAT IN ACCORDANCE WITH EQUAL OPPORTUNITIES PRACTICE, THIS PAGE, THE EQUAL OPPORTUNITIES MONITING FORM AND PAGES 6,7&8 WILL BE DETACHED BEFORE SHORT-LISTING.

CONFIDENTIAL

EQUAL OPPORTUNITIES MONITORING FORM

ELCA aims to be an equal opportunities employer.  In order to monitor the effectiveness of our policy in relation to employment legislation we would like you to fill in this form.  You are not obliged to fill it in, but we can assure you it will be treated in the strictest confidence, it will be detached from your application as soon as it is received, and it will not affect the selection procedure in any way.

Please tick the appropriate boxes.
1.
Which of the following groups do you consider you belong to?


Categories as recommended by the Commission for Racial Equality

White  

Black - African
  
Black - Caribbean  

Black other(please specify) ..........................


Bangladeshi
 
Chinese  

Indian
 

Pakistani  

Other(please specify ..................................

2.
Do you have a disability?


YES  

NO   

3.
Are you registered disabled?

YES  

NO  
4.
Sex




      MALE  

FEMALE  
POST APPLIED FOR  ...........................................................

DATE               .........................................................

                                                FOR OFFICE USE ONLY...............
2.
EDUCATION

	PRIVATE 
DATES
	SCHOOL/COLLEGE/UNIVERSITY
	SUBJECTS

	
	
	

	
	
	


COUNSELLING AND OTHER QUALIFICATIONS

	PRIVATE 
DATES
	COURSE/COLLEGE/UNIVERSITY
	QUALIFICATION

	
	
	

	
	
	


3.
EMPLOYMENT HISTORY: Present Employment   

	Name and address of present (or most recent) employer

	

	Nature of Employment
	

	Please describe the main duties

	

	Reason for leaving/wishing to leave


	

	Date employment started
	

	Date employment ended
	

	Period of notice required (where applicable)
	


4.
PREVIOUS WORK/EMPLOYMENT HISTORY (INCLUDING 
VOLUNTARY)
	PRIVATE 
DATES
	EMPLOYER'S NAME
	POSITION & DUTIES
	REASON FOR LEAVING

	
	
	
	


5.
SUPPORTING STATEMENT (including interest in the post)
Please state below your reason for applying for this post and the qualities and experience you consider make you a suitable candidate.

Please ensure that your statement demonstrates how your skills and experience match the criteria laid out in the person’s specification.
6.
REFEREES
· Please give the name, address and telephone number) of two referees, who should not be related to you.  Please include an email address.
· Ideally at least one be your present, or most recent employer.  We would prefer two business referees but will accept one personal referee if necessary.
	Referee 1
	Referee 2

	
	


· Please indicate in what capacity you know the referees by ticking the appropriate box.

· Please also indicate if you do not wish us to take up your references before the interviews have taken place.  We always take up references.

	
	Referee 1
	Referee 2

	In a work capacity
	
	

	In a personal capacity
	
	

	You may approach before interview
	
	

	You may NOT approach before interview
	
	


REHABILITATION OF OFFENDERS ACT

Under the provisions of the Act do you wish to bring to the attention of the interview panel any conviction, whether spent or unspent?

YES/NO

DETAILS

	PRIVATE 
I hereby apply for the post of

Signed......................................................................     Date  .....................


PAGE  
	PRIVATE 
REFERENCE NUMBER
	


RECRUITMENT/APPLICATION FORMS/SESSIONAL COUNSELLOR, HADDINGTON, EAST LOTHIAN



1







