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APPLICATION FORM
	Post Applied for
	
	Location


	

	Where did you hear about this vacancy?


	


1.
PERSONAL DETAILS 
	Name 


	

	National Insurance Number


	

	

	Address:
Post Code:
	Home Telephone Number:
Mobile Telephone Number:

Email Address:


	

	If you have a disability, please tell us if there are any reasonable adjustments we can make to help you with your application or with our recruitment process:



	Do you require a work permit to work in the UK?

If successful, you must have the right to work in the UK and be able to provide evidence of this before employment starts.


	Yes   /   No

	Do you hold a current valid driving licence?

	Yes   /   No

	What notice are you required to give your current employer?


	


	Are you, or have you ever been a member of the PVG Scheme?


	Yes   /   No

	If Yes, please provide your PVG Scheme ID Number and state whether this if for Children, Adults or both:

PVG SCHEME ID:                                                                          Children    FORMCHECKBOX 
     Adults     FORMCHECKBOX 
      Both    FORMCHECKBOX 



2.
EDUCATION & QUALIFICATIONS
Please detail any qualifications you have achieved which are either essential to undertake the role as detailed on the Person Specification or which you feel are of relevance to your application.  Documentary evidence of essential qualifications may be required.
	Title/Level of Qualification
	Grade / Award
	Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


3.
EMPLOYMENT HISTORY 
Please list your previous employment in chronological order starting with your present or last employer.  Include service (giving rank and number) in HM Forces and any period of self-employment.  It is essential that you provide details of any period not covered (e.g. any period of education/unemployment).
	Current or Most Recent Employer

	Employer’s Name, Address, and Telephone Number.  (Please also provide contact name)
	Capacity in which

Employed 
(or state if unemployed / in education)
	Dates
	Reason for Leaving, or please indicate if you are still employed here.

	
	
	 From 

(month and year)
	To

(month and year)
	

	
	
	
	
	Current Salary: 
………………………


EMPLOYMENT HISTORY (CONTINUED)  

	Previous Employment

	Employer’s Name, Address, and Telephone Number.  (Please also provide contact name)
	Capacity in which

Employed 
(or state if unemployed / in education)
	Dates


	Reason for Leaving

	
	
	 From 

(month and year)
	To

(month and year)
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Continue on a separate sheet if necessary


4.
DUTIES AND RESPONSIBILITIES IN PRESENT/PAST EMPLOYMENT 
Please use the space below to give details of your duties and responsibilities in your current or most recent employment.
	


5.
MEMBERSHIP OF PROFESSIONAL BODIES
	


6.
VOLUNTARY WORK


Please give details of any voluntary work undertaken, including dates and duration. 

	


7.
INFORMATION IN SUPPORT OF YOUR APPLICATION 

Please use the space below to detail how you meet the criteria detailed in the Person Specification for this role.  The shortlisting panel will select candidates for interview based on how well they demonstrate they meet these criteria.

	


Continue on a separate sheet if necessary

8.
REFERENCES
Please give the name, address and telephone number of two referees, who should not be related to you. Ideally at least one should be your present, or most recent employer; we would prefer two business referees but will accept one personal referee if absolutely necessary. 
Please indicate in what capacity you know the referees by ticking the appropriate box. 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

	NAME


	
	NAME


	

	POSITION


	
	POSITION


	

	ADDRESS


	
	ADDRESS


	

	TELEPHONE NO.


	
	TELEPHONE NO.


	

	E-MAIL ADDRESS


	
	E-MAIL ADDRESS


	

	MOBILE NO.


	
	MOBILE NO.


	



Please tick the relevant boxes below:
	
	REFEREE 1
	REFEREE 2

	Known in a work capacity
	
	

	Known in personal capacity
	
	

	You may approach before interview
	
	

	You may NOT approach before interview
	
	


9.
DECLARATIONS
Conflict of Interests – please indicate any conflicts of interest, such as relation to someone within Borders Independent Advocacy Service (BIAS), potential employment conflicts or any other possible conflictions.)
	

	Criminal Convictions: Regulated Work 

Anyone doing Regulated Work is required to disclose certain convictions and undergo a Disclosure Check.  This post is subject to a Level 2 PVG check and the successful candidate will be required to declare any convictions as per the Management of Offenders (Scotland) Act 2019. You are also required to confirm that you are not barred for regulated work and that you have not been referred for a Disqualification from Working with Children/Protected Adults.  The rules around what you need to disclose are complex meaning it may be difficult to know what should and should not be disclosed.  For this reason, we do not ask applicants going through our recruitment process to self-disclose, however, if you are provisionally offered a position, you will be required to complete a self-disclosure form in order to obtain a disclosure certificate and join the PVG Scheme.  

Having a criminal record does not necessarily mean that someone cannot work or volunteer for our organisation.  Our full Recruiting with Convictions Policy is available on request. If you wish to discuss any previous convictions or offences with us, or for more information, please get in touch.
By submitting this application, you are confirming that you have not been barred from working with Children or Protected Adults or referred for disqualification.

	

	Declaration
I declare that all information given in this application is true to the best of my knowledge and belief.  I understand that canvassing, withholding or giving false information will disqualify my application or if discovered after appointment, may be grounds for dismissal or further action.

Any offer of post is subject to a satisfactory Level 2 PVG check and 2 references and must comply with the Home Office Right to Work Scheme.
I authorise Borders Independent Advocacy Service to approach former employers, educational establishments, government agencies and personal referees for verification of the information within this form. 
(Please note that references will not normally be taken up until a formal offer of employment is made.)
I agree that my electronic signature is the legal equivalent of my manual/handwritten signature on this document. 

By typing my signature and submitting this application, I consent to the legally binding terms and conditions of this document. I further agree that my signature on this document is as valid as if I signed the document in writing.

Signed ______________________________________
Date ____________________________



	PLEASE RETURN YOUR COMPLETED APPLICATION FORM TO:

Borders Independent Advocacy Service
The Hive 

Low Buckholmside
Galashiels TD1 1RT
OR

recruitment@bordersadvocacy.org.uk 


Using your Information
We collect information about you when you apply to join our team.  This information will be used only for administration, fulfilling legal requirements and to keep you safe.  This information will only be retained for as long as necessary.  Your information is kept safe and secure. We never sell your information.   You have the right to request a copy of the information we hold about you.  For further information on how your personal information is used and how we maintain the security of your information please email us at info@bordersadvocacy.org.uk or write to us at Borders Independent Advocacy Service, The Hive, Low Buckholmside, Galashiels TD1 1RT.
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