
 Recruitment Pack 


Applicant No: _________ (office use only)
Post Applied For:  



 [image: ]Angus Women’s Aid Ltd
290 High St 
Arbroath

Tel:   01241 439437
Email: info@anguswomensaid.co.uk
Web:   www.anguswomensaid.co.uk



Dear Applicant

Thank you for your interest in applying for a post with Angus Women’s Aid.  Please find enclosed the following documents:-

· Advice on completing your application form
· Job Description and Person Specification
· Application form 

Please do not send a curriculum vitae as this will not be considered.  

Please note, all applications and relevant recruitment documents will be held confidentially and destroyed after successful applicant is appointed apart from documents relating to the successful applicant.

Your completed application should be submitted via email by sending it to applications@anguswomensaid.co.uk 

The closing date for applications is 12 noon Friday 31st July

We look forward to receiving your completed application form. 

Yours sincerely



Anne Robertson Brown
Executive Director 





Angus Women’s Aid is a company limited by guarantee, registered with OSCR and registered in Scotland as company number SC272882 
charity number SC013604.


ADVICE ON COMPLETING YOUR APPLICATION FORM

As part of Angus Women’s Aid commitment to equal opportunities, candidates for each post are treated equally.  Application forms are the only basis on which the first selection is made to decide whom to call for interview.  Therefore, only information which appears on the form (and continuation pages), can be considered.  It is very important that your completed form contains both the information we want about your skills and experience and the information you want to give us.  These advice notes are intended to help you to complete your form effectively.

1	Read all the information provided especially the job description and person specification.  These outline the duties you would be expected to carry out in this post and lists the skills, knowledge and abilities that the short listing/interview panel will be looking for.

2	The application form will be photocopied so the form should be completed in typescript and submitted by email. 

3	Section 4 asks you to note down your general experience and is the most important part of your application. This is your chance to explain why you are suitable for the job.  It is not enough to say you have the experience – you must demonstrate experience and skills with specific examples.  Relevant experience may be from your current or previous jobs or from out with formal employment. 

4	Do not send your CV in addition to or in place of a completed application form as it will not be considered by the short-listing panel.

5	Membership of both PVG schemes is a requirement of these posts.  

6	Completing the Equal Opportunities Monitoring Form is voluntary but the information requested here is useful as it allows us to monitor the effectiveness of our policy of equal opportunities in employment.  

7	All applicants must complete all parts of the application form.  

9	Application forms must arrive on time. Forms arriving late will not be considered.

10 References will not be taken up until after interview.  It is our policy not to make a job offer without taking up references.
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THE DATA PROTECTION ACT 1998



It is important that applicants read this note



Under the 1998 Data Protection Act, we are required to advise applicants about the use of personal “data” or information which we ask you to provide during the recruitment process.


The Application Form
The information you provide will be used by the selection panel to draw up the shortlist for interview and as part of the evaluation process at interview. If you are appointed, the application form will be placed in your personal file.


Equal Opportunities Form
We are committed to providing equality of opportunity in recruitment and employment. You are asked to assist with this by completing the equal opportunities questionnaire attached to the application form. This information is not revealed to the selection panel but used to produce a statistical report on recruitment. 


Criminal Convictions Declaration Form
If you are appointed, this information will be stored in your personal file and should the declaration you have made be untruthful, this may lead to disciplinary action being taken against you.


All papers relating to unsuccessful applicants are securely stored for 3 months and then confidentially destroyed.








Identification No.  ____
[image: ]

RECRUITMENT OF EX-OFFENDERS

Angus Women’s Aid (AWA) complies fully with the Code of Practice, issued by the Scottish Ministers in connection with the use of information provided to registered persons and other recipients of information by Disclosure Scotland under part V of the Police Act 1997, for the purposes of assessing applicants’ suitability for positions of trust. AWA undertakes to treat all applicants for positions fairly and not to discriminate unfairly against the subject of a Disclosure on the basis of conviction or other information revealed.

AWA has a written policy on the recruitment of ex-offenders.

Having a criminal record will not necessarily debar you from working with AWA. This will depend on the nature of the position together with the circumstances and background of any particular offences.


REHABILITATION OF OFFENDERS ACT 1974

The provisions relating to the non-disclosure of criminal convictions do not apply to certain occupations. The position for which you are applying is included in the excepted type of employment under the Rehabilitation of Offenders Act (Exceptions) 1974 order 1975. A PVG will be requested through “Disclosure Scotland” for all support posts. Please answer the following questions, read carefully and sign the declaration below. 
Should the declaration you have made be untruthful, this may lead to disciplinary action being taken against you.



1. Have you ever been convicted of any criminal offence(s) current and/or spent or do you have any criminal charge(s) pending.

	Yes

	No




1. If yes, please give full details of the conviction(s) / charge(s) current and/or spent and the date(s) on a separate sheet and enclose it with your completed application.









Signature……………………………………………………………..	Date…………………………
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Please refer to guidance notes before completing this application Form.
	Applicant Number (office use only)
	

	Post Applied For
	



PERSONAL INFORMATION 
(Confidential, this section will be removed and not used for shortlisting purposes) 
1. Personal Details 
1. 
	Personal Details

	Name
	
	Home Address

	Mobile Number
	
	

	Home Number
	
	

	Email
	
	



2. General 
Please give two referees. One must your current or most recent employer, the other could be a character reference. Referees cannot be a relative or a close friend. Please indicate if referees can be contacted prior to interview.

	Name
	
	Work Name & Address

	Job Title
	
	

	Tel. Number
	
	

	Email 
	
	

	Relationship
	
	



	Name
	
	Work Name & Address

	Job Title
	
	

	Tel. Number
	
	

	Email 
	
	

	Relationship
	
	



Please complete details or delete Yes/No as appropriate
	Period of notice required by current employer 
	

	Are there any dates when you will be unavailable for interview? 
	

	Are there any adjustments that AWA will need to make, should you be invited to interview?  
	

	Are there any restrictions to your residence in the UK, which might affect your right to take up employment? 


	
Yes/No
If Yes, please provide details


	If you are successful in your application will you require a work permit prior to taking up employment?	 
	
Yes/No

	How did you find out about the post?
	



Data Protection Statement 
The information that you provide on this form and that obtained from other relevant sources will be used to process your application for employment. Unsuccessful applications will be destroyed after 6 months.
If you succeed in your application and take up employment with us, the personal information that you give us will be used in the administration of your employment with us and to provide you with information about us or third party via your payslip. We may also use the information if there is a complaint or legal challenge relevant to this recruitment process. 
We may check the information collected, with third parties or with other information held by us. We may also use or pass to certain third party information to prevent or detect crime, to protect public funds, or in other ways as permitted by law. 
By signing the application form you agree to the processing of personal data, (as described above) and in accordance with our registration with the Information Commissioner.
	DECLARATION 

	I declare that to the best of my knowledge and belief the information given is correct and complete.  I understand that AWA reserves the right to withdraw the offer of employment or to terminate employment already commenced if the information I have provided to AWA is inaccurate or misleading in any way.  Any job offer is conditional upon receipt of satisfactory references and, if required by AWA, any medical reports or disclosure check. 
Signed ___________________________________________________ Date _________________
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3. Employment History (starting with current or most recent post).                                                             
Please do not adjust box sizes or font size. Text must be kept within the sizes given
	Post Title
	
	Reason for Leaving
	

	Employer’s name
	
	Employer’s address
	

	Start & End Date
	
	
	

	Responsibilities, experience gained, key achievements (max 20 lines)

	






















	Post Title
	
	Reason for Leaving
	

	Employer’s name
	
	Employer’s address
	

	Start & End Date
	
	
	

	Responsibilities, experience gained, key achievements (max 20 lines)

	
























	Post Title
	
	Reason for Leaving
	

	Employer’s name
	
	Employer’s address
	

	Start & End Date
	
	
	

	Responsibilities, experience gained, key achievements (max 20 lines)

	























	Post Title
	
	Reason for Leaving
	

	Employer’s name
	
	Employer’s address
	

	Start & End Date
	
	
	

	Responsibilities, experience gained, key achievements (max 20 lines)

	
























Please continue on a separate sheet if necessary (Detailing a maximum of 4 additional positions) giving page number and title heading. 



4. Educational, Technical & Professional Qualifications 

Please name any institute or professional body in full and include attainment level. School qualifications do not need to be included if you have a college, university or professional qualification. 
	Institute
	Qualification gained
	Date Achieved

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Please continue on a separate sheet if necessary giving page number and title heading.
	Please delete as appropriate

	· Are you able to work flexibly – i.e.  some evening and weekend work?
	YES/NO

	PVG Scheme Membership

	· Are you currently a PVG Scheme member in respect of regulated work with children and/or protected adults?
	YES/NO

	· If you are not yet a member for the specific groups listed as required in the job description, are you willing to become a PVG Scheme member for these groups? 
	YES/NO

	Driving

	· Are you able to travel in and around Angus?
	YES/NO

	· Do you hold a current full UK driving licence?		
	YES/NO

	Please answer the following questions if a driving licence is an essential requirement of the post you are applying for.

	· Do you have your own car which can be used for work purposes?
	YES/NO

	· Do you have insurance cover for business use of the car?
	YES/NO

	· If you do not have insurance cover for business use, can you confirm that you have checked that you are able to obtain and pay for any additional cover?
	YES/NO


5. 
Personal Development 

Include any courses, membership, voluntary work which you consider relevant. 
	Institute
	Qualification gained, if any
	Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




6. 
Meeting the Person Specification  (Refer to Guidance Notes)

You may use headings to structure your statement. Your statement must not be longer than two pages. 
	EXPERIENCE, SKILLS AND KNOWLEDGE (max 54 lines)

	





	
EXPERIENCE SKILLS & KNOWLEDGE (continued) (max 54 lines)
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