[image: ]CONFIDENTIAL APPLICATION FOR EMPLOYMENT

Please read guidance notes before completing Parts A, B, & C.
Print in black ink or type and return on or before the closing date and time.  
Please do not submit a CV as this will not be considered.

Part A
Personal Information and Data Protection Declaration:  Not part of the shortlisting process

Post Details
	Post Title: 

	How did you hear about this post? 

##



Personal Details
	Title:
	Forename(s): 
	Surname: 

	Address (including postcode):
	Email:  

	
	Mobile number: 



Right to Work in the UK
	Do you have the right to work in the UK? 	(click/tick yes or no)
	Yes: ☐         No:☐

	Prior to appointment, you will be required to show a document confirming your right to work in the UK.  This may be a passport, birth certificate or other prescribed document.  It is a criminal offence for an employer to employ those who do not have permission to work in the UK. 




References
	Please give contact details for two referees, one of whom must be your current or most recent line manager.   Neither referee should be related to you.  We will only contact the referees for the successful candidate post-interview, as part of a conditional offer of employment.  

	Current/Most recent employer  

	Name:  
	Organisation: 

	Address (including postcode)

	Job Title: 

	
	Contact number: 

	
	Email address: 

	
	How does this person know you? 


	
	Tick box if you consent to us contacting the referee post-interview as part of a conditional offer of employment: ☐



August 2021
References (continued)
	Previous employer/other person who knows you in a work or voluntary related capacity
Please indicate if you do not want FiCS to contact a referee prior to interview.

	Name: 

	Organisation:  
 

	Address (including postcode)

	Job Title: 

	
	Contact number:


	
	Email address:


	
	How does this person know you? 

	
	Tick box if you consent to us contacting the referee post-interview as part of a conditional offer of employment: ☐ 



Rehabilitation of Offenders Act 1974
	If you have a criminal record, it will not necessarily prevent you from working with us.  It will depend on the nature of the position for which you have applied and the circumstances of your offences. 

	*Do you have any unspent criminal convictions? 	(click/tick yes or no)  Yes: ☐    No: ☐

If “Yes” please give details of the date(s) of offence(s) and sentence(s) passed:





	*You are not required to declare any convictions which are spent under the Rehabilitation of Offenders Act 1974 unless the job for which you are applying is one listed in the Rehabilitation of Offenders Act 1974 (Exclusions and Exceptions) (Scotland) Order 2003.  Please note: any conviction, which resulted in a sentence of more than 30 months will always be considered as “unspent” and, therefore, must be declared.  

Applicants for posts which require a Criminal Record Disclosure as part of the recruitment process, will be asked to complete full details of any criminal convictions and other relevant information on a Criminal Record Declaration Form which will be issued separately and, only where applicable, as part of this recruitment process.  Posts that are classed as Regulated Work under the PVG scheme will require applicants to be or become a member of the relevant scheme relating to children and / or protected adults prior to employment.



Declaration   
I declare that, to the best of my knowledge, the information given in Parts A, B and C of this application is correct and accurate.   I understand that withholding or giving false information may be sufficient grounds for cancelling any agreements made.  

I agree that the information given in Parts A, B and C of this application may be held and processed by Faith in Community Scotland under the terms of the Data Protection Act 2018 to provide information management for recruitment and equal opportunities monitoring purposes.  (Please see our Privacy Notice for Job Applicants in the job information pack.)

I understand that any appointment offered to me may be subject to membership of Protecting Vulnerable Groups Scheme.

Applicant’s Signature:  	 Date:   	


When completed please email Parts A, B and C to: jobs@faithincommunity.scot


Part B

Equal Opportunities Monitoring Information   
Strictly confidential and not part of the selection process
We are committed to the principles of equal opportunities and aim to be an equal opportunities employer.  To assist us in monitoring our progress in this, you are asked to complete the follow sections.  
Please tick or click the relevant box
	1	Sex:  are you
Female ☐
Male ☐
Transgender ☐
I prefer not to answer ☐

4	Sexual Orientation:  are you
Bisexual ☐
Gay ☐
Heterosexual ☐
Lesbian ☐
Other * ☐
*Please Specify

I prefer not to answer ☐
	2	Personal Status:  are you
Civil partnership/married ☐
Neither ☐
I prefer  not to answer ☐

5	Age:  are you
16 – 19 ☐         20 – 24 ☐
25 – 39 ☐         40 – 44 ☐
45 – 49 ☐         50 -  54 ☐
55 – 59 ☐         60 – 64 ☐
65 or over ☐
I prefer not to answer: ☐
	Religion: are you
None ☐
Buddhist ☐
Christian ☐
Hindu ☐
Jewish ☐
Muslim ☐
Sikh ☐
Other *
Please specify:

I prefer not to answer ☐

	6	Disability
Do you consider yourself disabled as defined by the Equality Act 2010?  That is, do you have a physical or mental impairment which has a substantial and long term adverse effect on your ability to carry out normal day to day activities?   Yes ☐      No ☐      I prefer not to answer ☐

	Ethnic Group  -  choose one section from A to F, then click/tick the appropriate box

	A	White	
Scottish ☐
English ☐
Welsh ☐
Irish ☐
Any other white background? *
*Please specify
	B	Asian, Asian Scottish, Asian English, Asian Welsh or 	other Asian
Indian ☐
Pakistani ☐
Bangladeshi ☐
Chinese ☐
Any other Asian background? *
*Please specify

	
C	Mixed
Any mixed background? * ☐
*Please specify
	D	Black, Black Scottish, Black English, Black Welsh, 	Black Irish
Caribbean ☐
African ☐
Any other Black background? * ☐
*Please specify  

	E	Other ethnic background	
Any other background? * ☐
*Please specify
	F	Prefer not to say
I prefer not to answer any of this section ☐




Part C
Qualifications, Skills and Experience   
The information contained in Part C will be used as part of the selection process, therefore, it will be made available to all those involved in the selection process.

	Post Title:    
	For office use:




EDUCATION and TRAINING BACKGROUND
	Education or Training Qualification

	Grade/Level of Pass
	Name of Establishment
	Year
Achieved

	
	 
	

	



Additional Qualifications/Training Courses and Membership of Professional Bodies
	



CURRENT EMPLOYER, or if none, CURRENT VOLUNTARY WORK 
	Name and Address of employer / Voluntary Organisation

	Dates
	From   
	To Sept 

	
	Current Salary   

	
	Notice required 

	
	Reason for leaving   

	Job title and brief description of main duties and responsibilities






PREVIOUS EMPLOYMENT / VOLUNTARY WORK RECORD    (Chronological order – starting with most recent)
	Dates  (from – to)

	Employer’s name 

	Reason for Leaving: 


	Job title and summary of main duties and responsibilities


	Dates  (from – to)

	Employer’s name 

	Reason for Leaving


	Job Title and summary of main duties and responsibilities






PREVIOUS EMPLOYMENT / VOLUNTARY WORK RECORD continued
	Dates  (from – to) 


	Employer’s name 



	Reason for Leaving



	Job Title and summary of main duties and responsibilities


	Dates  (from – to)

	Employer’s name 

	Reason for Leaving


	Job Title and summary of main duties and responsibilities 


	Dates  (from – to)

	Employer’s name 

	Reason for Leaving


	Job Title and summary of main duties and responsibilities




SKILLS AND EXPERIENCE   
	Tell us why you are applying for this post.  Thinking of the job description and person specification, use this space to demonstrate that you have the necessary skills, experience, achievements and personal qualities which you believe makes you the right person for this post.  Use personal relevant examples to illustrate how you will meet the essential and desirable requirements.  
Please confine your comments to this and the next page only.    NB:  CVs will not be considered.

	




SKILLS AND EXPERIENCE (please use if required)
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