	EMPLOYMENT APPLICATION FORM

	[image: \\aha-file\users\angelac\Desktop\Almond-Ent-logo NEW Feb 14.jpg]



[bookmark: _GoBack]First save this form under another name.  To complete the form, point your mouse arrow on to the highlighted portions OR use your tab key to move between the highlighted fields and start typing, OR double click the highlighted portions to check or populate the fields.  You must complete the application form in full as we do not accept CVs.
	
	PART A
Personal Details

	Application for (Job Title):

     


	Job Reference No:


	
	For office use only

	
	Candidate ID No:

	No applicant will be unfairly discriminated against.  We are particularly alert to eliminating discrimination on account of age, cultural/religious/political belief, disability, ethnicity, gender, race, relationship status, or sexual orientation.

Only 'Part C' of this form will be made available to short-listing panels, therefore we would ask that you complete this section as fully as possible, especially the Statement in Support of Application, in reference to how you meet the criteria for the post.


	Personal Details

	
	
	
	
	

	Surname:
	[bookmark: Text1]     
	Forename:
	[bookmark: Text2]     
	

	
	

	Name known: by (if different)
	[bookmark: Text3]     
	Title:
	[bookmark: Text4]     
	

	
	
	
	

	Address:
	[bookmark: Text5]     
[bookmark: Text102]     

	
	
	

	
	[bookmark: Text100]     
[bookmark: Text82]     

	
	
	
	

	
	[bookmark: Text217]     
	Post Code:
	[bookmark: Text216]     

	
	
	

	Contact Telephone Numbers:
[bookmark: Text8]     
	Day:
	[bookmark: Text11]      

	
	
	

	Evening:
	[bookmark: Text9]     
	Mobile:
	     

	
	
	

	E–mail: address (if we may use this):
	[bookmark: Text13]     

	
	
	
	

	[bookmark: Text222]If we need to, the best way for us to contact you is by:      







	Personal Details Cont’d…

	Are there any dates where you are not available for interview?


	

	Where did you learn about this vacancy?


	

	Are you a relative of a Board member?

	Yes  |_|
	No |_|

	Are you a relative of a staff member?

	Yes  |_|
	No |_|

	If YES to any of the above, please give details:



	Work Permit
	
	

	Do you need a work permit to take up this post?  
	[bookmark: Check1]Yes  |_|
	[bookmark: Check3]No |_|

	Working in the UK
	
	

	Are you eligible to work in the UK?
	[bookmark: Check2]Yes  |_|
	[bookmark: Check4]No|_|

	Referees

	Your referees will include your present (or most recent) employer.  Please identify below (Name 1) the person in your organisation who is authorised to confirm your employment and the details given in your application.

Please identify a second referee (Name 2) who may have closer knowledge of your skills, knowledge and abilities and who may offer opinion on your suitability for this post.  You should not use family members or friends.

Our pre-employment screening checks also include, where appropriate, health and fitness for work, criminal records, qualifications and professional registration.

Note that references will only be taken up for preferred candidates following interview.


	

	Name 1:
	[bookmark: Text54]     
	Designation:
	[bookmark: Text59]     

	
	
	
	

	Address:
	[bookmark: Text55]     
[bookmark: Text89]     
[bookmark: Text58]     

	
	
	

	
	[bookmark: Text104]     
	Post Code:
	[bookmark: Text60]     

	
	
	
	

	Telephone:
	[bookmark: Text92]     
	Email:
	[bookmark: Text93]     

	

	Name 2:
	     
	Designation:
	     

	
	
	
	

	Address:
	     
     
     

	
	
	

	
	[bookmark: Text106]     
	Post Code:
	     

	
	
	
	

	Telephone:
	[bookmark: Text218]     
	Email:
	[bookmark: Text219]     

	





	[bookmark: Text18]
Job Reference No:           

	For office use only
	
	PART B
Declarations

	Candidate ID No:
	
	

	Rehabilitation of Offenders Act 1974

	
Do you have any unspent criminal convictions?
Information will be verified by Disclosure Scotland for relevant posts.

[bookmark: Check61]				Yes	|_|

[bookmark: Check62]				No	|_|

If yes, please provide details:


	[bookmark: Text19]     


	[bookmark: Text20]     


	[bookmark: Text21]     


	[bookmark: Text168]     

	Please read the following statements.  You will be asked to sign a declaration if you are appointed:

· I have completed Parts A to D of this application form and the details I have supplied are, to the best of my knowledge, true and complete

· I understand that if appointed to this post the information on this form will be kept as part of my personal file record

· I authorise you to obtain references to support this application if I am identified as a preferred candidate

· I understand that details of educational qualifications, membership of professional bodies and referee reports may be verified through the establishments and individuals I have indicated

· I consent to my details being kept confidentially and used for specific and lawful purposes as specified in the Data Protection Act 1998


	
[bookmark: Check11]Read, agreed and understood (check box) |_|

	
Date:     
	








This page is intentionally blank



	
Job Reference No:           

	For office use only
	
	PART C
Career / Educational Summary

	Candidate ID No:
	
	

	Present (or most recent) Post

	
	
	
	

	Job Title:
	[bookmark: Text38]     

	
	

	Employer:
	[bookmark: Text41]     

	
	
	

	Dates of Employment: 
	From:
	[bookmark: Text42]     
	To:
	[bookmark: Text43]     

	
	

	Reason for Leaving (if applicable):
	[bookmark: Text44]     

	
	

	Notice Period:
	[bookmark: Text46]     
	Current Salary & Benefits:
	[bookmark: Text47]     

	Role Purpose / Summary of Responsibilities

	[bookmark: Text107]     


	Employment History

	Start with your most recent employment and work down the page, covering your employment for the last 5 years.
Please include any periods of unemployment.
If a job supports the position applied for, please say more about it in your Application Support Statement (last page Part C).

	Job Title
	Employer
	Date From
	Date To

	[bookmark: Text108]     

	     
	[bookmark: Text110]     
	[bookmark: Text111]     

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     



 

	Qualifications Achieved

	Subjects
	Type of Qualification
eg. Standard Grade, GCSE, Higher, BSc
	Grade Achieved

	[bookmark: Text223]     















	[bookmark: Text28]     
	[bookmark: Text29]     

	[bookmark: Text170]     
	[bookmark: Text171]     
	[bookmark: Text172]     

	[bookmark: Text173]     
	[bookmark: Text174]     
	[bookmark: Text175]     

	[bookmark: Text176]     
	[bookmark: Text177]     
	[bookmark: Text178]     

	[bookmark: Text179]     
	[bookmark: Text180]     
	[bookmark: Text181]     

	[bookmark: Text182]     
	[bookmark: Text183]     
	[bookmark: Text184]     

	[bookmark: Text197]     
	[bookmark: Text198]     
	[bookmark: Text199]     

	[bookmark: Text200]     
	[bookmark: Text201]     
	[bookmark: Text202]     

	[bookmark: Text203]     
	[bookmark: Text204]     
	[bookmark: Text205]     

	Qualifications Currently Studying or Working Towards

	Subjects
	Type of Qualification
eg. Standard Grade, GCSE, Higher, BSc
	Grade Anticipated
	Date Anticipated

	[bookmark: Text30]     










	[bookmark: Text31]     
	[bookmark: Text32]     
	[bookmark: Text33]     

	[bookmark: Text185]     
	[bookmark: Text186]     
	[bookmark: Text187]     
	[bookmark: Text188]     

	[bookmark: Text189]     
	[bookmark: Text190]     
	[bookmark: Text191]     
	[bookmark: Text192]     

	[bookmark: Text193]     
	[bookmark: Text194]     
	[bookmark: Text195]     
	[bookmark: Text196]     

	Membership of Professional or Regulatory Bodies

	Full name of organisation(s)

	Registration Number
	Renewal Date


	[bookmark: Text206]     
	[bookmark: Text207]     
	[bookmark: Text208]     

	[bookmark: Text209]     

	[bookmark: Text210]     
	[bookmark: Text211]     

	[bookmark: Text212]     

	[bookmark: Text213]     
	[bookmark: Text214]     





	Details of Courses Attended / Other Specialised Training

	     
























	Disability

	The Disability Discrimination Act 1995 and Amended Regulations 2005 defines disability as follows: “any physical or mental impairment which has a substantial adverse effect on a person’s ability to carry out normal day to day activities”.  Almond Enterprises Limited operates a Job Interview Guarantee (JIG), which means that if you have a disability, and meet the minimum criteria outlined within the person specification, you will be guaranteed an interview.  However, some disabled people prefer not to take this option, so please tick your preference if you are a disabled candidate. 

[bookmark: Check64][bookmark: Check63]Do you want to participate in the interview guarantee scheme?	Yes  |_|		No  |_|

[bookmark: Text66][bookmark: Text220]Please specify any special requirements you require if attending for interview, e.g. Induction Loop, Wheelchair Access, Signer:         


	Driving Licence (see Job Description - only complete if a driving licence is essential)

	
[bookmark: Check66][bookmark: Check65]Do you have a driving licence?                                                     Yes  |_|        No  |_|

Do you have a car or have use of one?                                        Yes  |_|        No  |_|







	Statement in Support of Application – please tell us your personal qualities, skills and attributes, experiences and any major achievements, and show how they match those needed for this job.  You may also wish to detail any leisure pursuits, hobbies or interests.

	[bookmark: Text134]     


















































	
Job Reference No:           

	For office use only
	
	PART D
Equalities Monitoring

	Candidate ID No:
	
	

	Equal Opportunities Monitoring

	

We want to ensure that our job opportunities are open to all.  The only way we can ensure there is equal opportunity is to monitor applications we receive and compare the profiles of people who apply with those appointed, therefore this form asks you for your ethnic origin, gender, disability and age.
 
The information you provide in this part of the form (Part D) is confidential and is not used in the selection process.  It will be separated from the rest of the form when we receive it.

Whilst you are invited to complete this form, you are not obliged to do so, either in full or in part.




We at Almond are committed to the promotion of equal opportunity and to combating discrimination, direct or indirect, in the

· recruitment to membership of the Board of Management

· recruitment and employment practices

We are also committed to complying with all current anti-discrimination law, regulations and good practice.

We will seek to ensure that in all our policies, procedures and management decisions there is no discrimination on the grounds of gender, marital status, age, ethnic origin, nationality, colour, religion, sexual orientation, disability or health problem.

We will provide information in alternative forms for those who require it, for example by using audio tapes, Braille or other languages.

As part of our commitment to Equal Opportunities, and in compliance with the Equality Act 2010, we have adopted an Equality & Diversity Policy Statement.


A full copy of Almond’s Equality & Diversity Policy may be obtained from our offices at
New Almond House, 44 Etive Walk, Livingston, West Lothian EH54 5AB







	1) You are:

	
	

	
[bookmark: Check69]Female  |_|
	
[bookmark: Check70]Male  |_|


	

	

	2) What is your age?
	

	

	
[bookmark: Text225][bookmark: Text226]I am       years old,  and my date of birth is:      


	

	3) Do you consider you have a disability?

	
	[bookmark: Check76]Yes       |_|
	[bookmark: Check75]No  |_|
	[bookmark: Check74]Prefer not to say  |_|




	

	· If you have answered yes to this question, please describe the nature of your disability:


		      


	4)  What is your ethnic group? 

	
Choose one section from A to F, then check the appropriate box to indicate your cultural background


	

	A: White
	[bookmark: Check82]|_| Scottish
	[bookmark: Check83]|_| Irish
	[bookmark: Check84]|_| Other British
	|_| Polish

	

	
	|_| Gypsy / Traveller
	|_| Any other White background
	
	

	

	
B: Mixed or Multiple Ethnic Background
	
[bookmark: Check86]|_| 

	

	C: Asian, Asian Scottish, Asian British

	
	[bookmark: Check87]|_| Pakistani
	[bookmark: Check88]|_| Indian
	[bookmark: Check89]|_| Chinese
	

	
	
	

	
	[bookmark: Check90]|_| Bangladeshi
	[bookmark: Check91]|_| Any other Asian background

	
	
	
	
	
	

	
D: Black, Black Scottish, Black British

	
	[bookmark: Check92]|_| Caribbean
	[bookmark: Check94]|_| African
	
	

	
	
	

	
	[bookmark: Check93]|_| Any other Black background
	

	
	

	E: Other Ethnic Background

	
	[bookmark: Check95]|_| Arab, Arab Scottish or Arab British
	|_| Any other group
	
	

	
	
	
	
	

	F: Other
	|_| Any other background
	
	
	

	
	
	
	
	

	[bookmark: Check96]G: Prefer not to answer	                   |_|
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