 

CHS’s application form has been designed to ensure compliance with the Data Protection Act 1998 and associated Codes of Practice and to ensure that we do not ask for any unnecessary information which may suggest discrimination.  The information you provide on your application form will only be used as part of the selection procedure and for any subsequent employment administration if your application is successful.  

Please complete the form as fully as you can using black ink to assist in photocopying.  If you need additional space for any section, continue on a separate A4 sheet.  Please ensure that any separate sheets are clearly marked with the section to which they refer and your initials and surname.

Section A

· Please note that only your surname is required in full.  Give only the initials of your first name(s).  This ensures that staff who deal with applications are not aware of the gender of applicants.
Section B

· This section asks about your education and job related training.  Please give us enough details to assess your attainments in relation to the post for which you are applying.  Continue on a separate sheet if necessary.

· We will require to see any certificates or qualifications you hold, preferably the originals.  If you are invited to interview you will be asked to bring them with you.  If you are the successful applicant for the post, a copy of any certificates will be placed on your personal file.
Section C

· This section asks about your work experience.  Again, please give as much detail as you feel gives us an accurate picture, both about the type of work you are/were doing and the responsibilities you have had.  Please start with the most recent, supplying exact dates where possible.  Continue on a separate sheet if necessary.
Section D

· Supplementary Information:  Please detail any further experience or information relevant to the post for which you are applying, bearing in mind the information you have been given about the post i.e., the job description, person specification etc.  Continue on a separate sheet if necessary.

· References:  References will only be taken up if you are short listed.  Please indicate if you do not wish your referee(s) to be contacted at this stage, however, please note that no unconditional offer of employment will be made until satisfactory references have been received.  Please ensure that you have given your consent for CHS to seek references in the form of your signature immediately below the referee details.

· General Information:  If you are the successful candidate for the post you will be asked to complete a pre-employment health questionnaire.  This questionnaire will be screened by CHS’s Occupational Health Provider, who may ask you to attend for consultation. Formal offers of employment will be made once CHS’s Occupational Health Provider has assessed the individual as “Fit to work” and where appropriate any reasonable adjustments have been implemented.  
· You are asked to tell us if you are related to any member of CHS’s staff or Board.  This is to ensure compliance with CHS’s Code of Conduct Policy.

· You are asked to tell us if you are currently eligible for employment in the UK.  This is so that we can ensure compliance with the Asylum and Immigration Act 1996 and Immigration, Asylum and Nationality Act 2006 which requires organisations to ensure individuals, to whom they are offering employment, have permission to work in the UK i.e., they hold a British passport/birth certificate/work permit etc.  If you are invited to interview you will be required to produce such evidence.
· The Disability Discrimination Act 1995 makes employers, companies and service providers legally liable for discrimination against disabled people.  If you consider yourself to have a disability, you are asked to tell us if you require any special arrangements to be made which would assist you during the interview process.  
The information provided on this application form will remain private and confidential and will only be used for recruitment and selection purposes or for subsequent employment administration if the application is successful.  The processing of all information will be in accordance with the requirement of the Data Protection Act 1998.  Enclosed with this application form you will find advice notes on the correct way to complete the form.  Please read these notes before completing the form.

	POST APPLIED FOR:
	LOCATION:


All posts are suitable for job sharing unless otherwise stated in the recruitment pack.  Do you wish to be considered for job share working?
                                          YES/NO 
(please delete as appropriate)

Section A - Personal Details (Please use block capitals)

	Initials:                                                                                   Surname: 

Address: 
Telephone No. (Home):                                                       Telephone No: 
Do you hold a current driving licence?                              Do you have access to a car? 



Section B – Education and Training

	Secondary Education

Subjects Studied
	Certificates Gained/Grades
	Date Obtained

	
	
	


	Further and Higher Education

Where attended
	Course Details (State method of study and qualification gained)
	Date Obtained

	
	
	


	Other Training (relevant to this application)

Name of Course
	Provided by
	Duration/Date

	
	
	


	Professional Qualification(s)

Name of Professional Body
	Grade of Membership
	Date Obtained

	
	
	


Section C – Employment Record

	Present or Most Recent Employment:
Name and Address of Employer:
Nature of Business: 
Post Held: 
Date Appointed:                                                                             Date Left: 
Salary Scale: Present Salary:                                                       Notice Period: 
Reason for leaving/wishing to leave: 
Please give a brief outline of your duties and responsibilities:



	Previous Employment

Name & Address of Employer and Nature of Business
	Dates

From    To
	Post Title and Brief Details of Main Duties
	Reasons for Leaving

	
	
	
	
	


Section D – Supplementary Information  Please indicate why you have applied for this post, outline the contribution you would seek to make if appointed, and supply any other details relevant to your application.  Continue on a separate sheet if necessary, clearly numbering all appendices.

	


References

Please supply full details of two referees, one of whom should be your present employer normally your line manager and the other a previous employer.  You are required to give your specific consent to contact these referees by signing the appropriate section immediately below the details of your referees.  References will be taken up prior to interview, unless you specify otherwise.  (Please use block capitals)

	Name:
Occupation:
Address:
Postcode:
Telephone No:
E-mail:
Contact Prior to Interview:
Signature of Consent:
	Yes         No 


	Name:
Occupation:
Address:
Postcode:
Telephone No.

E-mail 
Contact Prior to Interview:
Signature of 

Consent:
	Yes         No 




	General Information
If you are related to any member of CHS’s staff or Board, please give details:

Are you currently eligible for employment in the UK?   
If you are selected for interview, are there any special arrangements that you require at interview (e.g. interpreter for the deaf)?  Please give details if appropriate:
Have you previously worked for or recently applied for any other posts with CHS?  If so, please give details:



	DECLARATION  PLEASE SIGN THIS DECLARATION AFTER YOU HAVE COMPLETED ALL PARTS OF THE APPLICATION FORM.  You need only sign with your initials and surname.

I declare that to the best of my knowledge and belief all the information I have provided in this application form is complete and true.  I understand that any false or misleading statement or any significant omission may disqualify me from employment and render me liable to dismissal.

Signed: .....................................................................................................       Date: ……………………………


Please return your completed application to: chs.recruitment@scotland.gsi.gov.uk 
Or by post to: CHS recruitment, c/o SCRA, Ochil House, Springkerse Business Park, Stirling FK7 7XE

PLEASE NOTE THAT THIS FORM IS ALWAYS REMOVED PRIOR TO SHORTLISTING

CHS operates an Equal Opportunities Recruitment and Selection Policy which aims to ensure that no job applicant or employee is treated less favourably than any other.  For the policy to be effective, monitoring of applications require to be carried out to help ensure that no candidate is discriminated against on the grounds of gender, race, colour, nationality, religion, marital status, disability,  age or any other grounds which cannot be justified.

Your assistance would be greatly appreciated in providing information which will be treated in the strictest confidence and will be used simply to provide a statistical profile of the applicants for each job and the successful applicant.  The information will not be taken into account in assessing information on your application form as it is removed before your form is seen by the short listing panel. 

PLEASE TICK THE APPROPRIATE BOXES
	GENDER

	Are you:
	Male
	
	
	Female
	
	

	
	
	

	AGE

	Age: _________



	MARITAL STATUS

	Please tick
	Married
	
	Single
	
	*Other
	
	

	*e.g. Other - widowed, separated, divorced or living with a partner



	ETHNIC ORIGIN

	The categories shown below are as used in the Scottish census collection and as recommended by the Equality and Human Rights Commission (EHRC). Please choose one section from A to E, then tick the appropriate box to indicate your ethnic group.
A
White

· Scottish

( 
English

( 
Welsh

· Irish

( 
Any other White background ​​​​​​​​​​​​​​​​​​_______________________

B 
Mixed

· Any Mixed background ____________________________

C
Asian, Asian Scottish or Asian British

(
Indian

· Pakistani

· Bangladeshi

· Chinese

· Any other Asian background ________________________

D
Black, Black Scottish or Black British


(
Caribbean

· African

· Any other Black background ________________________

E
Other ethnic group


(
Please specify ___________________________________


	RELIGION

	( Christian

( Muslim

( Buddhist

( None


	( Sikh

( Jewish

( Hindu

( Other _______________________



	DISABILITY

	The Disability Discrimination Act 1995 defines disability as “a physical or mental impairment which has a substantial and long term adverse effect on a person’s ability to carry out normal day to day activities”. 



	Do you consider yourself to have a disability?

Yes ( 
No (
If yes, what is the nature of your disability? _____________________________________________________

	

	Name: 

	
	

	Post Applied for: 
	Location: 

	
	

	Where did you see this vacancy advertised?

	
	

	SIGNATURE: _____________________________                              Date: _____________________________

	


CHS is an equal opportunities employer 

