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	Application Form




	Post applied for:  Support Worker

	Section A: Personal Details

	Surname (s):  
	Forename(s):  


	Preferred Title e.g. Mr., Mrs., Ms. etc.  

	Any previous names by which you have been known: 


	Address:  

	Postcode:



	How long have you lived at the above address?



	If less than 12 months, please give your previous address (including postcode):

How long did you live there?
How long did you live there?

	Email address: 
	Telephone No:  


	Do you have the right to work or to remain in the UK?

 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No          


	Please return the completed application form to:

The DASH Club

Barmulloch Community Centre
46 Wallacewell Road, G21 3PX
office@dashclubglasgow.org.uk




Section B: Education and Qualifications*
	Education History  

	Name Of Place Attended
	Date(s) Attended
	Subject(s)/Course(s) Taken
	Qualifications And Grade(s) Achieved

	E.g.  Springburn Academy

	1990-1995


	English


	Higher B




*You may need to show us your qualification certificates for your employment to be confirmed.

Section C: Employment History
	Employment History (Paid) Please list in order, starting with your most recent post


	Name and Address of

Employer/Organisation
	From
	To
	Job Title & Description of Your Job (The things you have done as part of your job and the experience you got from this)

	Your current employer or most recent employer
Your salary:   
	
	
	Reason for leaving:  



	
	
	
	

	
	
	
	

	
	
	
	


* We may need to take up references from your previous employers.
Section D: Additional Information
 If necessary, please continue on a separate sheet
	1. Please give details of any previous experience you may have of looking after and/or working with [children/protected adults] that you haven’t previously covered.



	2. Please give details of any relevant qualifications (not already covered), training and/or personal qualities which you feel equip you to work with [children/protected adults].  


	3. Anything else we should know?
Please tell us anything else you think we should know, including your availability and if there is anything that would prevent you from carrying out some of the duties related to the support worker’s role (please refer to job description)




	Are you registered with any professional bodies?  e.g SSSC    FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No          
If yes please state which ones:




Section E: References
	References



	You should give details of two suitable referees that are willing and able to provide a reference for you, one of whom must be from your most recent employer. If you do not have work references to give, please give the details of two people who can comment on your skills – e.g. college lecturer, teacher, group member. If you do not supply satisfactory references, your employment will not be made permanent.

Please enter the full postal address and postcode your referees

	Name:
Relationship to you:


	Address (including postcode):


	Telephone No:

Email Address:


	Name:

Relationship to you:


	Address (including postcode):


	Telephone No:

Email Address:



Section F: Vetting Procedures
Protection of Vulnerable Groups (Scotland) Act 2007 provides for Scottish Ministers to maintain a membership scheme for individuals who undertake regulated work with vulnerable groups.  It helps to ensure that those who have regular contact with children and protected adults through paid and unpaid work do not have a history of harmful behaviour.

Those undertaking regulated work must be members of the scheme and it is an offence to employ someone in these roles that is barred from working with children or protected adults. 

This post will require the appropriate level of PVG Disclosure Record.  Disclosure checks will only be requested for those applicants that we wish to appoint. You will not be able to start work in the role with us until we have completed the disclosure process and we have confirmation that there is no reason why you should not work with children.
Disclosure Record: Please confirm that you understand and agree to a disclosure record should we wish to appoint you to a post considered to be regulated work.                             lease Tick  FORMCHECKBOX 
  
Section G: Declaration

	I confirm that the information I have given in this form is accurate and truthful.

Signed ………………………………………………….   Date …………………………
Please note that if you give false information or do not give relevant information, this may lead to your application being disqualified or to your dismissal, if appointed.




Equal Opportunities Monitoring Questionnaire

The DASH Club is an equal opportunities employer.  When people apply for jobs with us, we ask them to fill in this form because it will help us to see if our Equality and Diversity Policy is working and if our advertisements are reaching all sections of the community. Any information you choose to provide will be kept in the strictest confidence for monitoring purposes only and will not be seen by anyone involved in the selection procedure.
	Post applied for:
     


	Post Ref:        



	Gender:    
 FORMCHECKBOX 
  Male      
 FORMCHECKBOX 
  Female       Other




	Age:

 FORMCHECKBOX 
 16-18 
 FORMCHECKBOX 
 19-30 
 FORMCHECKBOX 
 31-45
 FORMCHECKBOX 
 46-60
 FORMCHECKBOX 
 Over 60




	Do you have a disability?



	Learning: 
 FORMCHECKBOX 
  YES
 FORMCHECKBOX 
  NO

	Physical:
 FORMCHECKBOX 
  YES
 FORMCHECKBOX 
  NO



	If yes, please tell us what your disability is.



	     



	How would you describe your ethnic origin?



	 FORMCHECKBOX 
 1. UK
	 FORMCHECKBOX 
 2. European
	 FORMCHECKBOX 
 3. African
	 FORMCHECKBOX 
 4. Afro-Caribbean



	 FORMCHECKBOX 
 5. Chinese
	 FORMCHECKBOX 
 6 Indian
	 FORMCHECKBOX 
 7. Bangladeshi
	 FORMCHECKBOX 
 8. Pakistani



	 FORMCHECKBOX 
 9. Other Asian
	 FORMCHECKBOX 
 10. Other (Please Specify):       



	Where did you see this job advertised?       


	


Thank you for your help in completing this form.  Please note that the information and the accompanying form may be stored and/or processed for monitoring purposes and that you consent to that storing or processing in returning either form.  This form will be securely destroyed within 6 months.

The DASH Club– GUIDANCE NOTES FOR APPLICANTS

Application form
You should try to tell us as much about your skills and experience as possible.  We would especially like to hear about the attributes that would add to your suitability for the applied post. 

References
Please provide the names and addresses of two referees (one of whom should be your present employer) where the referee can provide personal knowledge of your work and suitability for the job.  If you are currently not in employment, please nominate your last employer as one of your referees.

For school leavers or college/university graduates and those who have not been in permanent/temporary or vocational employment, please supply the names and addresses of character referees. 

Disclosure check
If you are appointed, you will be required to complete an application for a Protection of Vulnerable Groups (PVG) check.
Applicants will be required to declare any criminal convictions which they have had or any criminal proceedings still pending.  Please read the policy (in the application pack) re: recruitment with convictions without self-disclosure for further information,

Equal opportunities
The DASH Club Scotland recognises the need to ensure equal opportunity for all its employees and job applicants.  The DASH Club’s policy outlines its commitment to ensure that all applicants for employment are selected solely on the basis of their ability to perform the job.

Privacy notice
As part of any recruitment process, The DASH Club collects and processes personal data relating to job applicants.  
What information does the organisation collect?

Information collected may include:
· your name, address and contact details, including email address and telephone number;

· details of your qualifications, skills, experience and employment history;

· information about your current level of remuneration, including benefit entitlements;

· whether or not you have a disability for which the organisation needs to make reasonable adjustments during the recruitment process;

· information about your entitlement to work in the UK; and

· equal opportunities monitoring information, including information about your ethnic origin, sexual orientation, health and religion or belief.
How does the organisation collect this information?

The DASH Club may collect this information in a variety of ways. For example, data might be contained in application forms, obtained from your passport or other identity documents, or collected through interviews or other forms of assessment.
The DASH Club may also collect personal data about you from third parties, such as references supplied by former employers, information from employment background check providers and information from criminal records checks.  The DASH Club will seek information from third parties only once a job offer to you has been made and will inform you that it is doing so.

How does the organisation store this information?

Data will be stored in a range of different places, including on your application record, in HR management systems and on other IT systems (including email).

Why does the organisation process personal data?

The DASH Club needs to process data to take steps at your request prior to entering into a contract with you. It may also need to process your data to enter into a contract with you.

In some cases, The DASH Club needs to process data to ensure that it is complying with its legal obligations. For example, it is required to check a successful applicant’s eligibility to work in the UK before employment starts.

The DASH Club has a legitimate interest in processing personal data during the recruitment process and for keeping records of the process. Processing data from job applicants allows the organisation to manage the recruitment process, assess and confirm a candidate’s suitability for employment and decide to whom to offer a job. The organisation may also need to process data from job applicants to respond to and defend against legal claims.

The DASH Club may process information about whether or not applicants are disabled to make reasonable adjustments for candidates who have a disability. This is to carry out its obligations and exercise specific rights in relation to employment.

Where The DASH Club processes other special categories of data, such as information about ethnic origin, sexual orientation, health or religion or belief, this is for equal opportunities monitoring purposes.

For some roles, The DASH Club is obliged to seek information about criminal convictions and offences. Where the organisation seeks this information, it does so because it is necessary for it to carry out its obligations and exercise specific rights in relation to employment.

The DASH Club will not use your data for any purpose other than the recruitment exercise for which you have applied.

Who has access to data?

Your information may be shared internally for the purposes of the recruitment exercise. This includes interviewers involved in the recruitment process, managers in the business area with a vacancy and IT staff if access to the data is necessary for the performance of their roles.

The DASH Club will not share your data with third parties, unless your application for employment is successful and it makes you an offer of employment. The organisation will then share your data with former employers to obtain references for you, employment background check providers to obtain necessary background checks and the Disclosure Service to obtain necessary criminal records checks.

The organisation will not transfer your data outside the European Economic Area.

How does the organisation protect data?

The DASH Club takes the security of your data seriously. It has internal policies and controls in place to ensure that your data is not lost, accidentally destroyed, misused or disclosed, and is not accessed except by our employees in the proper performance of their duties.

If your application for employment is unsuccessful, the organisation will hold your data on file for 6 months after the end of the relevant recruitment process.

If your application for employment is successful, personal data gathered during the recruitment process will be transferred to your personnel file and retained during your employment. The periods for which your data will be held will be provided to you in an Employee Privacy Notice.

Your rights

As a data subject, you have a number of rights. You can:

· access and obtain a copy of your data on request;

· require the DASH Club to change incorrect or incomplete data;

· require the DASH Club to delete or stop processing your data, for example where the data is no longer necessary for the purposes of processing; and

· object to the processing of your data where the organisation is relying on its legitimate interests as the legal ground for processing.

If you would like to exercise any of these rights, please contact Mary Cuttle at mary@dashclubglasgow.org.uk
If you believe that The DASH Club has not complied with your data protection rights, you can complain to the Information Commissioner.
What if you do not provide personal data?

You are under no statutory or contractual obligation to provide data to The DASH Club during the recruitment process. However, if you do not provide the information, the organisation may not be able to process your application properly or at all.
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