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Housing & Personal
Development Services



Appendix 4 – Standard Application Form 
Please complete this application form and return to: 
Personnel Department, Aspire Head Office, Unit 33, Ladywell Business Centre, 94 Duke Street, Glasgow, G4 0UW
	Position applied for:


	Vacancy reference number:

	Location:


	Where did you see our advert?

	Do you know anyone who has worked or works for Aspire? If yes, please detail person and relationship.
	


Where necessary, please add any supplementary information into Section I at the end of this form.
A. Personal Details
	First Name:

Surname:
	Home Address:



	Home Phone No:
	Postcode:



	Mobile No:
	e-mail address:




Are you entitled to live and work in the UK?


Yes □              No□

Do you require a work permit to work within the UK?  

Yes □              No□

You will be required to provide proof of entitlement if you are successful.

B Personal Qualities referring to the job description and Transferable skills

Which personal qualities will you draw on to assist you with this role? Please tell us about any situations in which you have had to draw on these.
Please provide details of the practical and people skills you possess, which would allow you to fulfil this post and how would you use these? If possible, please give an example of a situation in which you have been involved in which are relevant to the post applied for. 

C Development & Training Activities Please detail any relevant experience, development activities and/or training undertaken in the past twelve months

D. Relevant Qualifications  Please detail any qualifications you have which are relevant to this post (please refer to the job description)

E. Employment History Please provide details (both paid & unpaid) and any relevant personal experiences & community work. Begin with most recent first & use a separate sheet if necessary

	Dates (from & to)
	Position 
	Full/ part time
	Name & address of employer
	Salary
	Reason for leaving

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Please provide a brief summary of your current, or most recent position and responsibilities:




F. Health Status   How many days off sick have you had in the last 2 years?  ______________

Please provide details:

General Health   Do you suffer from any medical conditions including allergies?

Please provide details:

Do you have a disability?  Yes / No (please delete)

If yes, please provide details in order that we can make any necessary arrangements

	By signing this application form, I confirm that I am physically and mentally fit to undertake the roles and responsibilities of this post.


	Registered Bodies – please supply information regarding any current/past registration

	Body Name
	Date Registered
	Currently Registered (Y/N)
	Reg No.
	Reason if no longer registered

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


G. Other relevant Information

Have you been subject to any disciplinary proceedings in the last 12 months?     Yes      No (delete)

If so please provide details:

Flexible Working – this is required to meet the needs of individuals – this involves working shifts (weekends/ public holidays & evenings) & usually sleepovers in accommodation-based services (presence at staff base overnight for emergencies) Are you able to do this?       Yes      No (delete)  Comments, if required:
Interests and leisure activities

Please provide details of your interests and leisure activities including memberships of groups / voluntary bodies etc. Please tell us about any experience you have of team working.

H. Referees  provide details of 3 referees, one of which must be your Current/Most recent employer.  
	Referee’s Name


	Address (telephone number / fax number / email address)
	Position Held
	Can we contact them before interview?
	Status of Referee
Note: Personal reference cannot be relative or friend

	
	
	
	
	Current/Most recent Employer  □
Previous Employer                    □
Personal Referree                       □

	
	
	
	
	Current/Most recent Employer  □
Previous Employer                    □
Personal Referree                       □

	
	
	
	
	Current/Most recent Employer  □
Previous Employer                    □
Personal Referree                       □


I confirm that to the best of my knowledge that the information I have provided within this application is correct. I further declare that I am not on the list of those disqualified from working with children established  under the Protection of Children (Scotland) Act 2003, nor am I on the list of those disqualified from working with vulnerable adults established under the Protection of Vulnerable Groups (Scotland) Act 2007. I also declare that I am not subject to sanctions imposed by a regulatory body such as the SSSC. I understand that if I am selected to work for Aspire, and it becomes apparent that information provided in this form is false, disciplinary action may be taken against me.

Signature ______________________________________________ Date ___________________
Section I. Additional Information
	Section of Application
	Information

	
	


Equal Opportunities
It is the policy of Aspire to provide equal opportunities in the field of recruitment, training and promotion irrespective of race, colour, nationality, ethnic origin, religion, gender, sexual orientation, marital status, age or disability of job applicants or existing employees.

Accordingly, we ask all applicants for employment to complete this monitoring form, in order that we can collect information about the background of our applicants to ensure that we are complying with our policy. The information will be kept separate from your application form and is confidential and will not be made available to those involved in the interviewing and selection process. It will be used for statistical purposes only, as statutory agencies require us to provide such statistics. You are advised that the information you supply will be held and processed in accordance with current Data Protection Legislation. However, please note that should you not wish to answer any section please insert decline next to the particular area. 
Name: _________________________________Post applied for: ________________________
Please tick appropriate boxes


	Are you an existing employee of Aspire?
	Yes                   □              
	No                           □

	

	Marital Status
	Single               □  
	Co-habiting             □  

	
	Married            □  
	Divorced/widowed  □  

	

	Age Group
	Under 18          □
	18 – 34                 □

	
	35 – 54             □
	55 – 64                 □

	
	60+                   □
	

	

	Gender
	Female
             □
	Male                     □

	

	Sexual Orientation
	Heterosexual     □
	Gay                       □

	
	Lesbian             □
	Bisexual                □

	
	Other                 □
	Detail:



	
	

	


	Ethnic Origin
	White/UK  
□
	Black African   
   □

	
	White/Irish        □
	Black Caribbean  □

	
	Indian

□
	Black Other
   □

	
	Pakistani
□
	Chinese

   □

	
	Bangladeshi
□
	Other                    □
(please specify)



	
	

	

	Religion or belief
	Buddhist           □
	Church of Scotland   □

	
	Hindu               □
	Jewish                       □

	
	Muslim             □
	Roman Catholic        □

	
	Sikh                  □
	No religion               □

	
	Other Christian □
	Detail:



	
	Other religion   □
	Detail:



	

	Do you consider yourself to have a disability?
	Yes                    □              
	No                                 □

	If yes please give details:




