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JOB APPLICATION FORM
All information provided will remain strictly confidential.

Please return to: Recruitment, Cyrenians, Norton Park, 57 Albion Road, Edinburgh, EH7 5QY or email to recruitment@cyrenians.scot
	Job you are applying for:
	Therapeutic Gardening Coordinator


1
Personal Details

	Surname


	
	Initial(s)
	

	Address


	

	Postcode


	

	Contact Telephone Number


	

	Email address


	


I declare that the information given in this form application is true and I understand that false or misleading information will lead to my exclusion from the selection process and may lead to dismissal in the event of appointment.  I understand that the post for which I am applying is subject to satisfactory Disclosure checks.
Signed:







Date:

Data Protection: The information or data which you have supplied on this form will be processed and held on computer, and will also be held on your personal records if appointed. The data may be processed by Cyrenians for the purposes of equality monitoring, compiling statistics, and for keeping of other employment records. By completing and returning this application form you will be deemed to be giving your explicit consent to processing of data contained or referred to on it, including any information which may be considered to be sensitive personal data.
We sometimes receive strong applications from candidates who have the skills and experience we are looking for, but are unsuccessful in their application for a specific post.  On these occasions, we like to keep interesting people on file, keep them up to date with service developments and invite them to apply for similar posts in the future.  If you DO NOT wish us to do so please tick here  (
Having read the job description, we would like you to answer all the questions in this application form, telling us what you can bring to the post for which you are applying.  A typed or neat hand written application is acceptable.  Please present information succinctly (e.g. tables, lists) in black ink and confine yourself to this application form. Do not include a CV or other papers.
2
Employment Record
	Current Employer

(or most recent)
	

	Role / Job Title
	

	Dates employed
	From
	
	To 

(leave blank if current employer)
	

	Duties and Responsibilities (particularly those relevant to the post for which you are applying)

	

	Salary


	

	Reason for leaving

(if applicable)
	


List your previous jobs, with a brief description of the work and your specific role and responsibilities:
	Employer
	

	Role / Job Title
	

	Dates employed
	From


	
	To
	

	Relevant responsibilities

	

	Reason for leaving


	


	Employer
	

	Role / Job Title
	

	Dates employed
	From


	
	To
	

	Relevant responsibilities

	

	Reason for leaving


	

	Employer
	

	Role / Job Title
	

	Dates employed


	From
	
	To
	

	Relevant responsibilities


	

	Reason for leaving


	


	Employer
	

	Role / Job Title
	

	Dates employed


	From
	
	To
	

	Relevant responsibilities


	

	Reason for leaving


	


	Employer
	

	Role / Job Title
	

	Dates employed


	From
	
	To
	

	Relevant responsibilities


	

	Reason for leaving


	


	Explanations about your job record or career path and its relevance to this application (e.g. reasons for move from one field of work to another; gaps in employment; geographical moves etc

	


3
Supporting Statement
The supporting statement is a vital part of the application form.  

Please use it to explain why you are a suitable candidate for this post and why you want to work for Cyrenians.  
Please use the person specification in the job description as a framework for demonstrating relevant attributes, experience and training.  If you don’t have relevant specific evidence, please use the space to explain to us why you still think you are the right person for the post.  You may attach continuation sheets if necessary.

4
Your Education, Training and Qualifications
List all educational, vocational & professional qualifications, where & when achieved:

	Course / qualification
	Source / college (etc)
	Level achieved
	Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Are you registered with a professional body? (e.g. SSSC, nursing and midwifery council)  If so, what date will this need renewed?

	

	Other relevant training (list recent, relevant short courses etc.)

	

	What would be your learning needs in the post for which you are applying?

	

	Describe and detail your capability with computers & IT:

	

	Do you drive and hold a current license?  


	


5
Volunteering and Other Special Interests
	Detail any voluntary work, special interests (etc.) which give you knowledge & experience relevant to this post

	


6
Your Personal Values

Cyrenians values are very important to the work of the charity.  Our core values are respect, compassion, integrity and innovation. Our mission is to support people excluded from family, home, work or community on their life journey. Our vision is of an inclusive society in which we all have the opportunity to live valued and fulfilling lives.  More information is available on our website www.cyrenians.scot.

	Please outline here how you think your own personal values coincide with those of Cyrenians, including an appropriate example.

	


7
References

Please give the names of two referees you have worked closely with recently, one of whom should be your present or most recent employer.  Please advise your referees that we will be contacting them as part of our decision making process.  No offer of employment will be made without references. 

	Employment Referee (this should be your current or most recent employer)

	Name


	

	Position


	

	Address


	

	Telephone number


	

	Email address


	

	How long have you know this referee?


	

	In what capacity?


	

	Can we contact them prior to interview?


	


	Second Referee

	Name


	

	Position


	

	Address


	

	Telephone number


	

	Email address


	

	How long have you know this referee?


	

	In what capacity?


	

	Can we contact them prior to interview?


	


Equal Opportunities Monitoring Form

Cyrenians intends to ensure equality of opportunity and welcomes applications from all sectors of the community.  We regularly view our recruitment and selection procedures to ensure our equal opportunities policy is being properly implemented through use of this form. This form is detached prior to short-listing, and does not constitute any part of the selection process. It will be treated as confidential. If you choose not to complete this section, your application will not be affected. 

	Post applied for:


	Therapeutic Gardening Coordinator






   This page has been left blank to allow for double sided printing

Enhanced Disclosure

Criminal Convictions Declaration Form

Should you be selected for interview, under the terms of the ROA74 (Exception Order 1975) you are required to disclose both spent and unspent convictions.  Please give details below (see candidates guidance notes attached).  If you have no convictions, please go straight to section 2 and sign the declaration form.  Should you be appointed, an Enhanced Disclosure will be required under the terms of the Police Act 1975 (Part V).  This form will be stored separately from your application form and will not be available to those short-listing for interview.

Section 1

Please detail any spent or unspent convictions you have.

1.
When did the offence take place?

What were you charged with?

What sentence did you receive?

2.
What were your circumstances at that time?

3.
What have you learned from the experience?

4.
What are your present circumstances and your future expectations?

Section 2

I certify that all information contained in this form is true and correct to the best of my knowledge and realize that false information or omissions will lead to my dismissal.

Please note that if you are appointed it will be a condition of employment that you immediately notify the Director of any criminal charges or convictions made against you subsequent to your application for this post.

Signed






Date

Print your name (surname and first initial)
   This page has been left blank to allow for double sided printing 

Enhanced Disclosure

Criminal Convictions Declaration Guidance Notes

Our Policy

Cyrenians is keen to ensure good practice in the recruitment and selection of all staff engaged in our service delivery.  Therefore, in line with the Disclosure Scotland code of practice, we have implemented an applications process which involves 

· Candidates volunteering information about criminal records

· Taking up references

· Conducting Disclosures relevant to the post

The system we have implemented is designed to be fair, open and honest with all candidates for posts, including those that are exempt from the Rehabilitation of Offenders Act 1974.

· The type of disclosure required for posts will be included in the job description information sent to you in the application pack.

· We will separate criminal conviction declaration forms from application forms and will not take disclosure forms into consideration during short listing.  We will look at declaration forms only after short-listing has taken place.

· We are keen that candidates take this opportunity to disclose relevant convictions on the declaration form

· If appropriate, we will ask questions about relevant criminal records information during interviews in a sensitive and supportive manner.  All interview panel members will be clearly instructed and obliged to keep this information confidential in line with the organizations recruitment procedure.

· An interview panel member who has been through the appropriate CRBS and Cyrenians checks will process a formal disclosure with you and, once it has been returned, will check it against the declaration form you included in your application.

· If there are discrepancies, the interview panel member will discuss these with you privately.  A discrepancy could lead to a job offer being withdrawn.

· All disclosures information will be kept as per our Safe Storage and Handling of Information policy and our Recruitment of Ex-Offenders policy.

If you have any questions about Cyrenians Disclosures procedure, please contact the Corporate Services Manager for a confidential discussion

Rehabilitation of Offenders Act 1974 (ROA)

Cyrenians work with young people and vulnerable adults and as such many of our positions have exempt status.  The following information may help you to decide whether your convictions are spent or unspent.

· The ROA enables some criminal convictions to be ‘spent’ or forgotten (for the purpose of employment) after a Rehabilitation Period (RP).
· The length of the RP depends on the sentence given – not the offence committed.

· Sentences of more than 4 years can never become spent and have to be declared.

· Some types of employment are exempt from the ROA and the applicants will have to disclose all their convictions spent and unspent.  The employer has to state on the application form that the job has exempt status under the Exemptions Order 1975.

Examples of sentences and their corresponding Rehabilitation Period:

Sentence





Rehabilitation Period

Age at time of sentence



18 or over 

under 18

Prison sentence of 6 months or less

2 years

1½ years

Prison sentence of 6 months - 2 ½ years
4 years

2 years
Prison sentence of 2 ½ years – 4 years         7 years                 3½ years
Fine, Community Service, Supervised

Attendance Order, Curfew Order (tagging)
1 years

6 months 

Conditional caution or conditional youth 
3 months*

3 months
caution 




*or when the caution ceases to have effect if earlier
 

Simple caution, youth caution 


Spent immediately (both age groups)
Working out when a sentence will be spent:
Sentence
Age
Date of Sentence
Rehab Period
Date Sentence spent
Fine

19
March 2012

1 years

March 2013
Note:
 However if you have been sentenced in front of a jury for an offence which has been committed during a previous Rehabilitation Period, you may find that the second conviction makes the first Rehabilitation Period longer.
Example of an extended Rehabilitation Period:

Sentence   Age   Date of Sentence          Rehab Period      Date Sentence spent
Fine            19      March 2012   
        1 years                  March 2013*

Prison -

10 months   19      January 2013                 4 years                  January 2017
*The first date of March 2013 will now be extended to January 2017, both sentences will now be spent in January 2017
Note:
During an interview, if you are questioned about any gaps in employment that are due to a prison sentence, which under the ROA you know to be spent, you are entitled to withhold this information.
Do you consider yourself to have a disability?	





Yes  	       (    No 	(	





How would you describe your gender?





Female 	(   Prefer not to say   	( 


Male		(   Other (please specify): 








To which of the following ethnic groups would you describe yourself as belonging? 





White: 			British 			(


				Irish				(


				Other White 		(





Mixed:			White/Black Caribbean 	(


				White/Black African	(


				White/Asian		(


				White/Other Mixed	(





Black/Black British:	Caribbean			(


				African			(


				Other Black			(





Asian/Asian British:	Indian			( 


				Pakistani			(


				Bangladeshi		(


				Other Asian			(





Chinese/Chinese British:				(





Other ethnic group:					(





	 








How old are you?  





Under 25	(	


26 –35 	(	


36 –45 	( 	


46 – 55 	(	


over 56 	(





To ensure compliance with the Employment Equality (Sexual Orientation) Regulations 2003 and Employment Equality (Religion and Belief) Regulations 2003 we ask the following questions, however your response to these questions is optional.





What is your sexual orientation?


�Bisexual			(


Gay man			(�Gay woman/lesbian	(


Heterosexual/straight	(


Prefer not to say		(


Other, please specify:	





___________________





What is your religion?





___________________





Where did you learn of this vacancy?  





Cyrenians website	(	Other source 	(


Good Moves website 	(	please specify: 	


S1jobs website 		(	


	








____________________�
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