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APPLICATION PACK
Application Form 
Equal Opportunities Monitoring Form (used for monitoring purposes only) 
Recruitment Privacy Notice 
Guidance Notes for Applicants 




Castle Enterprise Scotland is committed to equality, diversity and inclusion and welcomes applications from all suitably qualified candidates. Applicants requiring reasonable adjustments during the recruitment process are encouraged to let us know.








Application Pack V2.0

Application Form

	Essential Requirements for this Post
	
	

		Driving Licence Required
	



	|X| Yes          

		Access to Vehicle Required
	



	|X| Yes          

	 PVG Disclosure Check Required
	|X| Yes          






[bookmark: _Toc44690453]VACANCY DETAILS
	Post Applied For
	



[bookmark: _Toc44690454]PERSONAL DETAILS
	Surname
	
	Forename(s)
	

	Forename known by
	
	Title
	

	Preferred Name
	

	Home Address


	

	Postcode
	

	Telephone
	
	Mobile
	

	Email Address
	



Driving Requirements (Complete only if stated in the Job Description)
	Do you hold a current full UK driving licence?

	|_| Yes                 |_| No

	Do you have full-time access to a motor vehicle for work purposes?

	|_| Yes                 |_| No


(Please tick relevant option by double clicking on the grey box)

[bookmark: _Toc44690455]ELIGIBILITY TO WORK IN THE UNITED KINGDOM
	Do you currently have the legal right to work in the United Kingdom? 
	[bookmark: Check62]|_| Yes                 |_| No              

	
	


(Please tick relevant option by double clicking on the grey box)

Please note: If you are offered employment, you will be required to provide original documentation demonstrating your right to work in the United Kingdom before your employment commences, in accordance with Home Office requirements. Castle Enterprise Scotland does not offer visa sponsorship.


[bookmark: _Toc44690456]

HEALTH AND REASONABLE ADJUSTMENTS

Castle Enterprise Scotland is committed to ensuring an inclusive recruitment process. If you require any reasonable adjustments to enable you to participate in the recruitment process or attend an interview, please let us know below. Any information provided will only be used for the purpose of arranging appropriate adjustments and will not be used in assessing your suitability for the role.


	Do you require any reasonable adjustments during the recruitment process or interview?
	|_| Yes                 |_| No              

	If yes, please provide details
	







[bookmark: _Toc44690457]CRIMINAL CONVICTIONS: (Rehabilitation of Offenders Act 1974)
	Complete this section only if the Job Description states that the post requires a disclosure through Disclosure Scotland.


Some positions with Castle Enterprise Scotland involve regulated roles with vulnerable adults and require a Protecting Vulnerable Groups (PVG) Scheme check through Disclosure Scotland.
	Where this applies, are you aware of any criminal convictions, cautions or other information that may affect your ability to obtain or maintain PVG Scheme membership?
	|_| Yes        |_| No            

|_| Not Applicable              


If yes, please provide details:
	






Please note: Having a criminal record will not necessarily prevent you from being appointed. Any information disclosed will be considered confidentially and fairly, taking into account the nature of the role, the relevance of the information disclosed and current Disclosure Scotland guidance.






[bookmark: _Toc44690458]EMPLOYMENT HISTORY
CURRENT OR MOST RECENT EMPLOYMENT
Please provide details of your current or most recent employment.

	Employer Name
	

	Employer Address
	



	Job Title
	

	Date appointed
	

	Date employment ended, if applicable
	

	Brief description of your duties and responsibilities
	

	Notice Period (if applicable)
	

	Reason for leaving (if applicable)
	



[bookmark: _Toc44690459]PREVIOUS EMPLOYMENT
Please list all previous employment, starting with most recent.
	Dates (from/to)
	Job Title
	Employer Name
	Main Responsibilities
	Reason for leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



[bookmark: _Toc44690460]RELEVANT VOLUNTARY, UNPAID OR COMMUNITY EXPERIENCE

	Organisation
	Role
	Dates (from/to)
	Main Duties/Responsibilities

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



[bookmark: _Toc44690461]EDUCATION, TRAINING AND PROFESSIONAL QUALIFICATIONS
Please provide details of your education, training and relevant professional qualifications, starting with the most recent.
	School/College/University/Training Provider
	Qualification 
	Dates (from/to)

	
	
	

	
	
	

	
	
	

	
	
	





SUPPORTING STATEMENT
Please explain how your knowledge, skills, experience and personal qualities meet the requirements of the post. Please refer to the Job Description and Person Specification where possible, providing examples from your employment, voluntary work, education, training or other relevant experience.
	













[bookmark: _Toc44690463]REFERENCES
Please provide details of two referees who are able to comment on your suitability for this post. Where possible, one referee should be your current or most recent employer. 
If this is not possible, please explain below.
	







	
	Referee 1
	Referee 2

	Name
	
	

	Job Title
	
	

	Organisation
	
	

	Full Address
	
	

	Telephone number
	
	

	Email Address
	
	

	Relationship to you
	
	



WHEN MAY WE CONTACT YOUR REFEREES?

	At any stage during the recruitment process
	|_| 

	
	

	Only after a conditional offer of employment has been made

	|_| 



Note: Please ensure that your referees are aware that you have provided their details and that they are willing to provide a reference.


[bookmark: _Toc44690464]DECLARATION
By submitting this application, you confirm that you have read the Recruitment Privacy Notice, which explains how Castle Enterprise Scotland collects, uses, stores and protects your personal information during the recruitment process.
I declare that the information I have provided in this application is, to the best of my knowledge, true, complete and accurate.
I understand that providing false, misleading or incomplete information may result in the withdrawal of an offer of employment or, where employment has commenced, disciplinary action up to and including dismissal.
I understand that, if successful, any offer of employment may be subject to satisfactory pre-employment checks, including verification of identity, right to work in the United Kingdom, references, qualifications and, where applicable, a disclosure through Disclosure Scotland and/or membership of the Protecting Vulnerable Groups (PVG) Scheme.
I understand that Castle Enterprise Scotland will process my personal information in accordance with the UK General Data Protection Regulation (UK GDPR), the Data Protection Act 2018 and the organisation's Recruitment Privacy Notice.

I confirm that I have read and understood this declaration and that the information I have provided is true and accurate.
Name (Print): _______________________________________
Signature: __________________________________________
Date: _______________________________________________








EQUALITY MONITORING FORM
EQUALITY POLICY
Castle Enterprise Scotland is committed to promoting equality, diversity and inclusion in all aspects of employment. We aim to recruit, develop and retain a workforce that reflects the diverse communities we serve.
Selection decisions are based solely on merit, skills, qualifications and experience. We are committed to ensuring that no applicant or employee is treated less favourably on the grounds of any protected characteristic under the Equality Act 2010.
We welcome applications from all suitably qualified individuals and are committed to providing an inclusive recruitment process. Reasonable adjustments will be considered throughout the recruitment process for applicants who require them.

ABOUT THIS FORM
This form is used solely for equality monitoring purposes and will be separated from your application upon receipt. It will not be made available to the recruiting manager or selection panel and will not be used when making recruitment decisions.
Completion of this form is voluntary. If you would prefer not to answer any question, please select "Prefer not to say", where available.
The information collected helps Castle Enterprise Scotland monitor the fairness and effectiveness of its recruitment processes, identify any barriers to employment and meet its obligations under the Equality Act 2010.
Your personal information will be processed in accordance with the UK General Data Protection Regulation (UK GDPR), the Data Protection Act 2018 and our Recruitment Privacy Notice. The information will be used 









EQUALITY MONITORING FORM
This form will be separated from your application upon receipt and does not form part of the recruitment or selection process.

	Post Applied For
	




ETHNIC GROUP
Please choose ONE section from A-F, then tick the appropriate box.
	A - White
	
	B – Mixed

	Scottish
	|_|
	
	Any mixed or multiple ethnic groups (please specify)
	

	Other British
	|_|
	
	
	

	Irish
	|_|
	
	
	

	Gypsy/Traveller
	|_|
	
	
	

	Polish
	|_|
	
	
	

	Other, please state
	
	
	
	

	
	
	
	
	



	C – Asian, Scottish or British Asian
	
	D – African, Caribbean or Black 

	Pakistani,
	|_|
	
	African
	|_|

	Indian
	|_|
	
	Caribbean
	|_|

	Chinese
	|_|
	
	Black
	|_|

	Bangladeshi
	|_|
	
	Other, please state
	

	Other Asian background, Please Specify
	
	
	
	



	E – Other Ethnic Group
	
	F 

	Arab
	|_|
	
	Prefer not to say
	|_|

	Other ethnic group (please specify
	
	
	
	















GENDER
Please select one option:
	Female
	|_|

	Male
	|_|

	Non-binary
	|_|

	Prefer to self describe
	

	Prefer not to say
	|_|

	
	


DISABILITY

	Do you consider yourself to have a disability as defined by the Equality Act 2010?
	|_| Yes        
         
|_| No     

|_| Prefer not to say        

	
	



If yes, please select all that apply:
	Mental health Condition
	|_|

	Specific learning difficulty (e.g. dyslexia)
	|_|

	Long-term health condition (e.g. diabetes, epilepsy or a heart condition)
	|_|

	Blind or partially sighted
	|_|

	Deaf or hard of hearing
	|_|

	Mobility impairment or wheelchair user
	|_|

	Neurodivergent (including Autism Spectrum Condition/Autism, ADHD or Asperger syndrome)
	|_|

	Disability, long-term condition or additional support need not listed above (please specify)
	

	
	



PRESENT STATUS

	Internal Applicant
	|_|
	External Applicant
	|_|



AGE GROUP

	16-24
	|_|

	25–34
	|_|

	35–44
	|_|

	45–54
	|_|

	55–64
	|_|

	65+
	|_|

	Prefer not to say
	|_|

	
	






RECRUITMENT SOURCE
Where did you see this vacancy advertised?
	Jobcentre Plus
	|_|

	Castle Furniture Project Website
	|_|

	Social Media (please specify)
	

	Online Job Board (e.g. Indeed, S1Jobs, Goodmoves) (please specify)
	

	Professional or Trade Publication (please specify)
	

	Local Newspaper (please specify)
	

	National Newspaper (please specify)
	

	Word of Mouth
	|_|

	Other (please specify)
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