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Volunteer Application Form (to be completed in black ink or type)
	Post Applied For:

VOLUNTEER

	Post Reference:


	Applicant Details:




	Surname:


	Forename (Initial):


	Address:




	Postcode:


	Telephone Number (Day):


	(Evening):


	(Mobile Number):


	Supporting Statement 1



	Why are you interested in volunteering for Garvald Glenesk and what do you hope and expect to gain from the experience?


	

	Supporting Statement 2



	What personal qualities and abilities would you bring to Garvald Glenesk, this may include any experience, qualification or achievement that might have a positive impact on your volunteering at Garvald Glenesk:



	


	Rehabilitation of Offenders Act 1974



	This act states that employers can ask for details of criminal convictions for certain jobs. If the job you are applying for is exempt under the Act, we shall state this on the job description and you will need to disclose both “spent” and “unspent” convictions. If we do not state this in the job description, we shall ask for a basic convictions check only, which gives details of “unspent” convictions.
Garvald Glenesk requires all staff to undertake a convictions check and therefore request all applicants to answer the following questions and sign the declaration below. All applicants are advised that Garvald Glenesk has a policy on recruitment of ex-offenders, available on request, and that having a criminal record will not necessarily debar you from working with Garvald Glenesk.

1. Have you ever been convicted of any criminal offence(s)?   □Yes        □No
or do you have any criminal charge(s) pending?

2. If yes, please provide details of the conviction(s)/charge(s) and relevant date(s) on a separate 
sheet of paper and enclose it with your completed application in a separate envelope marked “PERSONAL” and for the attention of the Garvald Glenesk Chairperson.

I understand that a convictions check will be carried out if I am offered a post with Garvald Glenesk. I agree to give any personal details required for this check to be carried out.
Signature:________________________________________    Date:___________________________




	References

	You should give details of two work references, one of whom must be your most recent or current employer, who is willing and able to provide a reference for you. The employer must be your senior/line manager and not a work colleague.

If you do not have work references to give, please give the details of two individuals who can comment on your skills e.g. lecturer, teacher, group member. 
Failure to provide two satisfactory references will result in your employment not being made permanent.


	Name: 


	Address (including postcode):
	Telephone Number:

	Name: 


	Address (including postcode):
	Telephone Number:


Data Protection

Data Protection Act: I understand and agree that, as part of volunteering with Garvald Glenesk my details may be held in a confidential database that is only used for reasons relating to my volunteering.

Please tick box to confirm       ( 

	Declaration

	The information given in this application for employment is, to the best of my knowledge, true and complete.

Signature:________________________________________    Date:___________________________ 




	Please return the completed application form (marked Private and Confidential) to:

Garvald Glenesk Limited
16 Avenue Road

Eskbank

Dalkeith

Midlothian

EH22 3BP                                                  Or email: recruitment@garvaldglenesk.org



Garvald Glenesk
Equal Opportunities Monitoring Question
Garvald Glenesk 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 of our Equality and Diversity Policy is working and if our advertisements are reaching all sections of the community. Any information you chose to provide will be kept in the strictest confidence for monitoring purposes only.

	Name:



	Post Applied For:


	Post Reference Number:


	Gender:      □ Male      □ Female




	Age:             □ 16-18     □ 19-30    □ 31-45      □ 46-60      □ Over 60




	Do you have a disability?



	Learning:      □ Yes    □ No
	Physical:      □ Yes    □ No



	If yes, please tell us what your disability is.



	


	How would you describe your ethnic origin?



	□ 1. Scottish
	□ 2. UK   
	□ 3. European
	□ 4. Asian



	□ 5. Chinese


	□ 6. Indian
	□ 7. Bangladeshi
	□ 8. Pakistani

	□ 9. African


	□ 10. Other (please specify):


Thank you for your help in completing this form. Please note that this information and the accompanying form may be stored 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 six months.
Garvald Glenesk

Guidance Notes for Applicants
APPLICATION FORM

This should be completed in black ink or typewritten to allow clear photocopies to be made. Please do not submit a CV.

You should try to tell us as much about your skills and experience as possible. You should give clear examples of your experience in each skill required for the position as stated in the person specification.

You should tell us about your other skills, particularly if they match up with other requirements of the job.

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.

DISCLOSURE CHECK

If you are appointed, you will be required to go through a criminal convictions check. You will be asked to complete this process before you start working for Garvald Glenesk.

Applicants for certain posts (in general terms those where the job involves substantial access to vulnerable adults) will be required to declare any criminal convictions which they have had or any criminal proceedings still pending. For these posts, convictions which are “spent” for other purposes of the Rehabilitation of Offenders Act, 1974 must also be declared. Applicants are, therefore, not entitled to withhold information about a previous conviction(s) on the grounds that it is spent under the Act for these kinds of posts. 
EQUAL OPPORTUNITIES

Garvald Glenesk recognises the need to ensure equal opportunity for all of its employees and job applicants.  Garvald Glenesk policy outlines its commitment to ensure that all applicants for employment are selected solely on the basis of their ability to do the job.
APPLICANTS WITH DISABILITIES

Garvald Glenesk welcomes applicants from individuals who have a disability. As part of Garvald Glenesk policy, applicants who have a disability are guaranteed an interview, provided the essential qualifications and experience requirements for the particular post are met.

EMAIL SECURITY

Please note that email can not be guaranteed as secure. By submitting the application form by email, you are accepting risks, which include that your message and form may be read more generally, altered, re-directed or lost. Application forms submitted by email will be signed at interview to confirm the accuracy of these details. 
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