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	PLEASE ENSURE THAT ALL SECTIONS ARE COMPLETED FULLY AS INCOMPLETE APPLICATION FORMS MAY NOT BE ACCEPTED

COMPLETED APPLICATION FORMS SHOULD BE SUBMITTED IN EITHER WORD OR PDF FORMAT

PLEASE REFER TO THE GUIDANCE NOTES BEFORE COMPLETING THE APPLICATION FORM


	

	Post Title:

	Vacancy Ref. No: 

	Post Location:  
	Payroll Number:       
(if employed by High Life Highland)



	1. Personal Details

Fiosrachadh Pearsanta
	(Please see guidance notes)

	Surname:  
	Forename:  
	Title:  

	Address:
Post Code: 
	National Insurance Number:  

	
	Mobile Telephone Number:  

	Email Address:
	Home Telephone Number:

	Please tick if you have a driving licence or access to personal transport.
(please see guidance notes)   FORMCHECKBOX 

	Do you require a work permit?
Yes  FORMCHECKBOX 
      No  FORMCHECKBOX 



	2. Advertisement

Sanas
	

	Please specify where you first heard about this vacancy.



	3. References

Teisteanasan
	(please see guidance notes) 

	Present/Most Recent Employer
	Second Referee

	Name:  
	Job 
Title: 
	Name:  
	Job 
Title:

	Company Name:  
	Company Name:  

	Address:  

Post Code: 
	Address:  

Post Code: 



	Email Address:  
	Email Address:  

	Daytime Telephone Number:  
	Daytime Telephone Number:  

	In what capacity does this person know you?

	In what capacity does this person know you?




	4. Qualifications

Teisteanasan Dreuchd
	(please see guidance notes)

	Title/Level of Qualification
	Grade (if relevant)
	Date(s)

	
	
	

	

	Membership of Professional Body
	Level of Membership
	Date(s)

	
	
	


	5. Employment

Obair
	(please see guidance notes)

	Current or Most Recent Employment

	Job Title
	Name and Address of Employer
	Dates

From 
      To
	Notice Required
	Salary

	
	
	
	
	
	

	Please summarise the main duties of your current or most recent post.



	Previous Employment

	Job Title
	Name and Address of Employer
	Dates

From 
      To
	Job Purpose and 
Reason for Leaving

	
	
	
	
	


	6. Statement in Support of Application
Iomradh Taic dhan Tagradh
	(please see guidance notes)

	


	6. Statement in Support of Application (continued)
Iomradh Taic dhan Tagradh (air a leantainn)
	

	


	7. Criminal Convictions

Dìteadh Eucoir
	(please see guidance notes)

	Do you have any unspent criminal convictions or impending charges against you?
	Yes  FORMCHECKBOX 
 
     No  FORMCHECKBOX 


	(If Yes, please give details)

	You do not need to declare any ‘spent’ convictions.


	8. Relationship to High Life Highland Staff Member
Dàimh ri Luchd-obrach/Ball Taghte na Comhairle
	(please see guidance notes)

	Name: 
	Relationship: 


	9. Declaration

Cur an cèill
	(please see guidance notes)

	I declare that the information given in this form and in any accompanying documentation is true to the best of my knowledge and belief and give my permission for enquiries to be made to confirm qualifications, experience, dates of employment, right to work in the UK and for the release by other people or organisations of necessary information to verify the content. I understand my application may be rejected and/or I may be dismissed following appointment if I have given any false or misleading information or have withheld any relevant details.
General Data Protection Regulations 
High Life Highland has an obligation to protect your personal data. To view our High Life HR Privacy Notice, please visit www.highlifehighland.com/gdpr/privacy-notices or to request a copy email DPO@highlifehighland.com or alternatively ask one of our facilities.

By signing this form you are confirming that you have read and understood the HR privacy notice and consent for your information to be processed as outlined in the privacy notice.
Declaration: I agree to the use of my personal data as detailed above. 



Signature: ______________________________      Date: ​​​​​​​​​​​​​​​​​______________
Marketing Preferences
High Life Highland would like to send you information about our own products and services and the benefits of being a High Life member by post, telephone, email and SMS. If you agree to being contacted in this way, please tick the relevant boxes.
Post □    Phone □    Email □    SMS □




	Please return this form to hr@highlifehighland.com



	Equal Opportunities

Co-ionannachd Chothroman

	Summary

	High Life Highland is committed to the promotion of equality of opportunity. It intends that no job applicant or employee shall receive less favourable treatment because of sex, marital or family status, age, ethnic origin, disability, race, colour, nationality, religion or belief, sexual orientation, or any other non job related factor.

Through our Equal Opportunities Policy and its implementation, High Life Highland seeks to ensure that the talents and skills of its employees are utilised to the full, to the benefit of the organisation and its employees.

	Aims

	High Life Highland aims to ensure that equality of opportunity results in non-discriminatory employment practices: 

· The recruitment process will result in the selection of the most suitable person for the job. The practices will apply equally to internal and external recruitment arrangements.

· A person specification which defines the qualifications, experience and other skills required in the post, will only include those factors which are necessary and justifiable for the satisfactory performance of the job.

· Staff involved in recruitment and elected members will have training made available on the Equal Opportunities Policy and its implications, as relevant to their responsibilities within High Life Highland.

· Employees will receive training to help them to perform their jobs effectively. Training programmes, educational and vocational courses leading to qualifications relevant to their career development will be made available to staff in accordance with the business needs of the organisation.  High Life Highland's commitment to Equal Opportunities will be reflected in positive action to develop employees by training, counselling, and other means, to assist them in achieving their full potential.

· Procedures have been established to address harassment in the work place, and to inform employees that such harassment is a disciplinary offence. A non-discriminatory working atmosphere will be promoted and maintained.

· There will be no discrimination in terms of conditions of employment, facilities and benefits, and potentially disadvantaged groups, and the Trade Unions should be consulted in the establishment of relevant employment policies and procedures.

	Employee Responsibilities

	Although the primary responsibility for the implementation, development and monitoring of equal opportunities lies with High Life Highland and its Senior Managers, every member of staff has a responsibility to co-operate with the policy and its implementation to ensure equality of opportunity at every level. In particular, employees must:

· co-operate with measures introduced to ensure that there is equal opportunity and non-discrimination;

· not discriminate, e.g. as supervisors or as persons responsible for selection decisions in recruitment, promotion, transfer or training;

· not induce or attempt to induce other employees or Trade Unions or management to practice discrimination e.g. by refusing to accept employees from particular racial groups or by refusing to work with a person who has a disability; and

· ensure that the principles of equal opportunities are applied in all dealings with members of the public, and that no actions are taken which could be held to be discriminatory.

Employees should be aware that any discriminatory behaviour may lead to disciplinary action. It is essential that staff are aware that conduct and behaviour in terms of equal opportunities legislation which they find personally offensive will not be acceptable, and support will be given to those employees feeling disadvantaged, threatened or intimidated in any way.





	Equal Opportunities Monitoring Form

Foirm Sgrùdaidh Co-ionannachd Chothroman

	In order to assist High Life Highland in ensuring that all applicants are treated equally you are requested to complete this short questionnaire.  The information will not be taken into account in selecting candidates for interview. It will be held on a secure database and used to produce reports to monitor that our employment policies and practices promote equal opportunities and eliminate discrimination.

	Name: 
	National Insurance No: 

	Post Applied for: 
	Vacancy Ref. No: 


	Date of Birth

Latha Breith

	


	Ethnic Origin

Fine
	

	How do you describe your ethnic origin in terms of the following categories from the 2001 census?

	White
	Scottish 

Irish 
Other British 
Any other White background 

(Please specify) 

	Mixed
	Any Mixed background 

(Please specify) 

	Asian, Asian               Scottish or Asian British
	Indian 

Chinese 
Bangladeshi 
Pakistani 
Any other Asian background  

(Please specify) 

	Black, Black Scottish or Black British
	Caribbean 
Any other Black background 
African 

 
 
 
 
(Please specify) 

	Other ethnic background
	Any other background  
 
(Please specify) 

	
	I prefer not to answer this question  


	Disability

Ciorramachd
	

	Do you consider yourself to have a disability? (i.e. a physical or mental impairment which has a substantial and long term adverse effect upon your ability to carry out normal day-to-day activities)

Yes 

I prefer not to answer this question 

No 


	Gender

Gnè
	

	Female  

I prefer not to answer this question 
Male 


	Thank You                                      Tapadh leibh

	For Office Use Only

	Function:
	Location:
	Grade:

	Job Type: 
 Manual
  APT&C


	Interview Date: 
	Closing Date: 

	Internal/External: 
	Progress Made:    Appointed  Short listed
 Applied
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	Role Model Behaviours

Agreed - SMT 18.12.14


I am the face of HLH - 

I take opportunities to promote the Company

I always try to find a solution for customer problems and  achieve outstanding customer focus

I can make a difference - 

I seek to find innovative solutions

I always support my colleagues

In everything I do, I look for opportunities to add value and be more efficient

I am open to being creative and to new ways of doing things

I strive for excellence

I am taking feedback positively -

I respond professionally not personally

I continually look for ways to improve and make changes as a result

I actively seek the opinion of others

I am motivated by opportunities to improve my performance

I am accountable for my actions -

I look for ways to improve my own performance

I am aware of the effect of my actions on others

I am respectful to, and understand the importance of, all services within the company

I am supporting my colleagues and High Life Highland

I am positive, professional and supportive of my colleagues, celebrating their success and willing to share good practice.

I look for ways to support other areas of the Company

I positively challenge colleagues seeking to undermine the aims of the Company

HIGH LIFE HIGHLAND

Guidance for Completing Application Form

· Please complete all sections of the application form fully and truthfully. CVs are acceptable if you have a visual impairment.

· Please type or print using dark ink.

· A separate application must be made for each position applied for.

· Please make certain that your application form is received by the closing date.

· If you receive an invitation to interview and are unable to attend, we would ask you to advise us immediately as it may be possible to make alternative arrangements.
· E-mail application to HR@highlifehighland.com 
Personal Details
If the post you are applying for requires extensive travelling and you do not have a driving licence you should have access to personal transport in order to fulfil this requirement.

References

Please provide details of two referees, one of whom must be your present or most recent employer unless you have never worked in paid employment.  If this is the case, you may give the name of a person who can confirm the information that you have provided and comment on your suitability for the job.  References must not be provided by partners or relations.  References will only be requested if you are successful at interview.

Qualifications

Please give details of any relevant qualifications obtained at school or through further or higher education.  Also provide details of your membership of any appropriate professional bodies.

Employment

Please provide details of your current employment including your gross salary and a summary of the main duties of your job.  Also provide details of your previous employment including a short description of the purpose of each job and the reason that you left.  List your previous employment details in date order with the most recent first.  Include periods of voluntary, home-based or casual work accounting for any gaps in employment not spent in further or higher education.

Statement in Support of Application

Please use this section to provide evidence and examples of how you meet the attributes detailed in the person specification.  You should provide details of your skills, abilities, experience (both within and outwith work), training, continuous professional development and qualifications and explain how these are relevant to the person specification.  

If you have never been in paid employment or have not worked for a long time, provide evidence of your experience outside work including voluntary/community work, leisure activities, domestic responsibilities or student placement.  You should continue your statement on an attached separate sheet if necessary.

Criminal Convictions

Applications for most jobs do not oblige you to mention spent convictions when applying for a job.  A spent conviction is one that can be ignored after a rehabilitation period that is a set length from the date of conviction.

Under the Rehabilitation of Offenders Act, 1974 (Exclusions and Exceptions)

(Scotland) Order 2003 applications for certain jobs, (generally where you will have substantial access to children or vulnerable adults) require you to declare all criminal convictions that you have had or any criminal convictions still pending. If you are applying for such a job you must declare all convictions including those that are ‘spent’ for other purposes under the Rehabilitation of Offenders Act, 1974.

The application form that you receive will guide you as to what type of convictions you are required to declare but if you have any doubt about the information you are required to provide, please contact High Life Highland at
Email: recruitment@highlifehighland.com or telephone 01349 781018.

Relationships to High Life Highland Staff/ Board Members

Please give details of any High Life Highland Board member or employee of High Life Highland to whom you are related.  Deliberately omitting to make such a declaration may disqualify an applicant, or lead to dismissal if discovered after appointment.
High Life Highland is a company limited by guarantee registered in Scotland No. SC407011 


and is a registered Scottish charity No. SC042593






























































