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For photocopying purposes this form should be completed in black ink or typescript.   Please complete all sections of the application form in full; not doing so will result in the form being returned to you for completion.  This may delay your application beyond the published deadline and automatically eliminate you from being shortlisted.  
	1.  POST DETAILS

	Post:  
	Department:


	Shift available for (if known):


	2.  PERSONAL DETAILS

	Title:

Surname:
	Forename(s):

	Address:

	

	Home Telephone No:
	Work Telephone No:

May we contact you on this number?


	Age Group:  
16-17 years (

18 and over (   
(this is required for Health & Safety purposes only)

	National Insurance No:
	


	3.  EDUCATION & QUALIFICATIONS

	College/University
	From
	To
	Subject & Level
	Grade

	
	
	
	
	

	Secondary School
	From
	To
	Subject & Level
	Grade

	
	
	
	
	


	5.  MEMBERSHIP OF PROFESSIONAL BODIES

	Institution
	Grade of membership
	Date gained

	
	
	


	6. PRESENT or LAST EMPLOYMENT DETAILS

(OR EMPLOYMENT MOST RELEVANT TO THIS POST)

	Position held:
	Employer:

	Address:

	

	From:


       To:
	Nature of business:

	No of hours per week:
	Current salary:

	Telephone No:
	Reason for leaving:

	Main duties, responsibilities and experience gained.  Please relate this to the criteria in the job description.




	7.  OTHER EMPLOYMENT

	Employer’s Name & Nature of business

Start with most recent


	From
	To
	No of hours per week
	Position held
	Final Salary
	Duties & 

Responsibilities
	Reason for leaving




	8.  SUPPORTING INFORMATION

	Please provide any additional information which you consider relevant to your application.  It would be particularly helpful if you could indicate why you have applied for this position and those aspects of your education, training, experience, personal skills and attitudes which equip you for this post. 
Recording information accurately is vital to our business. Please give examples of any administrative experience, i.e. recording information on computer or on paper.

 You may use additional sheets if required.




Please complete and return this form to Sue Whiteley, HR & Training Coordinator, Castle MacLellan Foods Ltd., Riverside, Dee Walk, Kirkcudbright, DG6 4DR.

	9.  ADDITIONAL INFORMATION

	Do you hold a full, clean driving licence?


	When would you be available to commence employment (or please state current notice period) ?


	Where did you see our advertisement or what prompted your application?




	10.  DETAILS OF CRIMINAL CONVICTION / OFFENCES

	Date of conviction


	Nature
	Court
	Sentence or Order

	If none, please enter none: 


	11.  REFEREES

	Please provide details of two people we may approach for references, one of whom should be your most recent employer.  If you are in or have just completed full time education, one reference should be from your school/college/university.

	1. Title:
   
Name:
	2. Title:
   
Name:

	Occupation:
	Occupation:

	Address:
	Address:

	
	

	Telephone No:
	Telephone No:

	References will only be taken up for applicants who are being considered for a position after the first interview .  Do you object to your references being contacted at this stage?

	1.
 Yes


No
	2.
 Yes


No


	12.  DECLARATION

	I confirm that all information provided is a true and accurate reflection of my past and present history. Information provided by you on this application form may be copied for use during the recruitment procedure.  Once the recruitment procedure is completed, the data will be stored for at least six months and then destroyed if you are not successful in gaining employment with Castle MacLellan.  If you are the successful candidate, this form will be added to your personnel record.  Falsification of this record or any other records and certificates for means of gaining employment may result in termination of your employment.

	Signature:
	Date:
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