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Date as Postmark
Dear Applicant
Post of Technical Officer
Thank you for your enquiry in relation to the above post. I am pleased to enclose the following information:
1. Guidance Notes
2. Job Description
3. Person Specification
4. Application Form (please note CVs are not accepted)
5. Diversity & Equal Opportunities Monitoring Form
Further information about the Association can be found on our website www.glenoaks.org.uk
Please note that applications require to be submitted to the Association by 4pm on Friday 20 May 2022.
Please return completed application forms by email to go@glenoaks.org.uk
Should you have any questions after reading the enclosed information, please do not hesitate to contact Donald Weir, Technical Director, on 0141 620 2707.
We look forward to receiving your completed application form. Yours faithfully
Martha Hutcheson
Corporate Services Manager
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	Guidance Notes for Applicants

	1.
	The form should be typed or completed in black ink or black ballpoint pen for photocopying purposes.

	2.
	Please do not send in your Curriculum Vitae.

	3.
	One of your references should be your present or most recent employer. If you have not been employed or have been out of employment for a long time, you may wish to give the name of someone who knows you sufficiently well to confirm the information you have given and to comment on your ability to do the job.

	4.
	The enclosed Person Specification lists the minimum essential requirements for this post. When short listing for interview, the Selection Panel will only consider the information contained in your application form and assess this against the Person Specification.

	5.
	It is not the responsibility of the Selection Panel to make assumptions about the nature of the work you have done from a list of job titles. It is therefore important that you use the space provided to detail your experience and skills. Neither is it enough for you just to state that you meet the requirements; you must demonstrate this to the panel. Work, paid or voluntary, is not the only means of showing that you meet the requirements of the post. Life experience and skills are just as valid, so long as you are able to demonstrate this.

	6.
	If you are short listed for interview, the Selection Panel will wish to discuss the areas covered in the Person Specification in more detail. In particular, the Panel will assess your commitment to and understanding of Diversity & Equal Opportunities.

	7.
	If you are related to any members of staff, committee members, consultants, contractors or suppliers to the Association, this should be clearly shown on the relevant part of the form. This will not be detrimental necessarily to your application.
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JOB DESCRIPTION
1. POST:
Technical Officer
2. GRADE AND SALARY:
Grade 7 EVH
3. RESPONSIBLE TO:
Technical Director
4. REPORTING TO:
Technical Manager
5. RESPONSIBLE FOR THE FOLLOWING STAFF:
Technical Assistant
6. GENERAL AIMS AND JOB PURPOSE
· Provide a courteous and responsive service to tenants, sharing owners, owners and other customers of Glen Oaks Housing Association.
· Ensure that the Association’s technical service responsibilities are met to the highest possible standard, in accordance with policy and procedure.
· To provide a comprehensive technical advice service to the Association.
· To ensure that the specific job requirements as detailed in the job description are carried out to the highest possible standard at all times.
· To work as part of a team to provide a high quality, comprehensive and efficient technical service to customers and colleagues.
8. SPECIFIC RESPONSIBILITIES Corporate
· Contribute to completion of the relevant sections of the Annual Return on the Charter (ARC) for the Scottish Housing Regulator and ongoing review of the key reactive repairs and void management risks.
· Contribute to achievement of Customer Service Excellence status for the Association through the review and development, implementation and review of technical systems, policies, procedures and processes.
· Assist Technical Director in preparing the technical element of the Annual Budget.
· Assist in meeting all performance targets and objectives set by the Association and / or the Technical Department.
· Contribute to ongoing performance improvement and good practice through assisting Internal and External Auditors undertaking reviews of Technical functions.
· Promote Gold Service to the Association’s customers, particularly in relation to the enhanced repairs service and Golden Goodbye
Leadership
· Support and motivate colleagues and contractors to achieve agreed targets and deadlines
· Provide support to Technical Manager and Director to ensure that the Association’s Technical policies, systems, procedures and processes are developed within time and to budget and required standards
· Effectively manage workloads, coordinating with the Housing Services Department and across the Association.
· Work with colleagues and contractors to ensure technical services are delivered on time, within budget and to required standards
· Maintain an up to date knowledge and awareness of Technical, Statutory and Regulatory requirements and similarly standards of best practice in relation to Asset Management.
Performance Management
· Support a culture of continuous improvement which encourages staff and customer participation.
· Assist Technical Manager & Director in preparation of all technical Key Performance Indicators (KPIs)
· Support, develop, manage and monitor performance within the technical service, including technical contractors and staff by promoting a culture of continuous improvement.
· As part of the Association’s system for Staff Development and appraisal, agree personal performance targets/measures and review performance against these throughout the year.
· Supervise the work of Technical Assistant, and undertake regular 1-2-1 staff reviews, identify training requirements and opportunities for staff development.
· Identify and address personal training/development needs to meet team and individual work plans
	Policy Formulation

	· Contribute to developing policy, systems, procedures and processes and good practice in all aspects of the technical services.
· Support the development of policy for consultation with and the participation of tenants and other Customers.
Reporting

	· Liaise and manage maintenance and void contractors regarding contract performance against set KPIs.
· 
Contribute to regular KPI reports to the Technical Manager & Director as required, on the delivery of the Association’s Repairs and Void Service.
· Provide reports and present if required to the Association’s Technical and Health & Safety Sub-committee on the Reactive Repairs, Void Management Services, Insurance Claims, Rechargeable arrears and Factoring services.
· Provide reports on Tenant Satisfaction levels with Repairs and Void Service and implement changes in procedure for areas of weakness, liaising with Corporate Services colleagues where service improvements are made.
Procurement

	· Provide support to Technical Director and external consultants to develop and manage the procurement, commissioning and delivery of technical contract(s).
Financial & budgetary Control
· Assist in ensuring that budget limits which are set for maintenance are not exceeded.
· Check and authorise invoices in accordance with the Association's Financial Regulations.
· Process insurance and tenant re-chargeable claims and invoices
· Implement
factoring
charges
and
pursue
factoring
income
inline
with Association’s Factoring Policies and Procedures.
Health & Safety
· Implement all health and safety policy and procedures in relation to technical contracts and take immediate action to address breaches.
· Liaise with the Health & Safety Administrator as required in relation to implementation of Health & Safety Policy and any other H&S related matter


	Customer Service

	· Ensure that technical projects are completed within the target, budget, time scales and to the standard approved by the Management Committee.
· Ensure that the technical service function is carried out in an efficient manner, supporting continuous improvement principles and in line with Association policies, SHR Guidance and statutory requirements.
· Foster a culture of continuous improvement in the delivery of the technical services.
· Facilitate customer involvement in all areas of the technical services.
· Ensure that the Association meets its legal obligations in the servicing of appropriate appliances or fixtures.
· Ensure that the Association complies with the provisions of the Equality Act and other legal, policy and good practice guidance in relation to the technical function.
· Carry out full investigations in response to customer enquiries and complaints in line with the Association’s approved policy and procedure.
· Ensure that all Technical service complaints are responded to within required timescales and maintain computerised complaints management system. Provide reports to Technical Manager / Director as required.
· Assist in collating evidence to Manager or Director to allow Stage 2 complaints and any Ombudsman appeals to be actioned.
Partnership Working

	· Liaise with contractors and consultants, Glasgow City Council and other relevant agencies as appropriate.
· Assist Technical Director in responding to enquiries from elected representatives as appropriate.
· Liaise with support organisations to ensure that tenants and other Customers with particular needs receive appropriate levels of care and support.
· Liaise with the Associations insurers to ensure all potential claims are reported timeously and communication remains open until claims are settled.
Team Working

	· Organise and manage personal workload including effective time management.


· Provide support in induction training of new staff and other training for staff in the use of the repairs systems, procedures and processes
· Provide professional and technical advice to all staff with respect to the technical services
· Liaise closely with colleagues to provide a consistent level of service to tenants and owners, and management of staff.
· Liaise with the Technical Director to ensure that future development and investment projects are designed to be low maintenance.
· Contribute to the Annual Budget where it relates to Technical Service.
· Liaise with the Technical Manager and Housing Services Manager on mutual matters regarding technical, factoring and planned maintenance.
· Liaise with finance and factoring staff in the delivery of technical services to ensure appropriate notice and charges are provided in advance of quarterly factoring invoices being issued to owners.
· Liaise with finance staff to ensure that systems are in place to process insurance claims.
Maintenance Services
· Day to day responsibility for the management of the Reactive Repairs Contracts.
· Oversee the work of contractors to ensure they meet agreed timescales and the standard of work and service required by the Association.
· Monitor the performance of contractors employed by the Association in respect of maintenance contracts, to ensure they meet timescales and the standard of materials, standard of work and service required by the Association.
· Working closely with the Technical Manager to deliver cost effective and quality technical services
· Ensure that the technical service is developed taking account of customer feedback and financial constraints.
· Carry out inspections of internal and external areas of Association for insurance and estate management purposes as required.
· Provide support and advice to Housing Services staff on technical matters, carry out inspections when requested and instruct contractors accordingly.
· Contribute to providing information on the anticipated cost of delivering the technical service as incorporated in the Annual Budget.
· Meet regularly with stakeholders and contractors to evaluate and report on performance and quality issues, identify areas of concern and “best practice” and implement actions required to maintain and improve projects.
· Carry out pre and post inspections in line with the Association’s policy and procedures.
· Monitor progress and standards of work and resolve any issues of quality.
· Scrutinise and agree contractors’ invoices. Process invoices and credit notes following Associations financial procedures
· Identify any rechargeable repairs and ensure charges are applied and pursued in association with procedures.
· Prepare remedial work instructions where poor workmanship is identified.
· Follow-up on rectification of such remedial work to ensure corrective action is satisfactory.
· Identify, co-ordinate and progress all property insurance claims from timeous lodging of claims until settlement.
· Implement and inspect tenant requests for improvements and process subsequent claims for compensation.
· Organise competitive quotes/tenders for maintenance work as required.
Asset Management, Planned & Cyclical Maintenance
· Provide back up support as required in implementing and monitoring property investment works, including medical adaptations.
· Provide back up support as required in implementing and monitoring planned maintenance and cyclical works.
· Liaise with Project Officer on all cyclical and planned maintenance contracts to effectively manage contractors on site and tenants expectations.
· Assist Project Officer with tenant consultation and support as required.
· Liaise with Project Officer and Technical Manager to ensure that the Asset Management database is kept up to date.
· Advise on service contracts for fire alarms, emergency lighting, heating systems
and other installations, and supervise the implementation of such contracts.
Factoring
· Provide technical support for the Association’s Factoring services.
· Identify costs of common repairs to be allocated to factored owners and ensure consultation and charges are applied following procedure.
· Monitor and pursue factoring owners for debt in line with debt management policy.
· Manage the factoring service in line with the requirements of the Code of Conduct and Property Factors Act.
· Manage and administer all aspects of the Factoring Service.
· Work closely with the Technical Manager and other departments to ensure effective co-ordination and team support for the Factoring services.
Void Management
· Day to day responsibility for the management of the void repairs contract to ensure that void costs are kept under control and contractor delivers properties to void contract standard and Glen Oaks Lettable Standard.
· Liaise with Housing Services colleagues regarding the void management process and timescales to ensure a smooth transition. Ensure that the Associations IT and document management systems are regularly updated accurately.
· Ensure that the void service is developed taking account of customer feedback and financial constraints.
· Carry out void inspections as required. Attend Viewings with Housing Services colleagues and applicants.
· Liaise with utilities providers regarding bulking of meters and meter switchovers.
· Ensure the security of empty properties in conjunction with Housing Services colleagues
· Provide reports on contractor performance.
· Ensure that any rechargeable void costs are recharged to former tenants timeously and pursued.
· Apply Associations décor scheme taking account of financial constraints and customer satisfaction.
Rechargeable Repairs
· Ensure that Customers are notified of rechargeable repairs.
· Provide support to the Technical Assistant on the collection of outstanding debts.
· Take the lead on any legal action claims for rechargeable debt with assistance from the Technical Assistant.
· Provide reports on arrears levels and performance.
Housing Development
· Assist with tenant / owner consultation for development and regeneration projects.
· Oversee the progress of remedial work to defects arising from building works.
· Take part in snagging inspections prior to handover and inspect at practical completion stage to ensure defects have been rectified.
· Liaise with Housing Services staff regarding handover of completed properties to tenants and sharing owners.
· Liaise with residents and contractors in relation to defects and outstanding snagging items in new build properties.
Other Duties
· Ensure familiarity with the computerised systems, and provide advice on the appropriate computerised system for the Association’s maintenance functions. Identify training needs where required.
· Ensure that the Association’s files and records are kept up to date and in accordance with the General Data Protection Regulation (GDPR).
· Co-ordinate and/or attend meetings, including those outwith normal office hours, as requested by the Technical Director or another member of the Corporate Management Team.
· Implement the Association's Equal Opportunities Policy as necessary.
· Carry out any other duties at the request of the Technical Director, Chief Executive or the Association’s Committee of Management.
· This job description is a general guide to the tasks to be fulfilled. However, it should be noted that the employee requires to agree work priorities and tasks to be completed on a regular basis with their line manager. This will enable the employee’s department and the organisation as a whole to fulfil its objectives.
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	Person Specification – Technical Officer

	Criteria
	Essential
	Desirable
	Test *

	Skills & abilities
	· Self motivated and effective team player
· Excellent communication, interpersonal and negotiating skills
· Ability to identify and manage service and organisational risks
· Excellent IT skills using MS Office packages and housing software for reporting and analysis
· Ability to effectively plan, deliver and monitor plans / projects to required timescales / budgets
· Commitment to continuous improvement
· Ability to analyse data / information with attention to detail
	
	A / I A / I
A / I A / I
A / I
A / I A / I

	Knowledge & experience
	· Experience of effectively managing customer issues and engaging with tenants and owners
· Comprehensive technical knowledge and experience relating to property inspection and improvement works
· Dealing with customer complaints
· Problem solving
· Knowledge and experience of working with the Scottish Housing Quality Standard & EESSH
· Experience of performance reporting
	· Line management experience of staff
· Knowledge of current Health & Safety legislation and CDM requirements affecting the delivery of a technical service
· Working knowledge of Capita Open Housing software
· Experience in managing gas servicing contracts / meeting legal obligations
· Knowledge of the Scottish Housing Regulator’s Performance Standards / Scottish Social Housing Charter
· Understanding of OJEU requirements
	A / I A / I
A / I A / I
A / I
A / I


	
	
	· Experience of stock condition surveys
	A / I

	Education
	· Good, general education
	· Relevant technical qualification to at least HND level
	A

	Other
	· Flexibility to work outwith office hours (attend evening meetings)
· Positive & professional attitude
· Commitment to equality
	· Full driving licence, with the use of a car (insured for business use) during the working week
	A / I
A / I A / I
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IN CONFIDENCE
APPLICATION FOR EMPLOYMENT - PLEASE COMPLETE ALL SECTIONS
	Personal Details

	Initial and Surname
	

	Address
	

	Postcode
	

	Home Tel No:
	

	Office Tel No:
(if we can phone you at work)
	

	Mobile Tel No:
	

	Email Address
	

	Post applied for:
	Technical Officer

	Application No: (for office use only)
	


Please return completed forms by email to: jennifer.morris@glenoaks.org.uk
Closing Date: 25 May 2022 at 4pm Interviews will be held on Wednesday 8 June 2022
Please note that this page will be removed from the application form prior to shortlisting.
	Secondary education (please list subjects passed)

	Subject
	Level
	Grade achieved

	
	
	

	Further education

	University / College
	Course(s) & Main subjects studied
	Degrees, Diplomas, Certificates obtained

	
	
	

	Professional qualifications

	Name of Awarding Body
	Qualifications obtained, Membership of
Professional Institution etc

	
	


	Training Courses (please give details of any relevant short courses or training undertaken)

	Course(s) undertaken
	Provider(s)

	
	

	Present or most recent employment

	Name & Address of Employer
	Date from:
	
	Date to:
	

	
	Position held:
	

	
	Salary and other benefits/payments
	

	
	Notice required:
	

	
	Reason for leaving:
	

	Nature of post (please describe your main duties:

	


Please continue on a separate sheet if necessary.
	Employment history

	Name & address of previous employer(s)
	From month/year
	To month/year
	Position held, main duties and reason for leaving

	
	
	
	


Glen Oaks Housing Association wishes to compare your experience, skills and knowledge with its requirements as detailed in the person specification. You should, therefore, try to show in the following part of the form how you satisfy these.
	Relevant skills / experience

	Teamwork

	

	IT skills

	

	Experience of identifying and managing risk

	

	Ability to analyse data

	

	Experience of property inspection

	


	Dealing with customer complaints

	

	Experience of contractor / project management

	

	Experience of performance reporting

	

	Knowledge and experience of working with the Scottish Housing Quality Standard & EESSH

	

	Commitment to continuous improvement

	


	Referees

	Please give details of two referees. They should be qualified to comment on your ability and experience for this appointment and should include a referee from your current or most recent employer.

	Name:
Job title:
Company:
Address:
Postcode:
Email:
Tel No:
	Name:
Job title:
Company:
Address:
Postcode:
Email:
Tel No:

	Disability

	We encourage applications from disabled people. Please ensure that you fill out the Equal Opportunities Monitoring Form, which will be kept separate from the selection process. If short- listed, you will be asked at a later stage about any requirements for the interview. If you wish to discuss any concerns about your disability or request reasonable adaptations in relation to the job or the selection processes please contact the Corporate Services Manager in confidence at 0141 620 2705 or email: martha.hutcheson@glenoaks.org.uk

	Availability for interview

	Are you not available at any time on Wednesday 8 June?


	Close relatives

	In terms of regulatory guidance, Glen Oaks Housing Association is able to employ close relatives of Board members or employees. If you are related to any Board member or employee of Glen Oaks Housing Association, or anyone who has been employed or served on the Board in the last 12 months, please provide details below:
Are you related to any consultant or supplier of Glen Oaks Housing Association? If yes, please provide details.

	Potential conflicts of interest

	Do you have any business commitment which makes demands upon your time or which have the potential to represent a conflict of interest with the job you are applying for? If so, please give a brief description.

	Declaration

	I have read the guidance above and I declare that the information I have given in support of my application is, to the best of my knowledge and belief, true and complete. I understand that if it is subsequently discovered that any statement is false or misleading, or that I have withheld any relevant information my application may be disqualified or, if I have already been appointed, I may be dismissed without notice.
Signed:
Date:
If you have emailed the application back, you will be asked to sign it if called for interview
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Rehabilitation of Offenders Act 1974
The Rehabilitation of Offenders Act 1974 enables some criminal convictions to become spent or ignored, after a ‘rehabilitation period’. Excepted posts are those to which the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 applies. You may be entitled to withhold information about convictions that are ‘spent’ under the provision of the act. In the event of employment, any failure to disclose could result in dismissal or disciplinary action by your employer. If selected for interview you will be required to complete a criminal convictions declaration form that will only be reviewed if an offer of employment is being made.
2. General Data Protection Regulation (GDPR)
In accordance with the GDPR, the information that you provide us with for the purposes of recruitment and selection shall be stored confidentially and disposed of confidentially after 6 months have elapsed.
3. Immigration, Asylum & Nationality Act 2006
The Immigration, Asylum and Nationality Act 2006 makes it an offence to employ anyone who is not entitled to live or work in the EU. All applicants selected for interview will be required to provide evidence that they are entitled to live and work in the EU. Appropriate documentation may include the original of your current passport, visa, birth certificate or any other document (or combination of documents) indicated by the Act.
Do you currently have the right to work and live in the EU?

Yes / No (please delete as appropriate)
4. Confirmation of qualifications
If selected for interview you will be required to bring with you the original certificate(s) of all qualifications referred to in this application. This extends to membership of professional bodies.
Equality Monitoring Form
Information for those completing the form
Why are we asking for equality information?
We collect equality information to help us to plan and deliver effective services and to meet our legal and regulatory obligations.
What do we do with equality information?
We use equality information for a range of purposes, including to help us to:
· protect and promote your rights and interests;
· promote equality objectives across our services;
· identify and address our customers’ needs, and improve our services; and
· identify and eliminate any form of discrimination.
Do you need to answer every question?
By answering as many questions as possible you will help us meet your needs better, but we provide options throughout this form to allow you to provide only the information you want to give us. You can complete some questions and not others or you can complete parts of questions. The form has space for you to tell us more about your needs if you want.
We may ask for some information in other forms where this is required by law. For example, where we need to know your age if you are applying for a home as only those over 16 years old can be registered on our housing list.
How do we process your equality information?
We process equality information strictly in line with data protection law, including by:
· processing your equality data confidentially;
· restricting access only to relevant staff members;
· retaining equality information only as long as necessary;
· sharing data only as lawfully permitted; and
· destroying data securely.
Who do we gather equality information about?
We gather equality information from:
· people who apply for a home;
· tenants;
· people who apply for a job with us;
· our employees;
· board and committee members; and
· elected members (in case of local authorities)
Additional Information
More information to help you to complete the form is available on request from martha.hutcheson@glenoaks.org.uk
Note for job applicants – this information will be kept separately from your completed application – you do not need to provide your name
	Name:
	Click or tap here to enter text.


Age
Note: We may request a specific date of birth in certain forms when this is required in law. For example, we need to know the age of housing applicants as a person can only be registered on our housing list/register if the person is 16 years of age.
	What is your date of birth? (DD/MM/YYYY)
	Click or tap here to enter text.

	Prefer not to say
	☐


Alternative format:
	Please tick the band for your age:
	16 - 24
	☐
	25 - 34
	☐

	
	35 - 44
	☐
	45 - 54
	☐

	
	55 - 65
	☐
	65+
	☐

	Prefer not to say
	☐


Belief or religion
Please tick the box which best describes your belief or religion from the list below?
	Buddhism:
	☐

	Christianity

	Catholic:
	☐
	Protestant:
	☐
	Other:
	☐

	Hinduism:
	☐

	Islam:
	☐

	Judaism:
	☐

	Sikhism:
	☐

	Other religion (please state what this is):
	Click or tap here to enter text.

	No specific belief in religion (for example, atheism or agnosticism):
	☐

	Other belief (for example, humanism):
	☐

	Prefer not to say
	☐


Please use the space below to tell us about any particular requirements relating to your beliefs or religion:
 SHAPE  \* MERGEFORMAT 



	Please tick here if you want to discuss this matter in confidence:
	☐


Disability
	Are you a disabled person?
	Yes
	☐
	No
	☐


If yes, please tick the box which category you would use from the following list:
	Autoimmune: (for example, multiple sclerosis, HIV, Crohn’s/ulcerative colitis)
	☐

	Learning difficulties: (for example, Down’s Syndrome)
	☐

	Mental health issue: (for example, depression, bi-polar)
	☐

	Neuro-divergent condition: (for example, autistic spectrum, Dyslexia, dyspraxia)
	☐

	Physical impairment: (for example, wheelchair-user, cerebral palsy)
	☐

	Sensory impairment - hearing impairment
	☐

	Sensory impairment - visual impairment
	☐

	Other: If none of the categories above apply to you, please specify the nature
of your impairment.
	☐

	Prefer not to say
	☐


Please use the space below to advise us if you have any particular requirements:
 SHAPE  \* MERGEFORMAT 



	Please tick here if you want to discuss this matter in confidence:
	☐


Ethnicity
Please tick the box that best describes your particular ethnic group:
African
	African, African Scottish or African British:
	☐

	Other African background (please specify):
	Click or tap here to enter text.


Asian, Scottish Asian or British
	Bangladeshi, Bangladeshi Scottish or Bangladeshi British:
	☐

	Indian, Indian Scottish or Indian British:
	☐

	Pakistani, Pakistani Scottish or Pakistani British:
	☐

	Chinese, Chinese Scottish or Chinese British:
	☐

	Other Asian background (please specify):
	Click or tap here to enter text.


Black or Caribbean
	Caribbean, Caribbean Scottish or Caribbean British
	☐

	Black, Black Scottish or Black British
	☐

	Other Caribbean or Black background (please specify)
	☐


Mixed groups
	Mixed or multiple ethnic group (please specify)
	Click or tap here to enter text.


White
	English
	☐

	Gypsy Traveller
	☐

	Irish
	☐

	Polish
	☐

	Roma
	☐

	Scottish
	☐

	Welsh
	☐

	Other British
	☐

	Other group (please specify your ethnic group)
	☐

	Prefer not to say
	☐


Please use the space below to advise us if you have any particular requirements:
 SHAPE  \* MERGEFORMAT 



	Please tick here if you want to discuss this matter in confidence:
	☐


Marriage and civil partnership
	Are you presently in a civil partnership?
	Yes
	☐
	No
	☐

	Are you presently married?
	Yes
	☐
	No
	☐

	Prefer not to say
	☐


Please use the space below to advise us if you have any particular requirements:
 SHAPE  \* MERGEFORMAT 



	Please tick here if you want to discuss this matter in confidence:
	☐


Pregnancy and maternity
	Are you pregnant?
	Yes
	☐
	No
	☐

	Have you taken maternity or paternity leave in the past
year?
	Yes
	☐
	No
	☐

	Prefer not to say
	☐


Please use the space below to advise us if you have any particular requirements:
 SHAPE  \* MERGEFORMAT 



	Please tick here if you want to discuss this matter in confidence:
	☐


Sex
	What is your sex?
	Female
	☐
	Male
	☐
	Intersex
	☐

	Prefer not to say
	☐


Please use the space below to advise us if you have any particular requirements:
 SHAPE  \* MERGEFORMAT 



	Please tick here if you want to discuss this matter in confidence:
	☐


Gender re-assignment (trans/transgender)
	Do you consider yourself to be a trans person?
	Yes
	☐
	No
	☐

	Prefer not to say
	☐


Please use the space below to advise us if you have any particular requirements:
 SHAPE  \* MERGEFORMAT 



	Please tick here if you want to discuss this matter in confidence:
	☐


Sexual orientation
What is your sexual orientation?
	Bisexual
	☐

	Gay man
	☐

	Heterosexual/straight
	☐

	Lesbian/ gay woman
	☐

	Other
	☐

	Prefer not to say
	☐


Please use the space below to advise us if you have any particular requirements:
 SHAPE  \* MERGEFORMAT 



	Please tick here if you want to discuss this matter in confidence:
	☐


General
	Please mark this box if there are any issues that you want to discuss with us in
confidence
	☐


Consent
	Signature:
	Click or tap here to enter text.

	Date:
	Click or tap to enter a date.


Click or tap here to enter text.





Click or tap here to enter text.





Click or tap here to enter text.





Click or tap here to enter text.





Click or tap here to enter text.





Click or tap here to enter text.





Click or tap here to enter text.





Click or tap here to enter text.








