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Application for Employment
                         
Guidance notes 

Thank you for your interest in SCQF Partnership (SCQFP). These notes are designed to help you to make the most of your application, so please read them in conjunction with the other information within the application pack. If you need any more space for any part of the application form, please continue on a separate sheet and mark any additional sheets with your initials and the title of the post for which you are applying. 

Read the application pack carefully before completing the form.

The job description and person specification outline the duties for the post and competencies required to undertake the role. 

Equal opportunities

The Organisation strives to be an Equal Opportunities employer and is committed to achieving and promoting equal treatment for all, irrespective of age, disability, gender reassignment, marriage/civil partnership, pregnancy/maternity, race, religion/belief, sex, sexual orientation or employment status and meet obligations as defined by the Equality Act 2010.

The Organisation requires the same range of information from all applicants to be submitted within this application form. Please do not send a CV as it will not be taken into consideration and will not be forwarded to the shortlisting panel.  

Evidence in support of application

The application form below contains two sections: 
Part A - Contact details and data protection declaration
Part B - Application form for employment (this is the only information which will be used to decide whether or not to shortlist you for interview). 
Part C - Diversity monitoring form; 
Please complete the form in black ink or typescript. Please check through your application form to ensure all sections are completed and return the form to c.walker@scqf.org.uk with the title of ‘Job vacancy’ as the email subject. Alternatively, post to: Caitlin Walker, SCQF Partnership, 177 West George Street, Glasgow G2 2LB. Please mark as ‘Private and confidential’.
Shortlisting, interviews and post interview

Following the closing date, each application will be considered carefully and measured against selection criteria from the job description and person specification. Those who meet the essential criteria and who the panel believe would be a good fit for the role will be invited to an interview. Candidates will be contacted within two weeks of the closing date to advise if they have been successful in obtaining an interview or not. Any subsequent offer of employment will be subject to the receipt of satisfactory references, proof of right to work in the UK, appropriate checks of stated qualifications and/or training and check by Disclosure Scotland (if required). 


Part A – Contact details and Data Protection declaration
Data Protection Act 2018

Read and sign below:

In applying for this post, I give my consent to the SCQFP holding and processing data which is relevant to the recruitment process. This includes sensitive personal data which will be used for monitoring purposes.

Signature 		                                                                           Date 

	POST TITLE
	




	Personal Details

	Full Name
	

	Address
	

	Post Code
	

	Email Address
	

	Phone (mobile)
	

	Phone (home)
	




Right to work in the UK
Please confirm that you have a right to work in the UK.  

Yes/No


How did you hear about this post?
· Social media (please specify platform in ‘other’ below)
· Indeed
· Good Moves
· Word of mouth
· Other organisations’ mailings
· Other, please state:

Personal details required for the processing of the application will be removed before being passed to the selection panel for consideration. This is to ensure shortlisting is not influenced by age, disability, gender reassignment, marriage/civil partnership, pregnancy/maternity, race, religion/belief, sex or sexual orientation. The Organisation is fully committed to the promotion of equal opportunities. 

DECLARATION
I confirm all the information contained in this application form is true and correct to the best of my knowledge.

Signature:  	
Date:  


CONFIDENTIAL



Part B – Application form
Please fill in this form using black ink and capital letters or black typescript.

The information contained in Part B will be used as part of the selection process and will therefore be made available to all persons involved in the selection process. 


For administrative purposes, please ensure you put your initials in this box 

	Post applied for
	



	
	Educational, Professional or Training Qualifications

	Qualification gained (in full) and pass level
	Comparable SCQF level
	Date achieved

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



	Current or most recent employer

	Date from
	

	Employer name
	

	Role title
	

	Main responsibilities and achievements

	






























	Previous employment
Please put in chronological order, starting with the most recent

	Dates (from and to)
	

	Employer name
	

	Role title
	

	Reason for leaving
	

	Main responsibilities and achievements

	


	Dates (from and to)
	

	Employer name
	

	Role title
	

	Reason for leaving
	

	Main responsibilities and achievements

	



	Dates (from and to)
	

	Employer name
	

	Role title
	

	Reason for leaving
	

	Main responsibilities and achievements

	





	Dates (from and to)
	

	Employer name
	

	Role title
	

	Reason for leaving
	

	Main responsibilities and achievements

	








	
Use this section to explain why you are applying for the post (max 800 words)

Using the person specification and job description for reference, please tell us about your qualities, skills, experience and achievements that make you the right person for this key role, providing relevant examples.



	























	Referees 
Please give the names, addresses, telephone numbers and email address, if appropriate, of two referees, one of whom must be your current or most recent line manager.  Referees will only be contacted once an offer of employment has been made and accepted.



	Current/Most recent employer
	Previous employer/Other person who knows you in a work-related capacity

	Name
	
	Name
	


	Address
	
	Address
	

	Post Code
	
	Post Code
	

	Telephone number
	
	Telephone number
	

	Email Address
	
	Email Address
	

	Please describe how this person knows you
	
	Please describe how this person knows you
	




























CONFIDENTIAL


DIVERSITY MONITORING
It is the aim of the SCQF Partnership to be an exemplar in the field of diversity and to broadly reflect the communities we serve. We also want to ensure that our opportunities are open to all. To help us achieve this, it is important that we obtain accurate and complete data from individuals who apply to work with us.
Although you do not have to provide this information, it would be extremely helpful if you do so, even if you only feel able to provide some of the information requested. All information gathered will be held in the strictest confidence, accessible only to the very small number of staff who require it, and in line with the principles of data protection legislation. It will be used only for the purposes of monitoring and collated data will never be published where there are numbers less than five to ensure that individuals cannot be identified.

Gender:
Female  ☐     Male  ☐     Intersex   ☐     Non-binary   ☐     Prefer not to say   ☐

Age: Please indicate your age group 
16-24  ☐     25-34  ☐     35-44  ☐     45-54  ☐     55 and over  ☐

Religion or belief
None  ☐     Church of Scotland  ☐     Roman Catholic  ☐     Other Christian  ☐     Buddhist  ☐
Hindu  ☐     Muslim  ☐     Jewish  ☐     Sikh  ☐     Another faith, belief or religion  ☐   
Prefer not to say ☐
Please specify other if you wish:

National identity and ethnicity
Ethnic origin is not about nationality, place of birth or citizenship. It is about the group to which you perceive you belong. Please tick the appropriate box:

Asian or Asian British
Asian  ☐     Asian Scottish  ☐     Asian British  ☐     Indian  ☐     Pakistani  ☐     Bangladeshi  ☐    Chinese  ☐     Any other Asian background  ☐  please specify, if you wish:

Black, African, Caribbean or Black British
Black  ☐     Black Scottish  ☐     Black British  ☐     Caribbean  ☐     African  ☐   
Any other black background  ☐   please specify, if you wish::

Mixed or multiple ethnic groups
Mixed  ☐     White and Asian  ☐     White and Black Caribbean  ☐     White and Black African  ☐   
White and Chinese  ☐     Any other mixed background  ☐  please specify, if you wish:

White 
Scottish  ☐     English  ☐     Welsh  ☐     Irish  ☐          Northern Irish  ☐ 
British or mixed British  ☐     Other  ☐    Prefer not to say  ☐   

Any other white background  ☐     please specify, if you wish:

Other ethnic group   ☐ please specify, if you wish: 							
Prefer not to say   ☐


Sexual orientation
Bi-sexual  ☐     Gay man/homosexual  ☐     Gay woman/lesbian  ☐     
Heterosexual/straight  ☐       Transexual ☐   Prefer not to say  ☐	
Any other sexual orientation ☐      please specify, if you wish:

Disability
A disabled person is defined under the Equality Act 2010 as someone with a ‘physical or mental impairment which has a substantial and long- term adverse effect on that person’s ability to carry out normal day-to-day activities.’
Do you consider yourself to have a disability or health condition?    

Yes  ☐     No  ☐     Prefer not to say  ☐   

Which of the following categories best describes the nature of your disability or health conditions?

Hearing Impairment  ☐     Visual Impairment  ☐     Speech Impairment  ☐     Mobility Impairment  ☐   Physical co-ordination difficulties  ☐     Reduced physical capacity  ☐   
Severe disfigurement  ☐     Learning difficulties (eg. dyslexia)  ☐     Mental ill health  ☐   
Other  ☐  please state, if you wish:
Prefer not to say  ☐ 
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