[image: image1.jpg]



APPLICATION FORM

Please return this form to the address below by the due date. Please attach any additional information pertaining to your application on separate paper. Please also remember to complete the Equal Opportunities form and return to 

Wendy Forbes, wf2@stir.ac.uk (this is used for equality monitoring processes only). 

	Position Applied For:


	

	Available Start Date


	


	Contact Details



	Full Name


	

	Preferred Name to be Used
	

	Address


	

	Postcode

	

	Telephone Number


	

	Email Address


	


	Have you previously been employed by the University of Stirling Students Union? (Please provide details)


	Yes/No

	If you are currently employed, will this post supersede your current post?
	Yes/No


	Education and Qualifications



	Date From
	Date To
	School/Institution Attended
	Qualification 
	Subject
	Grade
	Date Awarded

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	Further Education, Higher Education and Other Training



	University/College/Awarding Body
	Qualification
	Subject
	Classification
	Date Awarded

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Please give details of any interests, hobbies, community/volunteer experience, membership of professional organisations etc.

	


	Rehabilitation of Offenders Act Declaration 


	Enhanced Disclosure Scotland Check Required
	Yes/No

	The University of Stirling Students’ Union is committed to selecting people for employment on the basis of their individual skills, abilities, experience, knowledge and, where appropriate, qualifications and training.  We will not, therefore, automatically refuse to employ a particular individual just because they have a previous criminal conviction, but will assess the relevance of any offence to the particular post in question in order to ensure our duty of care to other staff, students and third parties.

Under the Rehabilitation of Offenders Act 1974, an individual who has a conviction for a criminal offence is, after a specified time, allowed to treat the conviction as if it never occurred (i.e. spent). However, there are certain exceptions to this rule as detailed in the Exemptions Order 1975. The Students Union may have number of posts which require applicants to make a full declaration, prior to interview, of all convictions including those spent. These declarations are subsequently checked with Disclosure Scotland. Please refer to the Job Description to see if this post requires a check.
When completing this application form, you must declare the following;

· For posts that require an Enhanced Disclosure Scotland check please declare if you have ever had any convictions (including spent and unspent convictions)   

· For posts that require either a Standard or Basic Disclosure check please only declare unspent convictions
Please note: any conviction, which resulted in a sentence of more than 30 months, will always be considered as “unspent” and therefore, must be declared.
If  you are declaring any convictions, full details should be given in the box below in the same format as the following example 

e.g.  Conviction –  Driving Offence -           Speeding

                              Sentence -                     3 Penalty Points

                              Date of Sentence -        01/03/08

Road Traffic offences need not be disclosed unless the post involves the driving of University vehicles


	Do you have any criminal convictions which are not “spent” in terms of the Rehabilitation of Offenders Act 1974 
	Yes/No             

	Details:




	Please give details of any Public Duties (JP, Local Councillor etc.) undertaken.



	


	If offered this job would you continue to work in any other capacity? (please give details)



	


	Work History



	Present/Previous Employer:


	

	Address:
	

	Type of Business


	

	Job Title


	

	Employment Period


	From:
	
	To:
	

	Salary


	

	Reasons for Leaving


	

	Duties and Responsibilities



	


	Present/Previous Employer:


	

	Address:
	

	Type of Business


	

	Job Title


	

	Employment Period


	From:
	
	To:
	

	Salary


	

	Reasons for Leaving


	

	Duties and Responsibilities



	


	Present/Previous Employer:


	

	Address:
	

	Type of Business


	

	Job Title


	

	Employment Period


	From:
	
	To:
	

	Salary


	

	Reasons for Leaving


	

	Duties and Responsibilities



	


	Present/Previous Employer:


	

	Address:
	

	Type of Business


	

	Job Title


	

	Employment Period


	From:
	
	To:
	

	Salary


	

	Reasons for Leaving


	

	Duties and Responsibilities



	


	Supporting Statement



	Please specify any relevant details which you may wish to provide in support of your application in line with the job description and personal specification. Please limit this to two sides of A4 only. 



	


	Professional Referees (to include previous/present employer in a similar capacity to the job for which you have applied, or academic referee)

	Name:


	
	Name:
	

	Address:


	
	Address:


	

	Telephone:


	
	Telephone:
	

	Email:


	
	Email:
	

	I authorise University of Stirling Students’ Union to obtain references to support this application once an offer has been made and accepted, and I release University of Stirling Students’ Union and referees from any liability caused by giving and receiving information.



	Signed
	
	Date
	


	Do you know anybody who has or does work for University of Stirling Students’ Union?                                                 
	YES/NO



	If yes, in what capacity do you know them?


	Declaration: I confirm that the information given on this application form is to the best of my knowledge true and complete. Any false statement may be sufficient cause for rejection or, if employed, dismissal.  
If employed, I understand the information will be used in the administration of my employment in accordance with the Data Protection legislation.


	Signed:


	
	Date:
	


	For our records could you please indicate where you saw this vacancy advertised:



	


Please return completed Application Form to:
Lauren Kirk, Communications, Marketing & Events Coordinator
lauren.kirk1@stir.ac.uk
If you have not heard from us within 4 weeks of the closing date please assume that you have been unsuccessful in your application.
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