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APPLICATION FOR EMPLOYMENT 
GUIDANCE NOTES FOR CANDIDATES
Thank you for your interest in the Glasgow Council for the Voluntary Sector (GCVS).  These notes are to help you to make the most of your application. Please read these notes in conjunction with the other information that you will find in your application pack.


If you need any more space for any part of the application form, please continue on an additional page.  
The application pack is in 4 separate parts. 
· Part A is the Application form for Employment (this is the only information that will be used to decide whether or not to shortlist you for interview); 
· Part B asks for your personal contact details.
· Part C is the Equal Opportunities Monitoring Form
· Part D asks for details of any criminal convictions which are not considered as spent under the Rehabilitation of Offenders Act. 

Please complete the form in black ink or type so that it can be easily photocopied. Please check through your application form to ensure that all sections are completed and return the form to the address shown on the covering letter by the closing date indicated. Please mark the envelope ‘confidential’ if you prefer to post it. We do recommend that you email your application form to recruitment@gcvs.org.uk instead of posting it. This way we do not take the risk that the application gets lost on the post or delayed. 
NOTIFICATION:

As an organisation working in the voluntary sector, GCVS is committed to keeping administrative costs to a minimum. Therefore, only candidates that are shortlisted for interview will be contacted further. If you do not hear from us within a period of 4 weeks from the closing date, regrettably your application has not been successful.  We would however, securely keep your application form for a period of 6 months prior to destroying it in line with the Data Protection Act 1998 and any subsequent or relevant legislations such as The General Data Protection Regulation (GDPR) 2018. We would like to take this opportunity to thank you for your time and for your interest in GCVS and feel welcome to contact us any time if you wish to request any feedback about your application. 
PART A – APPLICATION FORM FOR EMPLOYMENT:

For administrative purposes only, please ensure that you place your initials in the box on page 1 of Part B.

DATA PROTECTION:

You must sign and date this on page 1. This confirms that you give your consent to GCVS to hold and process data which is relevant to the recruitment process. This includes special categories of information and sensitive data which will be used for monitoring purposes
1.  POST DETAILS:

As for Part C.

2.  RELEVANT EDUCATIONAL, PROFESSIONAL OR TRAINING QUALIFICATIONS:

Please provide details of your educational, professional or training qualifications that you feel are relevant to this post. If selected for interview, and we need to see certificates or qualifications that you hold, you will be asked to bring the originals with you or give your consent to allow GCVS to obtain these documents. 

3.  CURRENT OR MOST RECENT EMPLOYMENT:

This section will give us information about work responsibilities that you currently hold, or have most recently held.  

4.  PREVIOUS EMPLOYMENT:

Please list your employment history starting with your current or most recent post.  Remember to include periods of vocational or voluntary work, especially if you feel that this information is particularly relevant to your application for this post.  In order to provide a continuous employment history, please also include any period of unemployment, study or travel, etc.   

5.  ANY OTHER EXPERIENCE THAT YOU FEEL IS RELEVANT TO YOUR APPLICATION:

Please provide details of any relevant voluntary work, projects, in-house training or other study undertaken, or any other information about your continued professional development that you think we should know.  Please also indicate if you are a member of any relevant professional organisation or body. 

6.  ADDITIONAL INFORMATION:

Use this section to explain why you are applying for the post and to tell us about the qualities, skills, experience and achievements that you believe make you the right person for this post.  Please make particular reference to the person specification and job description provided, and continue on a separate sheet if necessary.  Attached CVs will not be considered.

7.  RIGHT TO WORK IN THE UK:

It is a requirement for GCVS to ensure that all GCVS employees are permitted to work in the UK.  Therefore, if you are selected for appointment, you will be asked to provide relevant documentation confirming your right to work in the UK.

8.  GUARANTEED INTERVIEW SCHEME FOR DISABLED PEOPLE:

GCVS displays the Disability Confident Employer badge in our adverts.  We want to help redress the barriers to employment which exist for many disabled people. This means that if you let us know that you have a disability and from the information detailed on your application form, you appear to meet the minimum criteria for the post, you will be guaranteed an interview.  

9.  REFERENCES:

It is GCVS policy to contact referees prior to interview.  However, if you do not want GCVS to contact one or more of your referees, please indicate this clearly on the form by ticking the box under the referee details.

We ask for two referees:   

Referee 1 - your current or most recent employer

Referee 2 - your previous employer or another person who knows you in a professional capacity (but not a colleague or member of your staff)

Employment referees should be an individual who has current line management responsibility for you, or had line management responsibility for you in a previous post.  Please ensure you provide full contact details for each referee.

NB:  REHABILITATION OF OFFENDERS ACT 1974: (Applicable to Some posts Only)

Certain posts are exempted under an Exemption Order of the Rehabilitation of Offenders Act 1974.  This means that employers can request a disclosure, or police check, for a candidate whom they wish to appoint to the position.  If the post that you are applying for is exempted, this will be clearly stated in the information provided.  You should be aware that for these posts, GCVS will obtain (PVG/Disclosure/DVLA checks relating to criminal convictions/offences) for the preferred candidate.  This will be taken up after the interview.  Offers of employment will not be made until a satisfactory disclosure has been received, and you should be prepared to discuss the disclosure in more detail if necessary.  This may mean a delay between your interview and offer of post.    

PART B: CONTACT DETAILS AND DATA PROTECTION DECLARATION 

DATA PROTECTION:

You must sign and date this on page 1. This confirms that you give your consent to GCVS to hold and process data which is relevant to the recruitment process. This includes special categories of information and sensitive data which will be used for monitoring purposes.
POST DETAILS:

Please indicate the name of the post(s) for which you are applying – this will be clearly stated in the advert.

PERSONAL INFORMATION:

Please ensure that you provide your full address and contact numbers to ensure that we can contact you quickly if necessary.  Please indicate whether we may contact you at work (with discretion).

DECLARATION:

You must sign and date the declaration on page 2. This confirms that all the information given in Part A, B and C is, to the best of your knowledge, correct and accurate.  
PART C – EQUAL OPPORTUNITIES MONITORING FORM:

The information provided in this section will be used as a monitoring tool to provide a statistical profile of the applicants for each post. We can assure you that this information will not be seen by the selection panel and will remain strictly confidential. This data will be used in an anonymised way to allow us to monitor the effectiveness of our policies, procedures and commitments (i.e. equality & diversity and, Disability Confident commitment).
PART D:  CRIMINAL DECLARATION FORM

GCVS promotes equality of opportunity and welcomes applications from ex-offenders. You must declare any convictions that are unspent. Disclosure of a conviction will not automatically exclude you from consideration. The offence will be taken into account if it is considered one, which would make you unsuitable for the type of work to be done. 
NB: Please indicate whether you have a spent conviction and sign the declaration whether you have a spent conviction or not.
Posts exempt from the Rehabilitation of Offenders Act 1974:
Certain posts within GCVS are exempt from the Rehabilitation of Offenders Act 1974 due to the nature of the client group that they work with.  Any applicants invited to interview for such posts will be asked to disclose all convictions, cautions, reprimands and final warnings, whether spent or unspent.  If the post that you are applying for is exempted, this will be clearly stated in the information pack provided.
Any applicant offered a post that is exempt from the Rehabilitation of Offenders Act 1974 will be subject to a disclosure check at the appropriate level. This will be taken up after the interview.  Offers of employment will not be made until a satisfactory disclosure has been received, and you should be prepared to discuss the disclosure in more detail if necessary.  This may mean a delay between your interview and offer of a post.    

All criminal records information is treated in the strictest confidence.
The Criminal Declaration Form will be managed in the following way:
· On receipt of your application form, the Criminal Record Declaration Part will be removed prior to you being put forward for short-listing. 

· The short-listing panel will assess your application with applicants being short-listed on their skills and abilities and meeting the specified criteria for the position applied for.

· If you are unsuccessful in being short-listed for interview your Criminal Record Declaration Form will be shredded.

· If you are asked to attend interview, the interview panel will have access to your Criminal Record Declaration Form prior to interview and checked for any relevant convictions. If you have disclosed criminal convictions (spent or unspent), they will discuss this further with you at the interview in order to expand on, and to clarify any information that has been disclosed.  

· If the interview panel deems those convictions to be relevant you will be withdrawn from the list of interviewees.

· You may be asked to provide additional references from organisations that you have been involved with to enable the Interview Panel to verify the information that has been disclosed.

· Should you be the preferred candidate for the post you will also be subject to a disclosure check at the appropriate level where a disclosure check is required for the post in question.

Thank you for taking the time to read this information sheet and for your interest in GCVS.
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