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	YOUTH COMMUNITY SUPPORT AGENCY

APPLICATION FORM - NOTES OF GUIDANCE


	INTRODUCTION

YCSA is an equal opportunities employer and all applicants for jobs in the service of YCSA will receive equal treatment irrespective of their background or disability.

The enclosed application form has been especially designed with equal opportunities in mind and it is emphasised that the content of your form will be treated in the strictest confidence. 
The attached equal opportunities monitoring form is necessary in order to provide statistical information that can help assess the effectiveness of YCSA’s equal opportunities policy.  The information that you supply on your monitoring form will also be treated in strict confidence and will not be made available to the personnel responsible for the interview and selection procedures.  Your co-operation with this section of your application is much needed and appreciated. 
In order to facilitate YCSA’s personnel record system, you are required to enter complete dates (i.e. Day, Month and Year) as required in the various sections of the application form.

NOTE: All applicants should complete the application form, CV’s will NOT be accepted.

A:  POST DETAILS

The Post Designation will be found in the advertisement for the post.

B.  PERSONAL DETAILS
Please complete the relevant details.
YCSA has strong data protection policies and will keep your personal data secure. Data on unsuccessful candidates will be deleted after 6 months with an exception if it is being processed for a legal reason.
C:  ACADEMIC QUALIFICATIONS 

This section should be completed with the academic qualifications which are relevant to the post. 

Prior to being offered an appointment you will be required to produce evidence of qualifications mentioned in your application or required for a post.
D: OTHER TRAINING/CONTINUING PROFFESSIONAL DEVELOPMENT COURSES 

This section is to provide details of all other CPD courses and any other training which is relevant to the post.  
K: DISCLOSURE SCOTLAND CHECK 

For most posts YCSA requires you to become a member of the Protecting Vulnerable Groups (PVG) Scheme.  Most YCSA employees undertake regulated work with children and vulnerable adults.  

YCSA will pay for this check on the successful applicant, which will advise whether you are barred from working with either children or protected adults.  Your offer of employment will be subject to the PVG membership of both these groups.  

L:  REFEREES

YCSA expects one of your referees to be your current or most recent employer. If you are not able to use your this for your reference YCSA will require an explanation but does reserve the right to contact the employer if it deems necessary.

YCSA reserves the right to contact your previous or current employers should you be selected for an interview - unless an express instruction to the contrary is included in your application by ticking the box.  

Referees are normally expected to be people who hold a position of responsibility.  They will normally be asked for their opinion on an applicant’s

(a)  personal character

(b)  work capability compared to the duties of the post in question

You are therefore advised, where possible, to select your referees carefully and ensure that they have known you in a work situation.

Referees should be consulted before their names are added to support your application. YCSA will take your entering the name of a referee as your giving permission to seek this information under the data protection regulations. However if you do not inform the referee they may not consider they have such permission to share information which could lead to a delay in your being offered a final offer of employment.

M: INTERVIEW ATTENDANCE

YCSA is an equal opportunities employer and will make any reasonable adjustments for the candidate at interview.   Please note that although YCSA is accessible for wheelchair users, we do not have an accessible toilet in the building

	E:  PROFESSIONAL INSTITUTES

Applicants should indicate their CURRENT membership status of professional institutes.
F:  PRESENT EMPLOYMENT

This section is to provide details of your current employer (or your previous employer if you are currently unemployed).

G:  EMPLOYMENT HISTORY

This section enables you to list, in chronological order starting with the most recent, details of your employment history.

Remember to include periods of vocational, vacation or voluntary work, especially where you think that this may assist your application for this post.
H: RELEVANT SKILLS, EXPERIENCE AND ABILITIES

Studying the person specification, please evidence how your skills meet the essential and desirable abilities and experience listed in the person specification. 

The importance of this section to the selection process is emphasised by the space allocated.  Using typescript or handwriting, this is where you have the opportunity to state your case - explain in your own words why you think that you, more than anyone else should be offered the post.

Include relevant details of previous posts you have held, both paid and unpaid, indicate positions of special responsibility you may have held both in the workplace situation and in your leisure interests, or even how your experience in life makes you a suitable candidate.

If you require to use an additional page, remember to write your name and address and details of the post applied for at the top of the page.
I: DRIVING LICENCE 

For some roles, a driving licence is required. This will be stated in the person specification.  If this is required please complete this question.

J: ENTITLEMENT TO WORK IN THE UK

For all successful applicants, you will be asked to provide documentation that demonstrates that you are entitled to work in the United Kingdom e.g. passport with any relevant visa, NINO card etc.  

N: JOB SHARING

Job sharing is the voluntary sharing by two persons of all the duties of an established post with the salary and appropriate conditions of service shared on a pro-rata basis according to the hours worked by each job sharer.  In certain cases job sharing is also available to current employees who wish to share two related job-share posts in the same department.  Where you wish to share both your present post and the post applied for on a job-sharing basis then you must discuss this with your immediate supervisor before submitting an application.

Job sharing is available to job applicants and it is not necessary for applicants to have an identified partner.

Job sharing is available for all posts with YCSA of 30 hours or more unless otherwise indicated

O: ADVERTISEMENT SOURCE

This information is required simply to assess the effectiveness of placing external job advertisements in various publications or agencies.  Please name the advertisement source where you saw the post advertised

P : DECLARATION

You are now required to date and sign your application form and return it to the address shown as soon as possible, but certainly before the closing date shown on the advertisement.  Applications submitted by email can be signed at interview if needed. Applicants are reminded that all information contained in the form must be true and correct to the best of their knowledge.  Any false information or omissions may lead to summary dismissal.
Further Information

HEALTH

Where the person specification/ job description requires certain levels of fitness new entrants to the service of YCSA will be required to complete a full medical questionnaire.
YCSA may also require certain new entrants to be medically examined, depending on the duties of the post and/or the circumstances of the person to be appointed.  This will normally be discussed during the selection interview stage.

All staff are expected to maintain an acceptable level of attendance.  

DISABILITY

As part of YCSA’s equal opportunities policy, YCSA is committed to a positive approach with regard to the recruitment of disabled people.

Every vacancy will be open to suitably qualified disabled persons who meet requirements in the person specification/job description.  Reasonable adjustments will be made to support disabled staff carry out their duties.

REHABILITATION OF OFFENDERS ACT 1974

In terms of the Rehabilitation of Offenders Act 1975, applicants need not reveal any criminal convictions which are “spent” as defined in the act.  However, certain posts within YCSA are covered by the Rehabilitation of Offenders Act 1974 (Exceptions Order) 1975 and the terms of the act therefore do not apply to these posts.  Details of whether a post is covered by the exceptions order can be obtained from the YCSA.

CANVASSING

Canvassing of Board members or employees of YCSA will disqualify the applicant.

COMPLAINTS

Any internal applicant who feels that the Equal Opportunities Statement has not been properly adhered to will have recourse to YCSA’s Grievance Procedures.

Any external applicant should write to YCSA Board, 48 Darnley Street, Pollokshields, Glasgow, G41 2SE, outlining the reason for the complaint within three weeks of notification of the outcome of any application for employment.  Such complaints will be deal with in accordance with YCSA’s complaints procedure, copies of which may be obtained from the above address.
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