
Application for employment
	
		
FOR OFFICIAL USE ONLY

Date received:                   __________________________

References requested:      __________________________

Time/date interview:          __________________________
	
Action:

Pursue                          

Reject                         

Hold                                    






	
Post applied for:

	




Section One: Personal details
	Surname:
	

	First names
	

	Address:



	
 

	
Postcode:

	

	
Contact:




	
Home telephone:

	


	
	
Mobile:

	


	
	
Email address:

	


	
	
For speed, all written communication will be via email




Section Two: Eligibility to work in the UK
	
Do you require a visa to work in the UK?

	
Yes |_|   No  |_|     

	
If required, do you hold a valid visa?

	
Yes |_|   No  |_|

	
Expiry date 
	

	
If yes, please state the type of visa?
	




Section three: Education History
	Schools attended
	


	Qualifications (grade)

	



	Higher education establishments attended 
	


	Qualifications (grade/class)

	



	Relevant training courses and professional qualifications

	




Section Four: Employment history
	Current or most recent employer

	
Name and address:


	

	Dates employed:
	From:
	
	To:
	

	Position(s) held:
	

	Brief description of duties:


	Reason for leaving:
	

	Period of Notice:
	



	Previous employer

	
Name and address:


	

	Dates employed:
	From:
	
	To:
	

	Position(s) held:
	

	Brief description of duties: 


	Reason for leaving:
	

	Period of Notice:
	



Other employment
	Employer
	Position held
	Dates Employed
	Reason for Leaving

	
	
	
	




	
Additional information about any gaps in career history


	












Section Five: Demonstration of your suitability for the role
	
Please indicate briefly (no more than 1000 words) why you are applying for this job. You should highlight here any particular skills and previous experience you have that you feel makes you a strong candidate. When doing so, you should remind yourself of the key knowledge and skills required for the job as detailed in the job description.


	




Section Six: References
Please provide full contact details of two referees. References will only be taken up for successful candidates and referees will not be contacted until a verbal conditional offer of employment has been made. All offers of employment are conditional and subject to references satisfactory to Scottish Chamber Orchestra and pre-employment checks.

Referee One					     Referee Two
	
Title and Name:

	
	
Title and Name:

	

	
Position:

	
	
Position:
	

	
Address:




	
	
Address:
	

	
Working relationship:

	
	
Working relationship:
	

	
Daytime Telephone:

	
	
Daytime Telephone:
	

	
Email:
	
	
Email:

	

	May we contact this referee once a verbal conditional offer of employment is made?
	[bookmark: Check1]Yes   |_|
	No  |_|
	May we contact this referee once a verbal conditional offer of employment is made?
	Yes   |_|
	No  |_|




Section Seven: Rehabilitation of Offenders Act
	Note: if the answer to either of these questions is yes, this will not necessarily exclude you from employment as each case is considered on its own merit.  Please refer to the note below about the Rehabilitation of Offenders Act.

	

Do you have a criminal conviction?

	Yes   |_|
	No  |_|
	
Are there any outstanding summonses or charges against you?

	Yes   |_|
	No  |_|




If yes, please attach details in a sealed envelope marked confidential, for the attention of the SCO Operations Manager, giving the nature of the offence, date and sentence imposed.

The Rehabilitation of Offenders Act 1974 provides that if an offencer remains free for a specified rehabilitation period he/she becomes, at the end of that time, a rehabilitated person and the conviction spent.  The length of the rehabilitation period depends on the sentence imposed for the original offence. Please note that if the position you are applying for involves working with children or vulnerable adults then the position is exempt from the Rehabilitation of Offenders Act 1974 and you are required to detail all previous convictions.


Section Eight: Further Details
	
Please indicate if you require any facilities or adjustments which you may require in order to attend interview.


	



	
Please use this space for any additional information to support your application.  Please indicate here when you would be able to start the job if appointed.


	






Section 9: Application Privacy Notice & Declaration

As part of any recruitment process, the organisation collects and processes personal data relating to job applicants. The organisation is committed to being transparent about how it collects and uses that data and to meeting its data protection obligations. For more information please refer to the SCO’s Data Protection Policy and Internal Privacy Notice which is enclosed alongide the Jon Description as part of the application pack.
What if you do not provide personal data? 
You are under no statutory or contractual obligation to provide data to the organisation during the recruitment process. However, if you do not provide the information, the organisation may not be able to process your application properly or at all. 
Automated decision-making 
Recruitment processes are not based solely on automated decision-making.
	Signature:  
	
	Date:
	





Declaration
I declare that, to the best of my knowledge and belief, the information provided in this Application Form is correct.

Please note, that should any information provided in the application form be found to be false, should there be any wilful omission or suppression of information directly relevant to the position, or failure to conform to any of SCO policies, this may lead to the withdrawal of the offer of employment, or the subsequent termination of your employment.

	Signature:  
	
	Date:
	



* Please note this form can be submitted electronically (without signature), but if you are short-listed and attend interview, you will be required to bring a signed copy of your application form with you on the day.

Please return this form electronically to recruitment@sco.org.uk marked in the subject header with the job title by 09:00 on the specified closing date. 

Alternatively, a hard copy of this completed form can be sent to Operations Manager Heather Innes, Scottish Chamber Orchestra, 4 Royal Terrace, Edinburgh, EH7 5AB.

If you have any specific access requirements, please let us know and we will do our best to meet your needs. 

Please also remember to fill out our online Equal Opportunities Monitoring Form here.
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