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GUIDANCE NOTES FOR ACADEMIC APPLICATION FORM
These guidance notes are designed to assist you to complete the application form ensuring that your application contains all the necessary information we need in order to make the right selection decisions.
Please complete the form in BLOCK CAPITALS and using BLACK ink.

Guidance for completing the Academic Application Form
Write the name and the reference number of the vacancy you are applying for at the top of the form in the space provided.

1.
Personal Information and Contact Details
Please ensure that you provide us with your current contact details so that we are able to contact you by letter, phone or email.

2.
Education History
Please enter all relevant information regarding Secondary and Further/Higher Education.  You may also include other subjects studied, where these are of particular relevance to the post you are applying for.

3.
Professional Membership 
Please enter details of any memberships of professional bodies held, including information on membership level, membership number and an expiry date.
4.
Research, Consultancy or Professional Projects
Please enter details of any projects/research you have been involved in that may be relevant to the post you are applying for.

5.
Teaching Recognition
If you have been recognised as a teacher by, for example, the Scottish Office Department for Education, please give details of recognition together with the date.

6.
Career to Date
Please enter details of your current or most recent employer first, followed by previous employment.  Please also indicate within your Job Title if this is Full Time (FT) or Part Time (PT) employment e.g. Senior Lecturer (FT) or Office Administrator (PT).
7.
Recruitment Monitoring Information
This section allows us to acquire some essential knowledge regarding your need for a work permit if appointed, your notice period if appointed and where you heard about the vacancy you are applying for.   Please complete this information in the space provided.

8.
Supporting Information
This section gives you the opportunity to describe to the selection panel what attracts you to the position and why you think you would be suitable for the position.  You may find the job description/person specification useful to refer to when completing this section. 
If the space on the form is insufficient you may add additional sheets if required.  Please ensure you label each sheet with your full name and vacancy reference number.

9.
Research/Publications List
This allows us to see whether you have attached a Research/Publications List along with you application.  If you are enclosing this information please ensure that you have labelled the sheet with your full name and vacancy reference number.

10.
Declaration
Please read and sign the declaration confirming that the application details you have supplied are accurate and correct.  This declaration covers all forms you complete and information you supply in relation to your application.

Guidance for completing the Equal Opportunities Monitoring Form
Write the name of the post that you have applied for, the Vacancy Reference Number and your name on the Equal Opportunities Form.  Please note that this form will be detached from your application form and will not be made available to the selection panel.  
Guidance for completing the Rehabilitation of Offenders Form

Write the name of the post that you have applied for, Vacancy Reference Number and your name on the Rehabilitation of Offenders Form.  Please note that this form will be detached from your application form and will not be made available to the selection panel.
Guidance for completing the Reference Form 

Write the name of the post that you have applied for, Vacancy Reference Number and your name on the Reference From. 

Enter the details of three referees in the space provided.  Please ensure you indicate whether referees are contactable.  If you specify you that you do not wish us to contact one or more of your referees we will only take up these references following a successful interview and with your permission.  Any offer of employment made is subject to the receipt of satisfactory references.

Please consider any possible conflict of interest.  For example your referee should not be involved in the selection process for the post you are applying for, as this would make it difficult for them to demonstrate the necessary level of impartiality.  If you cannot provide an alternative referee please make note of this on your application.

Please note that this form will be detached from your application form and will not be made available to the selection panel.
Acknowledgement Card

If you wish to receive acknowledgement of receipt of your application form, please return the enclosed card, stamped and self – addressed. 

*  Please note that we will only use the information you have given us in your application for the purpose of the recruitment process, if successful this information will be the basis of your Human Resources record.  If you are not successful your application will be held within Human Resources for six months, as we are legally required to do this.  After this six month period your application will be destroyed.
