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Applicants Guidance Notes

Why is it important to complete the application form correctly?

The information on the application form is used to decide whether we should invite

you for interview.  The standard of applications received for posts is high and it therefore important that you complete the form correctly.  
How can I make sure that I fill it in correctly?

First of all, read through all the information supplied to you with the application form.  You should pay particular attention to the Job Description, which outlines the duties of the post, and the Person Specification, which states the skills, experience and qualifications that are required for a person to be able to do the job.

The Job Description does not include all tasks which may be undertaken by the post holder, but gives an outline of the main duties which are currently undertaken.

The Person Specification details the skills, qualifications and experience necessary for the job as either “essential” or “desirable”.

Please do not send in a CV in support of your application. This is because the application form is designed so that information can be compared on a like for like basis. In addition, CVs are unlikely to address the demands of a particular post and

are therefore unlikely to do you justice.

What are all the different sections for?

Personal Details – This is the information that we will need in order to contact you.

Education and Training – Give details of all education, training and qualifications

undertaken from secondary school onwards.

Membership of Professional Bodies - Give details of any professional bodies of

which you are a member, including the membership grade.

Present Employment – Give details about your present or most recent job.

Previous Employment – Give details of your other jobs in date order from the most recent and listing all work since leaving school/college. You should explain any gaps in your employment history and continue on a separate sheet if necessary.
General Information in Support of Application – In this section you will need to explain why you think you can do the job. You should demonstrate how you meet the person specification by fully describing any relevant work, experience or training you have had.

This could be paid work, voluntary work or work done at home. Please note that if you are able to demonstrate that you can meet the essential criteria and why, the probability of being selected for interview is greater, so make sure that you do this on the form.

Referees - Your first referee should be your present employer, or if you are not employed at present, your last employer. Your second referee may be a previous employer or someone who has knowledge of your skills and can comment on your ability to do the job for which you are applying. An example of this would be a person of responsibility from a club or charity you are involved in or where you do voluntary work, or your school or college.   In some circumstances, a personal referee will be accepted.

Monitoring Form
This organisation is committed to working towards equal opportunities for all. In order to monitor this, we collect the information asked for on the form. The information provided will not be seen by or used by those involved in the selection process.

What happens next?

Your completed application form will be used to decide if you should be selected for interview.  You will be notified if you are invited for interview or to inform you that you have been unsuccessful.
Recruiting with Convictions Policy: 

DCICA treats all applicants fairly and consistently in accordance with the requirements of Rehabilitation of Offenders Act 1974 (as amended).  We do not differentiate between paid and unpaid roles when applying the criteria detailed in this policy, the assessment is based entirely on the requirements of the role and any information shared with us in a disclosure certificate.  The level of disclosure which we will access will be the appropriate level for the role (basic or PVG).

Self-Disclosure

The rules around what you would need to disclose are complex making it difficult to know what should and should not be disclosed.  For this reason, we do not ask applicants going through our recruitment process to self-disclose.  Instead, we will make our final recruitment decision based on the information contained in a disclosure.  A disclosure will not tell us about any convictions which were gained before the age of 12 (unless you have applied for an enhanced disclosure or a PVG scheme record and the independent reviewer established by the Age of Criminal Responsibility (Scotland) Act 2019 has decided that the information should be included) or those which are spent and which are not considered appropriate to disclose unless they are subject to exceptions or subject to rules.  

We will then assess this information as detailed in ‘How We Will Use Disclosed Information’ below.

Disclosure Certificate 

In order to ensure there is no bias in our recruitment decisions, accessing the disclosure certificate will be the final part of our recruitment process and will only be requested when we have provisionally offered the role, subject to a satisfactory disclosure.  
If you are already a member of the PVG Scheme, we would ask that you notify them of any changes to your name, address or gender since your last update was processed.  This is helpful, in order to minimise delays when a new check is being done.
How We Will Use Disclosed Information

Any information disclosed will be treated in the strictest confidence and only people required to see the information to help assess it will have access to it.  There may be instances where we need to seek support or guidance externally (for example, from a solicitor).  When this is necessary, we will not share any information which will identify you, only the information which we require support or guidance on.

We need to risk assess any conviction or vetting information carefully to ensure there is no risk to our organisation or those who use our services. In order to ensure we carry out a fair and consistent practice when we assess any conviction or vetting information, we will take into account the following criteria:-

Is the conviction relevant to the position being offered?

How serious was the offence?

How long is it since the offence took place?

Is there a pattern of offending behaviour?

Have the personal circumstances changed since the time of the offending behaviour?

How has the person become rehabilitated?

Is the person barred from the type of regulated work we need them to do?

If we determine that the disclosed information is relevant to the role, we will withdraw the job or volunteering role offer.  

Appeals

If you feel that the risk assessment has not been carried out appropriately or that our decision is unfair, you have the right to appeal.  Appeals should be made in writing, to the Convenor of the Board of Trustees, or if the Convenor is not available, the Vice-Convenor, within 5 working days of the date of the decision.  

Summary guidance for the self-disclosure of previous convictions & alternatives to prosecution in Scotland under the Rehabilitation of Offenders Act 1974 can be viewed here: https://www.gov.scot/publications/guidance-self-disclosure-previous-convictions-alternatives-prosecution-scotland-under-rehabilitation-offenders-act-1974/ 
Overseas Police Checks

We require an overseas police check to be done for the following applicants:

· those who have six continuous months or more in a country not covered by the PVG scheme, in the last five years

· those who were born and have lived overseas until adulthood

If this applies the police check should cover the entire country, for example, we require FBI clearance for the USA and RCMP clearance for Canada.  We may on occasion, ask for a Third-Party check to be done on an individual state or province within a country.

The police check can be obtained from:

· police or judicial authorities

· government departments

· the Home Embassy/ consulate of the country
The applicant will be required to progress and provide evidence of the relevant police check and will also be required to cover the cost of any checks carried out.  

We reserve the right to withdraw the conditional offer of a post if the police check can not be carried out and received by us, within a reasonable timeframe. 
