[image: image3.png]A4<
= ]
v

=3\
SEPAPY

Scottish Environment
Protection Agency





[image: image2.png]A4<
= ]
v

=3\
SEPAPY

Scottish Environment
Protection Agency






Scottish Environment Protection Agency

Application Pack

INTRODUCTION

Thank you for your interest in applying for a position with us.  The Scottish Environment Protection Agency (SEPA) is committed to Equality of Opportunity in Employment both in principle and in practice.  It is our Policy to ensure that no job applicant or employee receives less favourable treatment, either directly or indirectly, on grounds of age, colour, disability, ethnic origin, gender, marital status, religion, sexual orientation or criminal record.

Applicants with a disability may request or submit their application in an alternative format.  Please contact hr@sepa.org.uk if you require further detail. 
Whilst completing this application form you must ensure that you provide information to support your application for employment.  Please be aware that SEPA does not accept CVs as part of the application.  This helps ensure that the selection process is fair, including creating candidate anonymity to remove bias or prejudice. 
In order to monitor the effective implementation of the Equal Opportunities Policy, all applicants are asked to complete an Equal Opportunities form.  This form will be kept within the HR Department, and will not be used during the selection process.

Please read all instructions and job details carefully prior to completing these forms.  Please use BLACK typescript as it will be necessary to scan and/or photocopy your application.  
Please note that SEPA will endeavour to accommodate all candidates who are successful in being invited to interview.  However, as SEPA conducts all interviews in a panel format it may be difficult to reconvene the panel on an alternative date.  To maintain continuity and equality in the process we would ask you to attend on the date and time allocated, we will only reconvene under exceptional circumstances.
	Completed application forms should be returned to:

hr@sepa.org.uk   

Recruitment Enquires:  01786 455900
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Equal Opportunities Monitoring Form
Post Title:      
Post Reference:      
Closing Date:      
1. PERSONAL DETAILS

	Have you applied to SEPA before? 
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 


	Title:
	     
	Forename:
	     

	Middle Name(s):
	     
	Surname:
	     

	
	
	
	

	Address Line 1:
	     
	Home Telephone:
	     

	Address Line 2:
	     
	Work Telephone:
	     

	Town/City:
	     
	Mobile Telephone:
	     

	County/Region:
	     
	Email Address:
	     

	Country:
	     
	

	Postcode:
	     
	Nationality:
	     


2. WORK PERMIT
	Are you legally permitted to live and work in the UK?


	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 


	If there are restrictions on your continued residence or employment in the UK please provide details including your current immigration status, type of residence permit and/or work permit and any restrictions placed on the type of work or number of hours you are legally entitled to undertake; permit renewal dates and any other information relevant to this section.


	     


	Do you have a National Insurance Number?
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 


	Please provide your National Insurance Number
	     


3. HEALTH

	Do you have a disability?
	Yes  FORMCHECKBOX 

	No FORMCHECKBOX 


	Please note that a disability is defined as “a physical or mental impairment, which has a substantial and long-term effect on a person’s ability to carry out normal day-to-day activities” - Disability Discrimination Act 1995.  Further to this, persons with HIV, MS, and most forms of cancer are also deemed to be disabled from the point of diagnosis.

	If yes, please provide full details:

     

	Do you require any special arrangements to enable you to attend an interview?
	Yes FORMCHECKBOX 
 
	No  FORMCHECKBOX 


	Details of special arrangements:

     


4.  ETHNIC ORIGIN
Ethnic origin does not relate to nationality, place of birth or citizenship, but colour and broad ethnic group.  UK citizens can belong to any of the groups listed.

How would you describe your ethnic/racial origin?

	White
	Scottish  FORMCHECKBOX 

	Other British FORMCHECKBOX 

	Irish  FORMCHECKBOX 


	Any other White background  FORMCHECKBOX 
 Please indicate:       

	Any Mixed background  FORMCHECKBOX 
 Please indicate:       

	Asian, 

Asian Scottish, Asian British
	Indian  FORMCHECKBOX 

	Pakistani  FORMCHECKBOX 

	Bangladeshi  FORMCHECKBOX 

	Chinese FORMCHECKBOX 
 

	Any other Asian background  FORMCHECKBOX 
 Please indicate:       

	Black, Black Scottish, Black British
	Caribbean  FORMCHECKBOX 

	African  FORMCHECKBOX 


	Any other Black background  FORMCHECKBOX 
 Please indicate:       

	Other Ethnic Background   FORMCHECKBOX 
 Please indicate:       


5.  CANVASSING/RELATIONSHIPS

	Your application will be disqualified if you canvass any SEPA employee or Board Member, directly or indirectly.

You must tell us if any SEPA employee or board member is your partner or a relation.



	Name of Person:
	     

	Position within SEPA:
	     

	Nature of Relationship:
	     


6.  OTHER DETAILS

	Sex:
	Male  FORMCHECKBOX 

	Female  FORMCHECKBOX 


	Date of Birth:
	     

	Marital Status   FORMCHECKBOX 

	Married   FORMCHECKBOX 

	Not Married   FORMCHECKBOX 

	Civil Partnership   FORMCHECKBOX 



7.  RELIGIOUS AND SEXUAL ORIENTATION

Please note that it is not obligatory to complete this section, but it is useful to help us monitor the effective implementation of SEPA’s Equal Opportunities Policy.  It must be stressed that this information will be held confidentially within the Human Resources Department and will not be used in any part of the selection process.

What religion, religious denomination would you consider yourself?

	None   FORMCHECKBOX 

	Church of Scotland   FORMCHECKBOX 

	Roman Catholic   FORMCHECKBOX 


	Other Christian   FORMCHECKBOX 
  Please indicate:       

	Buddhist   FORMCHECKBOX 

	Hindu   FORMCHECKBOX 

	Jewish   FORMCHECKBOX 

	Muslim   FORMCHECKBOX 

	Sikh   FORMCHECKBOX 


	Another Religion   FORMCHECKBOX 
 Please indicate:       


Please indicate your sexual orientation.

	Orientation towards persons of the same sex (homosexual)
	 FORMCHECKBOX 


	Orientation towards persons of the opposite sex (heterosexual)
	 FORMCHECKBOX 


	Orientation towards persons of the same sex and the opposite sex (bisexual)
	 FORMCHECKBOX 


	Other
	 FORMCHECKBOX 



8.  REHABILITATION OF OFFENDERS ACT 1974
	ALL APPLICANTS MUST COMPLETE THIS SECTION

	Do you have any convictions which are not ‘spent’?
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 


	If yes, please provide details:

(this will not necessarily exclude your application as SEPA recruits on merit and ability)

     


	9.  PRE-EMPLOYMENT CHECKS


Any offer of employment that is made to you will be subject to satisfactory pre-employment checks.  These checks include the Government’s Baseline Personnel Security Standard which requires us to verify a prospective employee’s identity; nationality and immigration status (including their entitlement to undertake the work in question); employment history (last 3 years) and criminal record (unspent convictions only).  SEPA will contact any employers and academic institutions where you have worked or studied during the last 3 years, to verify your employment and study dates.  
Please give the name(s) and contact details below of individuals who can verify this information.  SEPA will only contact the individuals named once an offer of employment (usually a verbal offer) has been made to you and accepted by you.  The information provided in this section should reflect that given in Sections 1 and 2 of the Application form.  Continue on a separate sheet if necessary to ensure that the last 3 years are covered.    

I give my consent to SEPA to contact the individual(s) named below to verify employment/ study dates following my acceptance of a verbal or written offer of employment. FORMCHECKBOX 

	
	

	Name:
	     
	Name:
	     

	Job Title:
	     
	Job Title:
	     

	Company:
	     
	Company:
	     

	Address:
	     
	Address:
	     

	Tel No:
	     
	Tel No:
	     

	Email:
	     
	Email:
	     

	Date from:
	     
	Date to:
	     
	Date from:
	     
	Date to:
	     


	
	

	Name:
	     
	Name:
	     

	Job Title:
	     
	Job Title:
	     

	Company:
	     
	Company:
	     

	Address:
	     
	Address:
	     

	Tel No:
	     
	Tel No:
	     

	Email:
	     
	Email:
	     

	Date from:
	     
	Date to:
	     
	Date from:
	     
	Date to:
	     


	
	

	Name:
	     
	Name:
	     

	Job Title:
	     
	Job Title:
	     

	Company:
	     
	Company:
	     

	Address:
	     
	Address:
	     

	Tel No:
	     
	Tel No:
	     

	Email:
	     
	Email:
	     

	Date from:
	     
	Date to:
	     
	Date from:
	     
	Date to:
	     


References

SEPA does not routinely request employment references but may do so for certain posts.  Where employment references are required you will be contacted and asked to provide the names and contact details of two referees.

APPLICATION FORM
Please remember, if you are completing these forms electronically, you may extend the length of boxes, but we would ask that you do not alter the width.  If you attach any additional pages, ensure that you clearly mark them with the post reference number, but not your name.  You should also indicate which section they refer to, e.g. 3 “Displaying behaviours”.
Please note that CVs will not be accepted as part of the process.
1. EDUCATION, QUALIFICATIONS & SKILLS
Please indicate details of any qualifications, training courses undertaken, and membership of any professional bodies you consider relevant to this post.  Original documents will have to be produced prior to commencement in post.

	SECONDARY and HIGHER  EDUCATION

	SUBJECT/MODULE /COURSE TITLE
	A Level

Higher
	Standard Grade or GCSE
	Other 
	SCOTVEC MODULE

(please tick)
	GRADE


	DATE OBTAINED

(mm/yy)

	     

	     
	     
	     
	     
	     
	     


	OTHER TRAINING RELEVANT TO THE POST

	NAME OF TRAINING PROVIDER
	COURSE DETAILS/LEARNING OUTCOME
	DATE OBTAINED

(mm/yy)

	     
	     
	     


2. EMPLOYMENT HISTORY

Please provide details of your employment history, if you have, starting with your current or most recent employer.  Please include any unpaid or voluntary work and periods of unemployment, e.g. time spent in full time education, travel or other circumstances. 

Any offer of employment that is made to you will be subject to satisfactory pre-employment checks. These checks include the Government’s Baseline Personnel Security Standard which requires SEPA to verify a prospective employee’s identity; nationality and immigration status (including their entitlement to undertake the work in question); employment history (last 3 years) and criminal record (unspent convictions only). SEPA will contact any employers and/or academic institutions where you have worked or studied during the last 3 years, to verify your employment and/or study dates.  

	CURRENT/MOST RECENT EMPLOYER

	NAME AND ADDRESS OF EMPLOYER
	DATE OF COMMENCEMENT

(dd/mm/yy)
	NOTICE PERIOD

OR LEAVING DATE/REASON

	     
	     
	     

	POSITION HELD:
	     
	SALARY:
	     

	DUTIES AND RESPONSIBILITIES:



	PREVIOUS EMPLOYER(S)

	DATES

(mm/yy – mm/yy)
	NAME AND ADDRESS OF EMPLOYER
	POSITION HELD, SUMMARY OF DUTIES AND RESPONSIBILITIES
	REASON FOR LEAVING

	
	     
	     
	     

	


3. PLEASE PROVIDE EVIDENCE THAT YOU HAVE THE REQUIRED KNOWLEDGE AND CAN DISPLAY THE BEHAVIOURS REQUIRED FOR THIS ROLE

Please complete this section referring to the behaviours specified in the Job Summary and provide detailed examples, or information to support your application.
Please note SEPA does not consider any information other than that contained in this application form, therefore please ensure the information you provide any additional information to support your application in the section below.

	Please provide details of your, knowledge, skills, behaviours and any experience relevant to the vacancy; providing examples relating to specific areas of the job summary.  This can include voluntary work, unpaid work, community activities, school projects, leisure pursuits or through personal experiences.

     


	Why should SEPA consider you for this role and why are you interested working for SEPA?

     


4. DATA PROTECTION STATEMENT
The information provided by you on this form and that obtained from other relevant sources and enclosures will be used to process your application for employment.  The personal information that you give us will be used in a confidential manner to help us monitor our recruitment process.

If you succeed in your application and commence employment with SEPA, this information will be used in the administration of your employment with us and to provide you with information about us or third party via your payslip. We may also use the information if there is a complaint or legal challenge relevant to the recruitment of this post.

We may check the information collected with third parties or with other information held by us.  We may also use or pass to certain third parties information to prevent or detect crime, to protect public funds, or in other ways as permitted by law.

By indicating your acceptance and agreement to this form we will be assuming that you agree to the processing of sensitive personal data in accordance with our registration with the Data Protection Commissioner.

5. DECLARATION
By indicating acceptance and agreement to this section:

I declare that the information contained in this form and all sections is true and complete.

I understand that if I am successful in this application, but any statement is subsequently discovered to be false or misleading, SEPA may withdraw any offer of employment or dismiss me from the employment of the agency.

I have read and understood the Data Protection statement above and agree to the use of my personal data for the purposes described.

I understand that all initial offers of employment are conditional e.g. subject to references, medical check, nationality and the eligibility to work in the United Kingdom, all of which must be satisfactory to SEPA.  I understand that if my application is successful, appointment to the post will be subject to a satisfactory Disclosure Scotland check.
I have read and understood the above data protection statement and declaration and agree to these terms 

I certify that the supplied information on this Application Form and Equal Opportunities Form is correct and that all relevant sections have been completed.  I agree to SEPA holding this information and using it for legitimate business purposes.
[image: image2.png]
Signed:      
Dated:      
Please forward your completed application form to hr@sepa.org.uk   

Can you please tell us where you saw this vacancy?








 














Confidential
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