	eca

edinburgh college of art

Part A

Skills, Qualifications and Experience

Only applications which contain all the requested information, including Part B, will be considered.  Please complete this form in full. An electronic version is available at http://www.eca.ac.uk or e-mail from jobs@eca.ac.uk.  Please do not submit a c.v. Please type or complete in black ink.  If you require additional space to complete any of this section, please use an additional sheet of paper and include with the application form.  

Surname: 

Initial:

Job Title:    

Job Reference Number:  




	EDUCATIONAL QUALIFICATIONS GAINED AT SECONDARY LEVEL


Please complete this section with Secondary Level Educational Qualifications 

	Level

e.g Standard Grade/A Level
	Subject

e.g Maths, English
	Result

	
	
	


	FURTHER/HIGHER EDUCATION/VOCATIONAL QUALIFICATION


If you have attended University or College, please provide details as follows.

	University/College/

Workplace/Awarding body
	Qualifications obtained stating subjects studied
	Level of pass

	
	
	

	     

	
	     

	EMPLOYMENT HISTORY (PRESENT OR MOST RECENT APPOINTMENT)


	Dates (M/Y)
	Name & Address of employer:
	Position Held:

	From
	To
	     
	     

	     
	     
	
	

	
	
	
	

	
	
	
	Notice Required: 

	
	
	
	     

	
	
	
	Current Salary (references may be sought to confirm this):

	
	
	
	     

	
	
	
	

	
	
	
	Minimum salary sought:

	
	
	
	     

	Please describe your main duties & responsibilities and any key achievements:

	     


	If applicable, reason for leaving:

	

	PREVIOUS EMPLOYMENT


(Please start with the most recent; include all previous appointments, self employment, or any other relevant jobs.  Please also explain any gaps). 

	Dates (M/Y)
	Name & Address of Employer
	Job Title and Brief Description of Main Duties & Responsibilities
	Reason for

leaving
	Final

Salary

	From
	To
	
	
	
	

	
	
	
	
	
	


	SKILLS AND EXPERIENCE


Please read the job description and use this space to demonstrate that you have the experience and skills we have asked for.  Using specific evidence to support your statements, you may also wish to identify your ambitions for the future. (Recent graduates or school leavers should draw from their achievements at University/College/School, plus any relevant vacation experience.)  Please also specify why you are applying for this post.  
	


	OTHER INFORMATION


Please use this space to include any other information which may be relevant to your application for example:

· Publications and/or exhibitions 

· Courses attended/specialised training or knowledge
· Leisure pursuits or interests  
	


	MEMBERSHIP OF PROFESSIONAL BODIES


	Organisation
	Date joined and class of membership
	Method of admission
	Involvement in current activities

	     

	     

	     
	     


	PLEASE LIST HERE ANY DOCUMENTS ENCLOSED IN SUPPORT OF YOUR APPLICATION


	


	eca

edinburgh College of Art

Part B 

Personal Information

Edinburgh College of Art is committed to a policy of equal opportunities.  This form must be completed and returned along with Part A of the application form.  The information you provide on this form will be treated in the strictest confidence and used for monitoring, review and reporting of the effectiveness of eca’s Equal Opportunities Policy, the interview selection panel will only receive part A, part B will be retained by the Human Resources Department.  

Job Title:    

Job Reference Number:  

Where did you find out about this post? 




	PERSONAL DETAILS


	
	

	Surname:      
	Forename:      

	
	

	Title:      
	Home tel:      

	
	

	Address:      

	Mobile:

	
	E-mail address:      

	
	

	
	Business tel:      
(if convenient)

	Postcode:      
	

	
	


	IMMIGRATION, ASYLUM AND NATIONALITY ACT 2006


	It is a criminal offence for an employer to employ those who do not have permission to live or to work in the UK.  In general, if you are not a British Citizen or Commonwealth Citizen with the right of abode in the UK, or a citizen of any country in the European Economic Area (EEA) you will require a Certificate of Sponsorship to work in the UK.  

1. Are you a UK or European Economic Area National?      YES   (     NO  (
2. If no, do you require a Certificate of Sponsorship to work in the UK?  YES   (     NO  (



	OTHER INFORMATION


	Are you related to a College Governor or a member of staff?  YES  (     NO  (
If yes, please give details of name, relationship and position:  




	REHABILITATION OF OFFENDERS ACT 1974


	The provisions of the above Act provide protection to persons with a criminal record from being discriminated against when applying for jobs and from dismissal for the reason of a conviction that has been “spent”.  We require all applicants to declare any convictions that have not expired.
Do you have a conviction which has not been “spent”?  No (  Yes (  
If yes, please give details of the date(s) of offence(s) and sentence(s) passed:


	DISCLOSURE SCOTLAND


	Under the Protection of Children (Scotland) Act 2003 it is a criminal offence for eca to offer work to, or procure work for, an individual who is disqualified from working with children, defined as anyone under the age of 18.  An enhanced Disclosure Scotland Certificate shall be applied for in relation to all roles deemed as working with children.  

If you have had an enhanced Disclosure Scotland check conducted, please enter the certificate number, and issue date below:

Certificate Number:

Certificate Issue Date:


Please note that an additional enhanced Disclosure Scotland Certificate may still be applied for.




	REFEREES



(One must be your most recent employer; or your most recent education establishment.  Your referees must not be currently employed at eca)

	Name:

Address:
Job Title:
Relationship:
Telephone:
Email:  


	1.

     

	2.

     
	Please state if these referees may be approached now:

1. Yes ( No (
2. Yes ( No (



	EQUAL OPPORTUNITIES MONITORING FORM


	1. Age

My date of birth is (DD/MM/YY):

2. Gender Identity

I am:   Female  (   Male  (   Transgender  (    Other  (  Please specify 


I prefer not to answer this question  (
3. Sexual Orientation

What is your sexual orientation?  

Heterosexual




(
Gay





(
Lesbian





(
Bisexual




(
Other





(   (please state) 

I prefer not to answer this question

(
4. Ethnic Group

To which of these ethnic groups do you consider you belong?  

White – British




(
White - Irish




(
White – Scottish 



(
Irish Traveller




(
Other White background


(
Black or Black British – Caribbean

(
Black or Black British – African

(
Other Black background


(
Asian or Asian British – Pakistani

(
Asian or Asian British – Bangladeshi

(
Chinese





(
Other Asian background


(
Mixed – White and Black Caribbean

(
Mixed – White and Black African

(
Mixed – White and Asian


(
Other – Mixed background


(
Other – Ethnic background


(
Not known




(
I prefer not to answer this question

(
5. Religion

To which of these religions, denominations or bodies do you currently belong to?

None




(
Church of Scotland


(
Roman Catholic


(
Other Christian 


(  Please specify

Buddhist



(
Hindu




(
Jewish




(
Muslim




(
Sikh




(
Other religion 



(  Please specify

I prefer not to answer this question 
(
6. Disability

The Disability Discrimination Act 1995 defines disability as: 
“a physical or mental impairment which has a substantial and long term adverse effect on a person’s ability to carry out normal day to day activities”.
      A.  Do you consider yourself to have a disability?

Yes (    No (    I prefer not to answer this question (
The college wishes to ensure that disabled people are able to partake in the recruitment and selection process on equal terms.  We will therefore make any reasonable adjustments necessary to this process to make this possible.  If you have ticked ‘yes’ to the above question, to ensure that reasonable adjustments can be made it would be helpful if you complete the following questions.  

A. Please tell us the nature of your disability
Disability continued overleaf…

B. If you think that your disability may have had an effect upon your ability to complete the job application form, please tell us here what effect it may have had:

C. Please tell us about any adjustments that the College might reasonably make for the interview process in light of your disability.  (If you do not require any such adjustments, please state “None”):
D. Please tell us about any adjustments that the College might reasonably make to the post 

in light of your disability, if you were to be appointed:


	If you have any difficulties completing this form, or if you require this form in an alternative format please contact the Human Resources Department on either 0131 221 6043 or alternatively jobs@eca.ac.uk.



	DECLARATION


	i. I declare that to the best of my knowledge the information given in parts A and B of this application are correct and can be treated as part of any subsequent contract of employment.  Under the terms of the Data Protection Act 1998, I agree that the information given in Parts A and B of this application form may be processed to provide management information for recruitment and equal opportunities monitoring purposes.  
ii. I understand that canvassing of any Governor or Employee will make my application unacceptable and if I am appointed is likely to lead to my dismissal.
iii. I understand that any appointment is subject to satisfactory references and medical clearance by the College’s Occupational Health Unit. 
iv. I understand that any appointment is subject to my producing to the College a document relating to me of a kind sufficient to confirm that I am not subject to immigration control prior to my employment start date.
v. I understand that any appointment offered to me may be subject to an enhanced Disclosure Scotland check.

Signature …………………………………………………………     Date ………………………………………..

	Please return this form along with Part A to The Human Resources Department, Edinburgh College of Art, Lauriston Place, Edinburgh – EH3 9DF or alternatively, email to jobs@eca.ac.uk.



