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Application Information 
 
Guidance notes  
 
Please read these notes carefully.  They have been written to help you make the best of your 
application.  The decision to shortlist you for interview will be based on the information you 
provide on this application form. 
 
1. Please do not send a CV.  To ensure equal opportunities in recruitment, we request that 

all applicants use the form provided. 

2. This form should be completed in black ink or typed for photocopying purposes. 

3. Read through each section of the application form carefully.  You may find it helpful to do a 
rough draft. 

4. The person specification describes the essential skills, knowledge, experience and 
professional qualifications that you will need to do the job as described in the job 
description.  Your completed application form should demonstrate that you have these skills 
and that you understand and are committed to equal opportunities. 

5. The Statement in Support of your Application section is very important.  THIS IS WHERE YOU 
MAKE YOUR CASE FOR THE JOB.  Examine the skills and experience being asked for in the 
person specification and demonstrate how your experience meets each of these 
requirements, giving specific examples wherever possible.  Your evidence should be clear 
and relate as closely as possible to the person specification.  Give thought to previous 
work experience or other responsibilities that may help you to uncover skills that you may 
have taken for granted.  Do not forget the skills and experience that you may have gained 
outside full-time work.  If you have been out of paid employment for a long time, or have 
never been employed, your job history may be less important than some of the 
responsibilities and experience that you have had more recently.  For example, you may 
considerable domestic responsibilities or may organise social or community activities in your 
spare time. 

6. The first referee quoted on the form should be your present or most recent employer.  If 
you have not been employed, or have been out of employment for a period of time, you may 
wish to give the name of someone who knows you sufficiently well to confirm the 
information that you have given, and to comment on your ability to do the job. 

7. To ensure that our Equal Opportunities Policy is effective, all candidates are asked to 
complete the section on monitoring (Section 4).  This will treated as confidential and 
detached from the application form before shortlisting. 

8. When completed, please read through your application form carefully, checking for errors or 
omissions.  Check the closing date, and make sure your application form is sent in plenty of 
time.  Applications received after the published closing date and time will not be 
considered. 
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9. All applications will be acknowledged.   

10. If you are submitting your application by e-mail please type your name and the date. This, 
together with your attached e-mail will be deemed to form an electronic signature.  

11. Initial selection is based on your completed application, which is compared against a range 
of experience, knowledge, skills, and competencies.  Qualifications, if relevant, are also 
considered at this stage. 

Formal confirmation of a job offer is subject to the satisfactory completion of a number of 
checks.  These include employment references, proof of qualifications and criminal 
conviction vetting. 

12. Because of the nature of the work for which you are applying, this post is exempt from 
the provisions of the Rehabilitations of Offenders Act 1974 and you are therefore not 
entitled to withhold information about convictions which for other purpose are ‘spent’ 
under the provisions of the Act and, in the event of employment, any failure to disclose 
such convictions could result in withdrawal of job offer, dismissal or disciplinary action 
by Scottish Youth Parliament.  Please complete Section 3, the Self Disclosure Statement 
and confirm that you are not subject to any of the qualifications set out in the 
Protection of Vulnerable Groups Act 207, and return with your application.  In addition, 
all appointments will be subject to registration with the Protection of Vulnerable Groups 
scheme. 

Any information given will be completely confidential, and will be considered only in 
relation to an application for any position to which the order applies. 

13.  Salary Scales 

The salary advertised within the job description outlines the salary scale for the role. SYP 
operates a salary scale with three levels 

Entry > Competent > Expert 

It would be expected that new staff start at the entry level within their job family. 

Good luck with your application and if you have any questions about the role, the 
application or the Scottish Youth Parliament please contact recruitment@syp.org.uk  
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