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Diploma Tutor Application Form 2026/2027
Thank you for your interest in Diploma Tutoring at Edinburgh Law School.  In order to complete the application process we would be grateful if you would answer the following questions and return the completed form as an email attachment along with an up-to-date CV to law.HR@ed.ac.uk  
For information on how your personal information will be used please see our applicant privacy notice here: Privacy Notice
Title:




Surname:




Forename:



Date of birth:


National Insurance number: 

Do you currently hold a contract of employment with the University of Edinburgh?


If so, please state your staff/payroll number: 

Email address
Contact Address  

Mobile number: 
Do you have right to work in the UK?

(Please note that all University employees are required to provide proof that they are eligible to work in the UK.  You will be asked to bring this proof into the School before your contract is issued.)
Please indicate which Diploma course(s) you are applying to tutor in. For the 2026/27/ academic year we are recruiting for additional tutors for the following:
Core courses: 
· Company and Commercial

· Private Client 
· Financial Services and Related Skills 
· Conveyancing 
· Civil Court Practice 
· Criminal Court Practice. 

Elective courses (elective tutoring is subject to student demand for particular courses being as expected.): 
· Scottish Contemporary Public Law
· Human Rights Law
· Personal Injury Law 
For further information see: https://www.law.ed.ac.uk/study/diploma-professional-legal-practice
Course Name: 
Rehabilitation of Offenders
You must tell us if you have any criminal convictions or outstanding charges that are not spent under the terms of the Rehabilitation of Offenders Act 1974. This Act enables some criminal convictions to become 'spent', or ignored, after a 'rehabilitation period'. A rehabilitation period is a set length of time from the date of conviction. After this period, with certain exceptions, an ex-offender is not normally obliged to mention the conviction when applying for a job. Under the terms of the Act, a spent conviction is not proper grounds for not employing - or for dismissing - someone. The length of the rehabilitation period depends on the sentence given - not the offence committed and more information can be found at: www.disclosurescotland.co.uk 

Having a criminal conviction will not necessarily bar you from working for us and criminal convictions which are not relevant to the post being applied for will not be taken into account when selection decisions are being made – unless you have failed to declare them on this form. 

Please note that failure to disclose relevant information may result in an offer of employment being withdrawn. 

If you do not have any unspent criminal convictions or charges, this section is no applicable.

Nature of Conviction:
Conviction Date (DD/MM/YY):
Pending Charges:
Pending Charges Date (DD/MM/YY):
Nature of Caution:
Caution Date (DD/MM/YY):
Please confirm if you will require any adaptions to be able to undertake your role.

Please provide reference details (from your most recent employer if applicable). References will only be taken up after completion of your interview.

Important information for potential Diploma tutors

We greatly value the contribution that our Diploma tutors make to our Diploma programme.  It is extremely important that all new tutors are fully aware of the commitment that we expect you to make.  Although you will be offered guidance by the Course Organiser and our Tutor Mentor, you will be expected to make yourself fully familiar with the content of the course/courses that you are tutoring.  This will involve reading the course handbooks, tutor guides and all supporting material. You will also be given a copy of the Diploma Tutor Handbook which will answer most questions you might have.
Before the start of each semester tutors are expected to attend Tutor training.  In addition, each Course Organiser will organise tutor team meetings for all course tutors.  At these meetings, you will receive guidance on how to work through the workshop exercises; suggested answers or learning outcomes for each workshop; information regarding course assessment; and will be given practical advice on how to give feedback.  
The Diploma Office will organise workshop groups and the timetable and will advise you of the details.  Therefore, it is essential that you ensure the Diploma Office has your up-to-date email and mobile telephone details and also a note of the days and times that you are unable to tutor.  It is a difficult undertaking to organise the numerous workshops that we run and, although we appreciate it may sometimes be unavoidable, cancellations cause major problems.  If you are going to be detained in a work meeting or in court, please ensure that you give the Diploma Office as much notice as possible so that the students can be contacted and the workshop can be covered by another tutor or re-arranged.  

All tutors are expected to use the online attendance system to report student non-attendance to the Diploma Office every week.  At the early stage of the semester this may happen because a student has changed groups and by reporting the non-attendance you will be able to ensure you have an up-to-date list of those in your group(s).  At later stages however non-attendance can provide an indication that a student is experiencing problems and, therefore, it is essential that we are made aware that the student is not attending. Accurate and prompt attendance reporting is particularly critical on the Diploma because students are awarded class participation marks for their engagement in workshops. If a student is absent, they will receive no class participation marks for that workshop (unless the absence is considered to be an ‘authorised absence’). It is important that the Diploma office has early notice of recurring absences for any students, as this could mean that a student is unable to successfully complete the Diploma if the extent of their absence is such that they cannot be held to have fulfilled the PEAT 1 outcomes. 
All tutors will be given an offer letter outlining teaching expectations and offering a guaranteed minimum number of workshops.  Diploma tutors are paid at grade UE07.  Full payment arrangements will be confirmed in the offer letter.
Please note that your first year of tutoring is considered to be a probationary year and you will be advised of the outcome of that probation at the end of semester two.

Further information about your appointment and payment guidelines will be communicated in due course.



Edinburgh Law School
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