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Guidance on your application

Your application form is an important part of our recruitment process – it is how we get to know you and assess your ability to do the job.  It enables us to decide whether or not to shortlist you for interview and therefore plays a vital role in the recruitment process. 

We do not take into account any previous applications or prior knowledge of you.  We also do not accept Curriculum Vitaes (CV’s) and ask all applicants to complete our application form.  This is in line with our Equal Opportunities Policy and ensures that information about candidates is presented in a standard format.  
PLEASE ENSURE YOU HAVE ATTACHED THE CORRECT POSTAGE. FAILURE TO DO SO WILL LEAD TO AUTOMATIC REJECTION OF YOUR APPLICATION.
How we shortlist

When we shortlist, we look at your experience, skills, knowledge, attainment and other information in line with the job description and person specification.  You will find copies of these in your job pack. 

The job description outlines the main responsibilities and duties of the post, and a person specification outlines the skills, abilities, experience and qualifications that you require to fulfil these duties.  

· Check you have demonstrated how you meet all the essential requirements on the 


person specification.  The shortlisting panel cannot guess or make assumptions about your work experience.

· Remember that we use the job description and person specification to shortlist. If you do not, therefore, clearly demonstrate how you meet the essential criteria in the person specification it is unlikely that you will be shortlisted to interview.

Attendance

Please list your absences in the past 12 months.  Absences related to a disability, or to a previous stress condition, should not be included in the Attendance Section of the Application Form. Please record them on an information sheet, place it in a separate sealed envelope and mark it 'Confidential - For the attention of the Personnel Officer'
"Confidential - for the attention of the Personnel Officer"

All information provided on a "Confidential - for the attention of the personnel officer" basis is usually withheld from the recruitment and selection panel until shortlisting is complete. The information is made available to the panel for the interview and you should anticipate being asked about it.

Other important information…

Evidence of Qualifications

If invited to interview, you will be required to provide evidence to prove that you hold the qualifications, which are relevant to the appointment.  If the post requires you to travel on official business you will be required to produce your driver’s licence and certificate of insurance to your manager for inspection upon appointment.
Health
Where an appointment is offered, we may need to obtain further information from your doctor, or you may also be required to have a medical examination or give permission for the Occupational Health Adviser to contact your GP for a report.  Staff moving internally may be required to have a medical examination if the new post is significantly different.

Immigration, Asylum and Nationality Act 2006
It is a criminal offence to employ persons whose immigration status prevents them from working in this country. The Act does not affect citizens of the UK, Ireland, European Economic Area and the Commonwealth, provided they have the right to abode in the UK.

You will be required, if appointed, to provide evidence that you are entitled to work in this country.  Official confirmation of your national insurance number on a P45, P60, plastic NI number card, former payslip or a letter from the Inland Revenue or other Government Department can be provided. Alternatively, a passport is acceptable and a list of other acceptable documents is available on request.

Applications to Job Share
If you are applying on a job share basis, please indicate this on the application form, and as far as possible, the working sessions that you would prefer.  This enables us to match you with other job share applicants who have indicated complementary working sessions. Please remember that the more you restrict the working sessions available to you, the more difficult it will be for us to find you a partner.  Therefore, try and be as flexible as possible.

Exemptions under the Rehabilitation of Offenders Act
There are specific job categories and classes of employment which are exempt under the provisions of the Act.  This means that convictions never become “spent” for work in these categories.  Therefore, as you are applying for a position which falls within one of the work categories listed below you will need to declare any convictions you have had regardless of whether or not the time limit has elapsed.  The areas of employment which carry exempt status are as follows:-

· Any office or employment concerned with the provision of persons aged under 18 

years to accommodation, care, leisure and recreational facilities, schooling, social services, supervision or training, being an office or employment of such a kind as to enable the holder to have access, in the course of their normal duties which are carried out wholly, or partly, on the premises where such provision takes place. 

· Employment connected with the provision of services to vulnerable adults i.e. accommodation and nursing or personal care in a care home or within a vulnerable adult’s home or services provided in an establishment catering for a person with learning disabilities.

