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Guidelines for completion of the application form

The application form is used to ensure that information is presented in a standardised format and that only the details we require are provided. This ensures that all applicants are treated fairly and equally.

The following notes are intended to assist you with the completion of the application form.

Post Details

· Please make sure you detail which post you are applying for including reference and whether full time or part time.
Personal Details
· Please make sure that all personal details are fully completed.

Driving Details

· Please make sure that all details are fully completed.

Education (from age 11)

· School/College/University attended

Give details of secondary and any further education you have received, including dates and qualifications attained.

· Professional Details
Provide details of the professional bodies to which you belong and any profession qualifications relevant to your application.

· Current Relevant Training and Studies

Include the details of any relevant short courses or evening classes attended, including dates.

Present Employer

This section requests the details of your current employment or most recent employment, including voluntary activities. You should:
· Provide the full name and address of your present or last employer.

· Provide a brief description of the duties and responsibilities held during the employment.

· Include any duties that you consider to be of particular relevance to the position for which you are applying.

Past Employment History

· Provide details of all previous employment including that of a voluntary nature, in date order.

· Include detail of any gaps in your employment e.g. being unemployed or being a parent.

· Do not include your current employment in this section.

Supporting Information

Use this section to provide any other useful information about yourself and how you meet the essential criteria for this position e.g.

· How do your abilities and experience make you suitable for the post?

· Why are you applying for the post?

· What are your interests outside of work?

Referees

· Please provide the details of two people who may be approached for a reference.
· If you are employed, one referee must be connected to your current employment i.e. your manager or supervisor.

· If you are a school or college leaver, please give details of a teacher or tutor.

· A suitable second referee would be a previous employer, business associate or a leader of voluntary organisation.

· Family members, friends or people with whom you have any other significant relationships are not acceptable referees.
· Please indicate in the box if you do not wish for us to contact your present employer prior to interview.

· Telephone checks will be taken prior to appointment.

Additional Information

Medical History

· Please provide information regarding any absences from work within the last two years, if you are unsure then give an approximate number of days.

· If you have any health problems or disabilities please state in the appropriate boxes.

Criminal Convictions

You should answer Yes in this section if:

· You have been cautioned, you have any reprimands or warnings by the police or have any criminal convictions whether they are considered spent or not, no matter how long ago.

If the answer is Yes to any questions in this section please give full details on a separate piece of paper.

