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GUIDELINES ON THE APPLICATION FORM
As an equal opportunities employer we welcome applications from suitably qualified people from all sections of the community.  Thank you for your interest in applying for a job with Independent People.

The following notes have been designed to help you fill in your application form as effectively as possible, and you are advised to read them before you start.

The application form is very important, because it is the first stage of the selection procedure.  It provides the information we will use when deciding whether you will be invited to interview, for both internal and external candidates, and so you should include all relevant information about your skills and experience.  If you need to continue on a separate sheet for any of the sections please do so, making sure that the additional information for each section is clearly headed for example “Training” and includes your name.

Understanding the job
The job advertisement gives only brief details of the job, and you should also read the job summary  and person specification, which are included with the application form.  The job summary states the main duties in more detail, and the person specification contains the knowledge, skills and experience you will require to do the job.  All this information will give you a clear idea of what the job is about, and you can then decide whether you want to submit an application.

Completing the application form
You must complete each section of the form accurately and fully, so that we can assess your application against the criteria given in the person specification.  You should state how you meet all the criteria.  The decision on whether to invite you for interview will be made solely on the information contained in the form, so statements such as “see previous application” will not be acted upon.

Below are notes on specific sections of the form

Education
Please include all qualifications gained, along with the grades you obtained.

Training
Details of all relevant training courses you have attended can be shown here – please give full details, rather than just the course title, if it will help clarify what you have done.
Employment
Your employment history should include not only past and present formal employment, but also any other relevant work experience you’ve had, such as with charities, voluntary organisations, social or community activities.  This is particularly important if you have not been employed on a full time basis before, or are returning to work after a long absence.  Please ensure that you include your present or last employer even if you feel that the job isn’t relevant to the position you’re applying for.   
Reasons for application
This is a very important section.  You can expand on the knowledge, skills and experience gained both within and outsider formal employment, along with your achievements.  It is important that you show how you meet the criteria, not just state that you do.

References
If you are in paid employment, the line manager in your current employer should be named as someone we can approach for a reference.  References will be taken up only if you are offered a position.

A previous employer or a professional person who is not a friend or relative should be named as the second referee.

If you have not been employed before, you should give the name of someone who will be able to comment on your skills and abilities, such as a teacher or lecturer, or other professional person who is not a friend or relative.  If you are related to a referee in any way – for example, if you have formally been employed by a member of your family – you should make this clear on the form.
You should ask permission from your proposed referee prior to naming them.

We have asked for any previous convictions to be disclosed.  This is because our work involves vulnerable people.  Any disclosure you make will be considered only after the shortlisting process and will be assessed according to the nature of the conviction, and the job concerned.  Please note that criminal record checks are carried out on all Independent People workers.

Checklist when you’ve completed the form:
· Have you completed the personal details section?  Information given here is confidential and will not be used at the shortlisting stage.  However, as an equal opportunities employer, we need to monitor who applies for, and is appointed to, our jobs, and we appreciate your co-operation in completing this form fully.

· Have you filled in all sections as fully as possible?  Remember that you are invited to attach additional sheets for any section of the form.

· Have you informed your referees that you’ve given us their names?

· Please check that you’ve read the declaration and signed the form.

· It may be useful to take a copy of the form for future reference.

· Have you completed and returned the Equalities Monitoring Form?
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