GUIDANCE NOTES

These guidance notes will help you fill in our applications for employment form.
When filling in the application form, please make sure that you clearly give the name of the position you are applying for.
	1
	Personal Details

	
	Please provide all the details we ask for, making sure that you give us your contact details.



	2
	Declaration

	
	You must sign and date the declaration to confirm that all the information you have given on your application form is, as far as you know, true and correct .If you give us false information or do not tell us about something, we may reject your application. If we have already offered you the position, we may dismiss you.



	3
	Secondary Education

	    
	You should provide details of all secondary education if you left school in the last 10 years.



	4
	Further or  higher education

	
	You should provide details of all your qualifications. If we ask you to come for an interview, we will ask you to produce evidence of these qualifications.


	5
	Specialised/Further formal training

	
	You should provide details of any specialised training which is relevant to the position you are applying for, for example, supervisory, management, computer, typing or shorthand training.


	6
	Membership of professional organisations

	
	You should provide details of you membership of any professional organisations (including the class of membership, how you joined and the date you joined) which you consider to be relevant to this application. If we ask you to come for an interview, we will ask you for evidence of your membership.


	7
	Driving licence

	
	Please tick the appropriate box or boxes to tell us if you hold a current licence and, if so, the classification of your licence. 


	8
	Your present or most recent employer

	
	You should provide details of your present or most recent employer, clearly giving their name and address, the date you started, your present or most recent salary, your notice period, if appropriate, and the date you left your last post, if appropriate.


	9
	Present or most recent position

	
	You should provide a summary of the main duties and responsibilities of your present or most recent position, including the position you held.



	10
	Previous employment

	
	Please list in order (putting the most recent first) the details of your employment history. Please remember to include any periods of voluntary work which you consider to be relevant to your application. It would be helpful if you could provide as many details as possible, telling us about any breaks in employment. If we ask you to come for an interview, we may ask you to explain any breaks in employment. 



	11
	Information to help us consider your application

	
	This section gives you the opportunity to explain why we should choose you for the position, taking account of your qualifications and experience. You should tell us how you meet the requirements of the position, including any relevant experience and achievements and demonstrate how you meet the person specification. You should also tell us what you could bring to the position. If you need to use any more sheets of paper, please make sure that you put your name (surname and initials) on any sheet you use.



	12
	Leisure activities or interests

	
	Please tell us about any leisure activities or interests that you feel relevant to your application.



	13
	Health

	
	Please provide details of any illness or medical condition which might affect your work or ability to carry out the full range of duties involved. Please give details of all sickness absence in the last two years. If we ask you to come for an interview, you will have to fill in a medical questionnaire.



	14
	Referees

	
	You should choose your referees carefully. At least one of them should know you in a work situation, preferably your current or most recent line manager, if appropriate. You should not use relatives/friends

References will only be sought for the preferred candidate

	15
	Rehabilitation of Offenders Act 1974

	
	The Rehabilitation of Offenders Act 1974(Exemptions)Order 1975 applies to all positions within Renfrewshire Carers Centre and if selected for interview you will be required to complete a Criminal Conviction Declaration about all convictions, including those regarded as ‘spent’.


	16
	Confirmation of qualifications

	
	We will ask you to bring your original qualifications and institute membership certificates to the interview. We will have to examine these before we can offer you a position.

If, for any good reason, you cannot bring your original documents to your interview and you are successful, we will ask you to produce original certificates of qualifications and institute membership before we can offer you an appointment.




