Guidance notes for completion of an application for employment

Introduction:
These notes are designed to help you complete your application form and to make the most of your application. Please read them carefully before you begin.

NHS Lanarkshire is an Equal Opportunities Employer and will ensure that no job applicant or employee receives less favourable treatment. Please note that only Part C of the application form will be made available to the shortlisting panel. 

NHS Lanarkshire is committed to good practice in employing disabled people and we will ensure that all candidates with a disability who meet the minimum criteria (as specified in the person specification) will be invited to attend for interview.

The purpose of the application form is to select the right person for the job – without discrimination. Please complete the form as fully as you can. It is your first opportunity to tell us how your qualifications, training, experience, skills and abilities fit our requirements.  If you need more space for any section, continue on a separate sheet of paper.  Please clearly mark additional sheets with the Section, job reference number, and your Candidate Identification Number. Please include these with your application   Do not include your name or address on additional sheets.

NHS Lanarkshire has a duty to protect public funds it administers and to this end will use the information you have provided within your application for the prevention and detection of fraud.  It will also share this information with other Bodies responsible for auditing or administering public funds for these purposes.  More detail will be made available on NHS Lanarkshire’s intranet in due course.  Further information is available from http://www.audit-scotland.gov.uk/work/nfi.php
Part A

Personal Details

Insert your surname, forename, title and full home address.  Please supply contact telephone numbers and email addresses so we can contact you without delay, if necessary.

Working in the UK

NHS Lanarkshire has a legal obligation to ensure that it does not employ any worker who has not been granted the relevant permission to work in the UK.  This permission is without exception granted by the UK Border Agency.  We are required to check the entitlement to work in the UK of all prospective employees, regardless of nationality or job category.  Further guidance on current immigration rules is available on the Home Office website at http://ukba.homeoffice.gov.uk/workingintheuk/ .

Health

Give details of sickness absence over the past 12 months including the number of days and occasions on which you were absent. 

Declaration

Please ensure that you sign and date this section.

Part B

Footnote (1)

The Conditions of Service specify whether the Rehabilitation of Offenders Act applies to this post.

With effect from 28th February 2011, posts considered to be within “Regulated Work” with Children and/or Protected Adults will require membership of the Disclosure Scotland Protection of Vulnerable Groups Scheme (PVG Scheme) as a condition of their employment.  The PVG Scheme is applicable to both EEA and Non EEA Nationals.

The cost of the PVG Scheme membership to the individual is a one off payment of £59.  NHS Lanarkshire reserves the right, following consultation with you, to recover from you any payment made in respect of PVG Membership

Please note:  You do not have to do anything about PVG Scheme Membership at application stage.  Candidates selected for appointment will be advised on how to become a PVG Scheme member prior to taking up the position.

Further information on the PVG Scheme Membership can be found at the following:

www.disclosurescotland.co.uk/pvg 

The Conditions of Service specify whether the Rehabilitation of Offenders Act applies to this post and whether a Disclosure Scotland check will be required.

You must indicate whether you have criminal convictions or proceedings pending against you.  This will include all offences e.g. non-payment of TV licence; general driving offences (i.e. speeding, non payment of fines), etc.  Any proceedings should be detailed, unless the courts have found you not guilty.

Failure to disclose criminal convictions or criminal proceedings pending against you could invalidate your application or, in the event of employment, result in dismissal in accordance with NHS Lanarkshire's Effective Management of Employee Conduct.

Any information submitted will be kept in strict confidence and will only be considered in relation to your application for this post if successful.  Please note that information provided about convictions which are deemed irrelevant to the post will be disregarded.

Dependant on the nature of the post, if successful at interview, you may be asked to complete a Disclosure Scotland PVG Scheme application form.  This will form part of your offer contract.

Please select your choice by ticking (a) or (b) on the application form.  If selecting (b) please supply details of convictions in the space provided.

Footnote (2)

Your application form will be processed fairly and lawfully in accordance with guidelines outlined within the Data Protection Act.  Your application will be held by HR Recruitment for 12 months after submission. 

Declaration

Please ensure that you sign and date this section.

Part C

Post Details

Please ensure you detail the correct job title, location, job reference number and candidate number. This ensures your application form will be processed timeously.

Qualifications Achieved

This section is about your educational achievements at secondary school, college and university. Please details here any qualifications you have gained including a nursing, medical, and professional qualifications. In accordance with the Age Discrimination Act (2006), it is no longer necessary to detail the dates these qualifications were gained.

Qualifications Currently Studying

Please also list all qualifications, training or continued professional development (CPD) you are working towards.  This should be included on a separate sheet.  

Membership of Professional Regulatory Bodies

Some posts require that you have membership of a specified Professional Body.   Include the name and type of membership you hold, along with your registration number and renewal/expiry date.

Training Courses

If you have completed training that is relevant to the job you are applying for, please give details. Include courses provided by your employer, external companies or other training organisations.  This should be included on a separate sheet.

Present Post

This section will help us build an accurate picture about the type of work and responsibilities you are currently involved in. Please give the job title, the job grade, the date of starting on this grade, and the full name and address of your present employer. 
Role Purpose/Summary of Responsibilities

Please tell us about the main duties and responsibilities of your current job. This may be included on a separate sheet if necessary.

Employment History

Tell us about your work history, including job titles, grades, your employers’ names and the dates of your employment.  Please start with the most recent employer and work back.  This may be included on a separate sheet if necessary.
Referees

Give the names, designations, addresses, telephone numbers and email addresses of three referees.  These referees should have agreed to provide a reference for you, and should be known to you professionally.  One must be your current Line Manager (or, if unemployed, your most recent employer). Do not include relatives.  NHS Lanarkshire intends to take up references for shortlisted candidates prior to interview.  

Disability

NHS Lanarkshire welcomes applications from people who have or have had a disability. 

We will interview all applicants who have or have had a disability who meet the minimum essential criteria for the job.

The Disability Discrimination Act 1995 makes it unlawful for an employer to discriminate against a disabled person within the field of employment. The Act defines a disabled person as someone with a physical or mental impairment, which has a substantial and long-term adverse effect on that person’s ability to carry out normal day-to-day activities.

Please state whether you have a physical/mental health condition that has a substantial effect on your ability to carry out day-to-day activities and has lasted, or is expected to last for 12 months or more. 

Please could you inform us if you will require any special arrangements for the interview e.g. wheelchair access, induction loop, etc.

Driving Licence

A driving licence is essential for some posts.  Confirmation of whether this is applicable will be found in the Job Description.  Only complete this section if a driving licence is essential for the post.

Statement in Support of Application

Before completing this section, please think about the job description again.  This should help you decide what to include here. You should describe all the skills, abilities, knowledge and experience you have which you think are relevant to the post.   Include any relevant experience you have gained outside your employment, for example, in voluntary work.   You should also describe any specific areas of responsibility you may have had, particular achievements and interests and how you think you could contribute to the work of the department or section for which you are applying.  This may be included on a separate sheet if necessary.

Where did you see the advertisement for this post?

Please indicate where you saw the advertisement for this post. This allows us to monitor our methods of recruitment and selection. 

Part D

Equal Opportunities Monitoring

NHS Lanarkshire is committed to providing Equal Opportunities in its employment practices. It is our policy to ensure that no applicant receives less favourable treatment on the grounds of sex, marital status, race, disability, age, responsibility for dependants, sexuality, creed, political party or trade union membership, HIV/AIDS status.

To help us achieve this, Section D must be completed by you and returned with your application form.   No application will be processed without Section D.   Please use the “Prefer not to Answer” option where appropriate.

Information provided will be treated with the utmost confidence and will ONLY be used to advise NHS Lanarkshire and NHS in Scotland as a whole of improvement in performance. This information will be separated on receipt of your application form and will be used by the HR Recruitment for equal opportunity monitoring purposes only.  

Under no circumstances will this information be made available to Managers or panel members involved in the recruitment process.

Confirmation to Work in UK

Please complete this form and return with your application form.

Return of completed application form 

It is preferable that applications are returned electronically to the following email address: lorraine.scott@lanarkshire.scot.nhs.uk   Please include the completed application form, Section D Equal Opportunities Monitoring form and any additional pages.  We do not accept Curriculum Vitae.  Curriculum Vitae submitted instead of, or in addition to, the standard NHS application form will not be processed. 

If you choose to post your application form, please ensure that the envelope is weighed, and the correct postage is paid.  Underpaid mail could result in your application form not being delivered or delayed.  We cannot process late applications.  

Completed posted applications should be addressed to:

Lorraine Scott,

NHS Lanarkshire,

HR Recruitment

Law House

Airdrie Road 

Carluke

ML8 4RL

We no longer acknowledge receipt of applications.  Unless shortlisted, you will not receive further communication. 

