DAME HANNAH ROGERS TRUST
GUIDANCE NOTES FOR COMPLETING THE APPLICATION FORM

HOW TO APPLY

Please read these notes carefully before completing your application form.  This is important as it provides the only information we use to assess your suitability for the job and our decision whether or not to progress your application will be based on this information.

PLEASE FILL IN THE APPLICATION FORM FULLY OR YOUR APPLICATION MAY BE RETURNED FOR COMPLETION

Applications should include the following:-

· A completed application form 

· Equal Opportunities monitoring form

Replies will be treated in the strictest confidence.  Please do not hesitate to contact us if you have any queries regarding completing you form.
Completed application forms should be returned to: HUMAN RESOURCES DEPARTMENT, DAME HANNAH ROGERS TRUST, WOODLAND ROAD, IVYBRIDGE, DEVON, PL21 9HQ

GENERAL 

· Read through the application form first
· If you have a disability and need any assistance completing the form or any part of the recruitment and selection process, please contact the Human Resources Team.

· Please complete in black ink, ballpoint or typescript so that it can easily be read and photocopied.

· Ensure you fill the application form in FULLY as any gaps will be explored with you 
EMPLOYMENT HISTORY 
· Give details, to the nearest month and year, of ALL previous jobs held 
· Ensure you account for any gaps in your employment record
· If you have gained relevant skills through voluntary work, list the names and addresses of the group(s) involved
EDUCATION, QUALIFICATIONS AND TRAINING
· Give a FULL history of education
· Include all qualifications and training which may be part-time as well as full-time.  Include dates and grades

SUPPORTING STATEMENT (relevant experience)
· This section gives you the opportunity to demonstrate why you are suitable for the post.  
· Before completing, read the advertisement, job description and person specification to help you think about the job. It is essential to relate your experience to the information given in the person specification, ensuring you address all the points identified which will allow you to demonstrate your suitability for the position you have applied for. Do not forget those you have gained outside full time employment, for instance, social and community activities.  
REFERENCES
· Safeguarding and protecting children and vulnerable adults is an integral part of our work. We are rigorous in our reference checks for this reason.
· You must quote two referees who can confirm the information you have given and who can comment on your suitability for the job you have applied for.
· Please ensure your references cover at least five years of employment, including one from your current employer
· If you are unemployed, include your last employer.  If you have worked in a voluntary or unpaid capacity e.g. a Parent Teacher Association, you could include the chair of the committee.  If you are a student, give the name of your Head Teacher, Tutor or Professor as appropriate
· Relatives are not appropriate
· References will be taken up at interview stage unless you indicate otherwise.
· Please ensure you have informed your referees that we will be contacting them and that all their details are correct, as this can delay the appointment process.  
· Upon receipt of references, we will contact them to verify their authenticity.
· Direct contact will be made with all previous employers where you have worked with children or vulnerable adults to verify experience, qualifications, and disciplinary offences relating to children or vulnerable adults, and reason for leaving that position.  

· If you are unsure about references, please contact the Human Resources Team
SAFEGUARDING

We are committed to safeguarding and promoting the welfare of children, young people and vulnerable adults. We take this responsibility seriously and expect all staff and volunteers to share this commitment. 
You will be asked at interview stage if you have ever been the subject of a child, young person or vulnerable adult protection concern, allegation or investigation, even if no further action was taken. All information disclosed will be kept confidential and will only be seen by those who need to see it as part of the recruitment process.

If you are disqualified from working with children or vulnerable adults, we are unable to consider you for jobs that involve working with these groups.  

CRIMINAL RECORDS DISCLOSURE

As Dame Hannah’s meets the requirements in respect of exempted questions under the Rehabilitation of Offenders Act 1974, all applicants who are offered employment will be subject to an Enhanced Criminal Record check from the CRB before appointment is confirmed. See the attached Policy on Employing People with Criminal Records.

RIGHT TO WORK IN THE UK
· Section 8 of the Asylum and Immigration Act 1996 sets out the law on the prevention of illegal working.  It makes it a criminal offence for the Trust to employ someone, aged 16 or over, who has no right to work in the United Kingdom, or no right to do the work you are offering.

· The Trust will check the eligibility to work in the UK for each new potential employee who it may be considering employing. 

· Original documents from an approved list will be required. A photocopy of the original will be made by the Trust and the original returned to you.

· The Trust does not discriminate against individuals on racial grounds.

DISABLED APPLICANTS
We are committed to employing disabled people and will:
· Interview all applicants with a disability who meet the minimum criteria for a job vacancy and consider them on their abilities
· Make reasonable adjustments throughout recruitment, selection and employment as appropriate 
DATA PROTECTION
The information you provide in your application will be used to consider your suitability for the post for which you have applied. If your application is not successful the information will be disposed of confidentially after 12 months. If your application is successful and you are appointed, your information and future data will be processed in accordance with the Trust’s Data Protection policy.

EQUALITY AND DIVERSITY
The Trust is committed to eliminating discrimination and encouraging diversity within the organisation. Our aim is that our staff will be truly representative of all sections of society and each employee feels respected and able to give of their best.

Equal opportunities will be afforded to all job applicants in all stages of the recruitment process. Appointment will be based solely on merit and without regard to issues of race, colour, ethnic or national origin, gender, age, marital status, sexual orientation, disability, religion or belief.  We therefore welcome applications from all sections of the community.
OFFERS OF APPOINTMENT

All offers of appointment are subject to the following documentation that is deemed satisfactory by the Trust: 
· Medical clearance
· References 

· Criminal Records Bureau Disclosure

· Immigration, Asylum and Nationality documentation
THANK YOU FOR CONSIDERING DAME HANNAH’S AS AN EMPLOYER AND GOOD LUCK WITH YOUR APPLICATION!!
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