Education and Services for People with Autism Limited

GUIDANCE NOTES TO COMPLETE THE APPLICATION FORM

Completing the Application Form
The application form is an important part of the recruitment process.  It helps to decide whether or not you are shortlisted and if you are, the information you provided will structure some of the questions asked at interview.

To ensure equality of opportunity, only an ESPA application form will be accepted, not a CV (Curriculum Vitae).

Take time to complete your form and consider the following:

· Read the form and follow any instructions

· Ensure you have read the job description and person specification, you are aware of the key requirements of the job and you know what the job entails.

· Consider preparing a draft copy first.  This might help you avoid mistakes/spelling errors; it will also help you structure your responses and ensure your form is well organised.

· When you explain your reasons for applying, do not forget to consider all your skills, abilities and knowledge.  Some experience you might have acquired outside of work, for example looking after dependents, community/voluntary work or leisure interests which might be relevant to your job application.  Do not undersell yourself!
· Certain sections of the application form might require further explanation, as outlined below.

National Insurance Number
If this is your first job or you are new to this country and you do not have a National Insurance Number, you should seek advice from your local department of Social Security.  It should not preclude you from applying for a post.  However, you would require a National Insurance Number if appointed.

Driving Licence
The Person Specification will identify if it is an essential requirement for the post.

Health
It is important to provide details of your sickness dates and reasons for sickness absence.  If you have concerns about this you can contact the Human Resources Manager to discuss this prior to the closing date.

It is important that all information relevant to the application is provided so that an informed assessment can be made in regard to your suitability for the role that you are applying for.  This may include adjustments, or consideration of any, that are required prior to your appointment.  All declarations are confidential.  A decision of a significant long term health condition will be considered alongside appropriate medical advice.

Work Permit
ESPA has a legal obligation to ensure that employees are legally able to work in the UK.  If you are offered employment we would work closely with you to obtain a work permit to allow you to take up employment with ESPA. All job applications will be treated equally irrespective of whether a work permit is required.   

Employment Record
Full employment history and reasons for gaps in between employment is required in accordance with National Minimum Standards Care Home Regulations 2003.

Education and Training
Dates of qualifications are not required in line with current Age Regulations.  However dates for Training courses are required to establish whether they are current or have expired.
Experience/Skills
This section is for you to give specific information in support of your application.

After reading the Job Description and Person Specification, carefully consider to what extent you have gained the skills and experience necessary for the post.  Your experience need not have been gained in paid employment and may include special interests relevant to the post.  It is important that you provide evidence of your achievements by giving examples to support your application.  You may wish to use the headings in the person specification in order to set the information out clearly.

References
Please ensure you read this section of the application form and provide relevant referees who are willing to provide a reference for you.  Relatives or partners must not be used as referees.  If you are shortlisted after interview, reference requests will be sent to your referees immediately.  If there are any exceptional reasons why we should not approach a referee, please explain your reasons for this in the reference section.  Information from your current or most recent employer is required in line with National Minimum Standards Care Home Regulations 2003.
Declaration and Signature
It is important to sign and date the application form, otherwise the form cannot be considered for shortlisting.

Other Information
Disability
This section asks if you consider yourself to have a disability.   ESPA is committed to equality of opportunity and the reasons for asking questions about disability is to ensure that ESPA meets the requirements of the Disability Discrimination Act 1995 and all later amendments.  ESPA is positive towards and encourages applications from people with disabilities.
Rehabilitation of Offenders Act 1974 and Protection of Children
Due to the nature of the service that ESPA provides you are required to declare any pending prosecutions or convictions you may have, even if they would otherwise be regarded as ‘spent’ under this Act, and any cautions, warnings or bind-overs.  The information you provide will be treated in strict confidence and will only be taken into account in relation to applications where the exemption applies.

If the post you are applying for also involves substantial access to children and vulnerable adults, ESPA is entitled, under arrangements introduced for the protection of children, to check with the police for all the existence of any criminal record of the successful applicant and to check their name against the Protection of Children Act List, and the Protection of Vulnerable Adults List.  Information received from the police will be kept in strict confidence.

The disclosure of a criminal record, or other information, will not debar you from appointment unless the selection panel considers that the conviction renders you unsuitable for appointment.  In making the decision ESPA will consider the nature of the offence, how long ago and at what age you were when it was committed, along with any other factors which may be relevant, including appropriate considerations in relation to ESPA’s Equal Opportunities Policy.

Failure to declare a conviction, caution, warning or bind-over may however, disqualify you from appointment or result in summary dismissal/disciplinary action if a discrepancy arises.  If you would like to discuss what effect any conviction you might have on your application, in confidence, please contact the Human Resources Manager on 0191 5165080.

Equality of Opportunity Questionnaire
In order to assist ESPA in monitoring its Equal Opportunities Policy, you are asked to complete this form which will be separated from your application form before it is seen by the selection panel.

This information will be held on computer files for the purposes of monitoring the operation of the Equal Opportunities Policy and is subject to the provisions of the Data Protection Act.

Returning your application form
Please complete your application form and return to the Human Resources Department at the address given.  Please ensure you return it by the closing date.

If you are shortlisted we will write to you about interview arrangements, usually within two weeks of the closing date.  You will also be informed if you have not been successful for interview.
We hope that you have found this information useful and look forward to receiving your completed application by the closing date.
