



Data protection statement 
The personal information (data) collected on this form, and on any attachments (which includes the collection of sensitive personal data) is collected for the purpose of recruitment, personal administration (for new employees) and monitoring. Unless you direct otherwise (for example if you would like the application kept on file for future vacancies) the application forms (and attachments) of unsuccessful applicants will be destroyed after 6 months. It is the agency policy to protect, and keep secure, all personal data collected. All personal data is processed for the purpose of recruitment, and, in the case of successful applications, for the satisfactory administration of their employment, and for no other purpose. 

GUIDANCE NOTES ON COMPLETING YOUR APPLICATION

1. 	Personal Details Form and Support Needs
Please complete this carefully.  This form will be detached from your application form for short-listing purposes.

2. 	Application Form
Read all the information about the job provided. Fill in all parts of the application form. If some parts do not apply to you, write not applicable in the spaces provided.  Tell us about any education and training that you have received, as well as any relevant experience in your present or previous jobs. If you have done any work experience, tell us about the skills and knowledge you have gained from that too.

3.	Supporting Statement
The job advertised is based on a ‘person specification’ which outlines the skills, knowledge, abilities, experience, qualifications and so on, that you will need for the job.  We will assess your application against the person specification.  Please make sure that you tell us enough to demonstrate that you do have the necessary experience or skills.  Please give specific examples which show you have the required skills, experience, knowledge, etc and how you have used it.  You should describe what you can do and how you have done it in your current or previous job(s). Make sure the information you give us is clear, precise and easy to understand.

4. 	Equal opportunities  
Included with this pack is an Equal Opportunities Monitoring Form, we would appreciate completion and return of this with your application.   This helps us assess whether our policies ensure equality of opportunity and fair participation. The information on this form is not taken into consider during the recruitment process.

5. 	Contact with us
Make sure that you send the application form to us on time. We will not consider any application that we receive after the closing date.  Make sure you are free on the interview date.  We are unlikely to be able to arrange another interview for you.
If we want you to come for an interview, we will aim to contact you at least five days before the interview date.

6. 	References
One referee must be your current or most recent employer. The nominated referees should be someone with line management responsibility who has supervised your work, a university or college tutor or a person within the Human Resources department within the organisation/company. We will not accept personal references.
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