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	         MECOPP JOB APPLICATION FORM GUIDANCE


This guidance is to assist applicants in completing the job application form and to provide clarification.

You should complete the job application form as fully and accurately as possible.

The first four pages, which contain personal details, are removed before being passed to the short listing panel, who decide on who to interview. This helps us to ensure that applications are dealt with equally and fairly.
1. Personal Details

Please include your full name and address, including the postcode. Please also let us have telephone numbers we can contact you on. Please indicate if a number is your current work number so that we can ensure discretion if we phone.

2. Asylum and Immigration Act 1996

Please indicate whether or not you have the right to work in the UK. If you are offered the job, you will have to provide evidence to show us that you have the right to work in the UK before we can confirm your appointment. If you do not have the right to work in the UK or if you cannot provide us with the evidence, we cannot employ you. We shall advise you of the evidence we need.
3. Disclaimer

Please indicate if you are related to a MECOPP board member or staff member. This is so that we can ensure that no relative is involved in the recruitment process.

4. Advertising

Please state where you saw the job advertised or how you heard about it. This helps to tell us about the effectiveness of our advertising.

5. Assistance for People With Disabilities

MECOPP is committed to providing equal opportunity for all members of our society. If you have a disability, please tell us if there is anything we can do to assist you at the interview or if there is anything we can do to assist you at work if you are offered the job. The information is not used to decide whether or not to employ you but for us to plan the assistance for you.

6. References

· Please give the names of two referees who can comment on your ability to do the job for which you are applying. 
· One of your referees must be your current employer or, if you are not working at present, your most recent employer. 
· This should be your line manager or other manager, not someone who was a colleague.
· If the job you are applying for is your first job, then you can give as a referee, an employer for whom you have undertaken voluntary work, a teacher or supervisor from a school or college, or someone who can comment on your abilities relevant to the job.
· We do not accept references from family members.
7. Availability

Please state how much notice you have to give your current employer before you can leave your current job.

8. Rehabilitation of Offenders Act 1974

The job description/person specification will state whether you have to tell us about any convictions that are spent. Because we work largely with vulnerable people, most jobs with MECOPP are such that you have to declare all convictions, including those that are considered to be “spent.”

Please complete the Rehabilitation of Offenders form included with the job application pack, put the form in a separate, sealed envelope with your name, post applied for and “Rehabilitation of Offenders” written on the outside of the envelope, and enclose the envelope with your application. If you submit your application by email, please do not submit the form. You should instead bring the form in a sealed envelope if you are called for interview.
The envelope will only be opened if you are to be offered the job. Otherwise, the form and envelope will be shredded unopened.

9. Declaration
Please sign and date where stated. This is to confirm that what you have stated in your application is true and complete. Please note that if any information you give is found to be false or that you have omitted to tell us about something important, we may withdraw any job offer made to you or, if you are in post, terminate your employment.

10. Education and Training

Please state the qualifications, subjects and grades obtained in secondary education and qualifications, course and grades for further education. Please do not give dates for these. (Dates can indicate someone’s age and we do not ask applicants’ age due to equalities legislation.) You will have to provide the original qualification certificates for us to copy if you are offered the job. Failure to do so may result in the job offer being withdrawn.
11. Professional or Vocational Qualifications

Please state any professional or vocational qualifications you have. You will have to provide the original certificate(s) for us to copy if you are offered the job.

12. Membership or Registration With A Professional Body

Please give details of any professional body membership you may have or if you are registered with a professional body, for example the Scottish Social Services Council. You will have to provide evidence if offered the job.
13. Training Courses

Please detail any relevant training that you have undertaken, with details of the provider, whether or not it was certificated (if yes, we shall ask to copy it) and the dates attended.

14. IT Skills

Please give details here of your experience in IT. Include computer applications or programmes you have worked with, give an indication of your level of expertise with them and how often you use them.

15. Employment History

Please ensure that you include details of every job that you have done, no matter how short a period. Start with your current or most recent job and work backwards. Please also ensure that you tell us about any gaps in your employment and tell us about what you did in any period you were not employed.

If you are not currently in paid employment, please tell us what you are doing at the moment. For example, you may be doing voluntary work, providing care for someone, working in the home or unemployed. 

16. Volunteering

Please give details of any voluntary work you have done. If there is insufficient space, please continue on a separate sheet.

17. Driving

The person specification will state whether travel is required in the job and will state if you need a car. Please answer the questions on the form by deleting where necessary. If the job involves travel and you do not have access to use of a car for work, please state how you would intend to travel. If you do have to use a car for work, we shall need to see your driving licence and car insurance before confirming the job offer to you.
18. Supporting Statement

Your supporting statement is a very important part of the application. This is your opportunity to tell us about the skills, knowledge and experience you have to do the job. You should not rely on the details contained in the employment history to tell us how suitable you are for the post.

Please use the detail in the person specification and job application to tell us why you are suited to the job. Tell us why you are interested in the job. Include here other information that you think is relevant to the job. 
Please try to be concise in this section but please use an additional sheet of paper if required.

19. Other Commitments

Please let us know if you have other demands on your time that may affect your work time in the job at MECOPP. For example, if you are applying for a part-time post, you may already have a part-time job, which means that you can only work on certain days of the week. Please use this section of the form to tell us about anything like that. We do try to accommodate such circumstances but we cannot guarantee to do so. If you are offered the post we would wish to discuss this with you.
20. Canvassing

The statement on the form means that you cannot approach anyone who works for MECOPP or who is on the Board or ask anyone to do so for you in an effort to influence the likelihood of you being offered an interview or the job. Any applicant who is found to have done so will have their application disqualified. If this is discovered after you are appointed, you will be liable to be dismissed from the job.
Please note that this does not stop prevent you from calling MECOPP to find out more about the job.

21. Submitting Your Application

You may submit your application on a paper copy to the address shown at the end of the application form or you may submit an electronic version by email. We prefer the latter but it will not influence your application. If you submit the form by email and you are invited to interview, you will be required to sign and date the declaration before the start of the interview.
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