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	THE PASSAGE


GUIDANCE NOTES ON COMPLETING YOUR APPLICATION FORM

IMPORTANT! PLEASE READ THESE NOTES CAREFULLY
These notes have been written to help you make the best of your application. The decision to shortlist you for interview will be based on the information you provide on your application form.
1. Present your information neatly, clearly and succinctly.

2. To ensure equal opportunities in recruitment, we request that all applicants complete the application form provided. Do NOT send a CV with your application, either as a substitute for or in addition to your application. Any CV received will be removed from your application before it is considered by the shortlisting panel.

3. Do NOT send copies of qualifications. If a qualification is specified in the person specification, you will be required to bring your original certificate, should you be invited for interview. 

4. Read through each section of the application form carefully. Please keep a copy of your completed application form, for your own reference. 

5. This form should be completed by either typed/black ink for photocopying purposes. 

6. The person specification describes the essential knowledge, skills and experience which you will need in order to do the job as described in the job description. Your completed application form should demonstrate that you have these skills and that you understand and are committed to equal opportunities. 

7. The Experience/Knowledge/Abilities section of this application form is very important. 

THIS IS WHERE YOU MAKE YOUR CASE FOR THE JOB. Examine the skills and experience being asked for and provide evidence by giving specific examples that you possess, those that are RELEVANT to do the job. It is insufficient to merely re-state the points on the person specification. Give thought to previous work experience or other responsibilities which may assist you to uncover skills which you may have taken for granted. Do not forget the skills and experience which you may have gained outside full-time work. 
If you have been out of paid employment for a long time, or have never been employed before, your job history may be less important than some of the responsibilities and experience which you have had more recently. For example, you may have considerable domestic responsibilities or may organise social or community activities in your spare time. 
8. If the post involves working with vulnerable adults, the successful candidate will be required to apply for a CRB Disclosure. 

9. When completed, please read through your application form carefully, checking for errors or omissions. Make certain your application form is sent in plenty of time, to reach The Passage prior to the closing date. 

10. To ensure that our Equality and Diversity Policy is effective, all candidates are requested to complete the Separate Diversity and Equality monitoring Form. This will be treated as confidential and detached from the application form before shortlisting.
11. Do NOT send references. We will request the completion of a standard reference request form from your referees, should you be offered a position.
Regrettably due to the volume of applications we receive and in the interests of economy, receipt of application forms is not acknowledged unless a stamped addressed envelope is provided. We will not write to you unless you have been shortlisted. 

Good luck with your application!

THANK YOU FOR YOUR INTEREST IN WORKING AT THE PASSAGE. 
