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NOTES OF GUIDANCE FOR APPLICANTS

COMPLETING A JOB APPLICATION FORM

Thank you for your interest in our vacancy. On the careers web page you will find a Job Description relating to the relevant post.

PERSONAL DETAILS

Please include as many contact telephone numbers as possible (and times for telephoning)

CURRENT (OR MOST RECENT) EMPLOYMENT & THEN PREVIOUS EMPLOYMENT

These fields are compulsory and any inconsistencies with dates should be explained.

EDUCATIONAL DETAILS

We are interested in all education from the age of 11. Please note you may be asked to bring certificates with you.

You should also include details of any training or courses you have undertaken which led to an examination or qualification, as well as any qualifications gained overseas or as part of a Government Training scheme.

You may also wish to provide details of any other training you have undertaken which did not lead to an examination or qualification. If there is insufficient space on the form, please continue on a separate sheet.

MEMBERSHIP OF RELEVANT BODIES

You may be asked to bring evidence of any membership with you if you are short-listed for interview.

SKILLS AND OTHER INFORMATION

Please detail anything you may be relevant to the post advertised. In addition this space can be used for letting us know of any disabilities you may have. You can include any hobbies or outside interests you feel are relevant to your application. Please also indicate in this section any public duties you undertake (e.g. Justice of the Peace, Territorial Army etc.)

The Disability Discrimination Act 1995 describes a disability as “a physical or mental impairment which has a substantial and long term adverse affect on a person’s ability to carry out normal day to day activities”. If you consider that you have a disability, please let us know any information which you consider relevant at this stage, for example, if you require any adaptations to apply for the job or to attend an interview.

The practice operates an Interview Guarantee Scheme. If you have a disability (as described in the Disability Discrimination Act 1995) you will be guaranteed an interview providing you meet all the essential criteria.

SUPPORTING INFORMATION/FURTHER DETAILS

Please provide evidence of how you meet the criteria set out in the person specification. If there is insufficient space on the form, please continue on a separate sheet.

Please declare any unspent criminal convictions or cases pending against you. If you declare any unspent criminal convictions, this will not automatically disbar your application. 

Please inform us if you are related to any current member of practice personnel. In this way we can ensure all applications are treated fairly.

REFERENCES

You should give the names, telephone numbers and addresses of two people who will provide a reference for you. These should not be relatives or close friends.

If you are currently employed (or have been previously employed) we would expect you to give the name of your most recent employer as one of the referees. If you do not intend to do this, you will need to tell us the reason why. If you do not want us to contact your present employer prior to interview, tick the ‘no’ box. Under ‘relationship to applicant’ you should briefly describe the referee’s relationship to you (e.g. manager, colleague, nurse, vet etc.). We appreciate that it might be difficult for those returning to work after a long absence to provide references from previous employers. Therefore, references from other sources will be acceptable in these cases.

DATA PROTECTION

The information held about you in relation to the recruitment and selection process will be stored securely for a period of 6 months, after which it will be destroyed. If you wish to see a copy of the information held about you please apply in writing to Mrs J Tubb, Practice Manager at the Practice address. 

If you have any queries regarding your application, please contact Jenny Tubb (Practice Manager) on 0121 712 7070.



