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GUIDANCE NOTES:

GENERAL
We strongly recommend that you read all the enclosed documents and form before commencing your application. Complete all sections fully as this information will be used for shortlisting. Use black ink or type to enable clear photocopying. Completed applications must be returned by the closing date. Faxed copies and Curriculum Vitae’s will not be accepted.

1. EDUCATION, TRAINING AND QUALIFICATIONS
Complete in date order. It is not necessary to list every qualification that you have gained, e.g. 6 GCSE’s/2A’s is sufficient. Highlight any that are particularly relevant to the post. You may also wish to state any qualifications currently being studied for. If appointed, you will be required to produce evidence of relevant qualifications.

2. OTHER TRAINING UNDERTAKEN
List other relevant internal and external training courses. Please include dates and length of course.

3. WORK EXPERIENCE & OTHER EMPLOYMENT
Beginning with the more recent date, let us have details of your work experience, whether paid or unpaid, covering at lease the last 5 years. If you are not in paid work, tell us what you are currently doing. List also unpaid work related to this post e.g. voluntary work, community activities etc.

4. GAPS IN WORK HISTORY Tell us about any gaps in your work history

5. SUPPORTING STATEMENT
This is where you give us specific information in support of your application. You will need to refer to both the job description and person specification. Submit these details on no more than two sides of A4 paper in total as applicants submitting more will not be considered.

The job description lists the tasks and responsibilities which the post holder is expected to undertake. The person specification states the criteria needed by the post holder to enable them to carry out the job. Essential criteria are used by the interviewing panel for selection at both the shortlisting and interviewing stages, please address these points when competing the form. It will not be sufficient to restate the skills or abilities listed. You should demonstrate your ability or experience by giving examples, by reference to paid, academic work, volunteer or leisure experience. We may also list desirable criteria. Again where you meet these criteria, you should explain how on your supporting statement.

6. OTHER INFORMATION
a) Disclosure of Offences — Due to the nature of our work, recruitment to both paid and unpaid positions are subject to the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975. CSTM will proceed with the full Disclosure procedure only when an offer of employment has been made. Depending on the exact position offered, a Disclosure check may be requested at either Enhanced or Standard levels. This means that checks are made against information held with the Disclosure and Barring Service, the Department of Health and Department for Education and Skills.

However as part of the initial recruitment process, and within the relevant section of the application form we would like you to give us details of any convictions etc. The recruitment panel will have knowledge of this information and may wish to discuss it at interview. A criminal record will not necessarily be a bar to obtaining a position with us, but we must have details prior to the beginning of the recruitment process. Failure to Disclose, may affect your application, or future employment with the Connection at St Martin’s.

Further information relating to the Disclosure and Barring Service (DBS) can be found at: www.gov.uk/dbs  

 A copy of CSTM’s policy on Disclosure is available on our Website.

b) Right to Work — Section 8 of the Asylum and Immigration Act 1996 (Regulations 2004) requires those seeking paid work to produce documentary evidence of their right to work in the UK. Before an appointment can be confirmed the Connection at St Martin’s will need to see the original copies of documents listed on the attached guidance. These documents will be photocopied and kept on file.

c) References — Employment at the Connection at St Martin’s is subject to two written references and you will not be able to start until these have been satisfactorily taken up. One must be your current or most recent employer. If you have not recently been employed, please provide the name of a professional person who can comment on your suitability. Referees must not be relatives or friends. The connection at St Martin’s reserves the right to request additional or alternative references, or to contact referees by telephone.












