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Brief Guidance Notes for Job Applicants

Please complete the different sections of the application form to the best of your ability and only append additional sheets when you have run out of space.

Equality of Opportunity

The use of our own Application Form rather than individual CVs helps to ensure equality of opportunity during the selection process.  Please note therefore that CVs will be disregarded.

Information in Support of your Application

This is your opportunity to tell us why we should offer you the position.  

Please give your reasons for applying for this post and explain how you meet the person specification, in particular the essential criteria, ensuring that you give evidence and examples of how your skills, knowledge and experience meet these short-listing requirements.  If further space is needed, please continue on a separate A4 sheet.

When posts require regular travel, if you do not have a driving licence or access to private means of transport, you will need to demonstrate how you will meet these criteria. 

Working Time Regulations 1998

The Working Time Regulations were introduced in 1998 as a health and safety measure.  Average weekly working hours are limited to 48 hours (normally calculated over a 17 week period).

Employers are required to take all reasonable steps to ensure that the limits to working times are not exceeded.  This includes inquiring whether a person is working elsewhere.  All applicants are therefore asked to declare all other employment.

Please note that if you do have other jobs, your application will still be assessed on your suitability to do the job you are applying for.  At this stage, any other jobs you declare will be ignored.  If you are selected for interview, the implications will be carefully discussed with you.  Emmaus South Wales may consider it necessary to discuss the situation with your other employer (s) but only with your permission.

Depending on the overall situation and the outcome of discussions with you, Emmaus South Wales will have the following options:

· Not to offer you the appointment.

· Offer the appointment on reduced hours.

· Offer the appointment providing the other work is relinquished (or the hours reduced).

· Offer the appointment and enter into an agreement with you to opt out of the weekly working time limit.

References

A minimum of two references is required and we would prefer them to be your two most recent employers including your current employer, if you are in employment.  If you have only just finished your education and have little or no work experience, please provide a referee from your school, college or university as well as a personal referee.  If in the job advertisement, the position is subject to a successful Enhanced DBS check, at least one referee must be someone who has directly supervised you in a similar role.  References will not be taken up without your prior agreement.  

Safeguarding and Right of Work in the UK

The role will involve working with companions and in the community, and will need to have a Disclosure and Barring Service (DBS) check carried out. This is to check the criminal records and that the person is not barred from working with ‘adults at risk’. Some companions can be classed as adults at risk. An adult at risk is anyone that has one or more of the following:

· Does not understand certain decisions or transactions 

· Are unaware of their rights or how to complain

· Have communication difficulties

· Have limited life experiences

· Are socially isolated

· Have low self esteem

· Are dependent on others for their basic needs

The additional details form is needed to check any previous convictions. After interviews, the successful candidate will need to provide evidence of right to work in the UK and complete a DBS check.

How we store and use your personal information

Your application and other information will be stored in a password protected folder throughout the interview process. It will be stored for six months, to enable equality monitoring and also to enable us to contact you in the future should any other suitable posts become available. However if at any time you wish us to delete your information, then please do not hesitate to contact us and it will be destroyed. 

Your information will be passed onto other members of the panel. But before it is passed on, the personal information will be removed, this includes:

· Name

· Address

· Age

· Marital Status

This is to protect your personal information, but also to enable us to shortlist ‘blind’, so that the recruitment process is fair and equitable and we are encouraging a diverse workforce.

