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GUIDANCE NOTES ON COMPLETION OF APPLICATION FORM

Please read the information shown below before you complete the application form.

Please note:

1. [bookmark: _GoBack]The form and the questionnaire must be completed in black ink or electronically.

2. If submitted by e-mail you will be requested to sign the form at the interview stage or before you begin in post.

3. All sections of the form must be completed – enter ‘none’ or ‘not applicable’ as appropriate.

4. Please do not send CV’s with your application as these will not be considered.

5. Please do not enclose original documents with this application form. Candidates will be asked to produce original documents at interview if required.

6. We are only able to consider application forms which have been fully and correctly completed and are received by the closing date.  Please therefore ensure that your application reaches us before the closing date, as late applications will not be considered. 

The information provided on the application form will be treated in the strictest confidence.  Any storage and processing of this information will be for the purposes of recruitment, selection, personnel administration and business management purposes only and will take place in accordance with the Data Protection Act 1998 and the General Data Protection Regulation (GDPR) 2018.  

The information provided within your application form will be used for the purpose of shortlisting by a panel, with those successfully passing this stage being called for interview.  Interviews will be conducted by managerial staff and will include a service user where appropriate.

Advocacy Highland is committed to being an equal opportunities employer and welcome applications from all.  

Should you require any reasonable adjustments to be made at any stage of the recruitment process including application and attendance for interview, please contact us or provide this information on a separate document marked ‘Confidential – for the attention of the Chief Executive Officer’.

Cont./
Most posts with Advocacy Highland are subject to a Level 2 PVG check and the successful candidate will be required to declare all convictions as per the Management of Offenders (Scotland) Act 2019. The rules around what you need to disclose are complex meaning it may be difficult to know what should and should not be disclosed.  For this reason, we do not ask applicants going through our recruitment process to self-disclose, however, if you are provisionally offered a position, you will be required to complete a self-disclosure form, declaring all relevant offences in order to obtain a disclosure certificate and join the PVG Scheme.  
Having a criminal record does not necessarily mean that someone cannot work or volunteer for our organisation.  Relevant policies are available on request.  If you wish to discuss any previous convictions or offences with us, or for more information or enquiries, please get in touch. 
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