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	Guidance for completing the NHS Scotland application form




If you need this, or any of the attached forms in large print or other formats please call our recruitment office on 0330 041 4694. 

General guidance

· if you have any questions or need some help with completing the form, please call 0330 041 4694.  Please have the job reference number handy if possible

· use black ink and please write in BLOCK CAPITALS.  This makes the form much easier to read and clearer if we need to photocopy it

· the job reference number can be copied from the job advert 

· the job location will be on the job advert

· the candidate number will be written in by us once you have returned the form to our office  

· the people who look through your completed form short listing team to see if you have the skills and abilities needed for the job, will only see ‘Part C’ of the form.  They will only see your candidate number and all personal details will be anonymous

· Please do not send in a CV instead of, or as well as, the application form.  We do not consider CVs during the selection process

· Please fill in all sections of the application form.  If some parts are not relevant, write ‘not applicable’ or ‘N/A’ in that space

· Do not put your name or any identifying information on your application as this information needs to remain anonymous.  Should you require more space to complete any section, please do this on additional sheets of paper securing them to the relevant sections.

Personal Details section

· this gives us your contact details such as name and address.  Under ‘title’ you would put either Mr, Mrs, Ms, Dr or just leave blank if you prefer  

· we may need to contact you at some time throughout the recruitment process.  Please let us know the most suitable method of contacting you, for example a text message, email or phone call 
Declarations

· only if this is asked for in the details/information pack about the job, you must tell us about all convictions and cautions regardless of how long ago the offence may have occurred.  Convictions from other countries must also be notified.  If in doubt please call our office at the help line number on page one of this guidance

· please note that having a conviction will not automatically disqualify you from getting a job with us.  Careful consideration will be given to the relevance of the offence to the particular post in question.  However, if you are appointed, and it is found that you did not reveal a previous conviction your employment may be terminated
· remember to read, consider and sign the declaration at the bottom of page(2)

· NHS Forth Valley complies fully with the Code of Practice, issued by Scottish Ministers, regarding the correct handling, holding and destroying of Disclosure information. Please contact the Recruitment Services Department if you would like to request copies of our policies on Recruitment of Ex Offenders or Handling, Holding and Destroying disclosure information.
Qualifications section
· please tell us of any qualifications you have.  This can include school standard grades, GCSEs, highers, or work based qualifications such as SVQs or NVQs

· remember to write down any ‘non formal’ qualifications or certificates that you think are relevant to the job you are applying for

Present (or most recent) post section

· if you are currently out of work, please write this in the ‘job title’ space

· please write your start date in month/year format MM/YYYY

· please tell us briefly about your duties (what you do or did in your job).  You could tell us your role, the main tasks, and any responsibility for supervising others.  There is not a lot of space here so continue on a separate sheet if you need to

Employment History section

· this is where you write down all the jobs you have done previously

· remember that if a job you have done in the past supports or is similar to the job you are applying for, please tell us more about it in your ‘support of application’ statement on page 6 of the application form – use a separate sheet if you need more space

References section

· referees are people who know you at work.  Please give the full names and addresses of 2 referees, one of whom must be your present or most recent employer and can confirm your job details
· you should check that the people you have put on your form are happy to be referees

· your referees will not be contacted unless you are a ‘preferred candidate’ after interview.  A preferred candidate is someone who is the preferred choice for the job, subject to satisfactory checks where appropriate
Driving Licence

· you only need to complete this if the job requires you to drive.  Please check the job description or person specification.  For example, some jobs with the Ambulance Service require you to be able to drive class C1 and D1 vehicles

Where did you see the advert section

· please try to remember where you heard about this job, and tick the relevant box.  The information you give will help us find out how good our advertising is

Equal opportunities monitoring

· please note that all details on this section (Part D) will remain totally anonymous.  It will be detached from the rest of the form as soon as we get it and remain anonymous 

· we want to ensure that there are no barriers to joining our workforce.   As an employer, NHSScotland is as fully inclusive as possible.  One way we can ensure this is to analyse all the data provided in this section and ensure that job opportunities are being accessed by as wide a community as possible.

Please email your completed application form to

FV-UHB.Recruitment@nhs.net
Postal Applications
 

If you post your application form, please ensure that the correct amount of postage is paid, as this may result in a delay in your application reaching us and we will be unable to progress your application if it is received after the closing date.  Postage costs can be obtained from the Post Office or visiting http://www.royalmail.com/price-finder
Please note there are no reception facilities at Falkirk Community Hospital.

NHS SCOTLAND APPLICATION FORM

First save this form under another name.  To complete this form, point your mouse arrow on to the highlighted portions OR use your tab key to move between the highlighted fields and start typing.  You must complete the application form in full as we do not accept CVs.

	
     

	PART A

	Application for (Job Title):

	Job Reference No:
     

	Location:      

	Candidate ID No:

	No applicant will be unfairly discriminated against.  We are particularly alert to eliminating discrimination on account of age, cultural/religious/political belief, disability, ethnicity, gender, race, relationship status, sexual orientation, and/or Trade Union membership or stewardship.  

Only 'Part C' of this form will be made available to short-listing panels.   Parts A, B and C would then be used by the interviewing panel if you are selected for interview.

	Personal Details

	
	
	
	
	

	Surname:
	     
	Forename:
	     
	

	
	

	Name known: by (if different)
	     
	Title:
	     
	

	
	
	
	

	Address:
	     
     

	
	
	

	
	     
     

	
	
	
	

	
	     
	Post Code:
	     

	
	
	

	Contact Telephone Numbers:

     
	Day:
	      

	
	
	

	Evening:
	     
	Mobile:
	     

	
	
	

	E–mail: address (if we may use this):
	     

	
	
	
	

	If we need to, the best way for us to contact you is by:      

	Work Permit

	Do you need a work permit to take up this post?  
	Yes  
	No 

	
	
	

	Working in the UK
	
	

	Are you eligible to work in the UK?
	Yes  
	No

	
	
	


	Job Reference No:
Job Reference Number:
	     
	PART B

	Candidate ID No:
	

	Declarations

	Criminal Convictions Declaration

In September 2015 the Scottish Government made changes about what conviction information needs to be disclosed. [Some offences must always be disclosed, some offences do not need to be disclosed and some offences must be disclosed in specified circumstances.]  The rules are complicated, so it is important you read the guidance below as part of making your application. 
NHS Scotland is exempt from the 1974 Rehabilitation of Offenders Act (Exclusions & Exceptions) (Scotland) Order 2003. As part of any offer of employment candidates will be subject to one of the following: 

· For posts in regulated work – Protection of Vulnerable Groups Scheme membership 

· For all other posts which are subject to a criminal conviction record check – A Police Act check 

· For posts not subject to a criminal conviction record check – A self-declaration 

For more information on which category this post falls under please refer to the job pack, job description or person specification. 

For more information on the rules visit: 

https://www.mygov.scot/convictions-higher-disclosures/?via=http://www.disclosurescotland.co.uk/SummaryoftheChanges.htm 

For more information on offences which must always be disclosed:  

https://www.mygov.scot/disclosure-types/?via=http://www.disclosurescotland.co.uk/documents/HigherLevelDisclsoure--revisedAlwaysDiscloseList--8February2016.pdf 

For more information on offences which are to be disclosed subject to rules: 

https://www.mygov.scot/disclosure-types/?via=http://www.disclosurescotland.co.uk/documents/HigherLevelDisclosure--revisedRulesList--8February2016.pdf 



	Declaration: 
Please read the following statements. You will be asked to sign a declaration if you are appointed: 
· I have completed Parts A to D of this application form and the details I have supplied are, to the best of my knowledge, true and complete; 
· I understand that if appointed to this post the information on this form will be kept as part of my personal file record; 
· I authorise you to obtain references to support the application if I am identified as a preferred candidate; 

· I understand that details of educational qualifications, membership of professional bodies and referee report may be verified through the establishments and individuals I have indicated;

· I consent to my details being kept confidentially and used for specific and lawful purposes as specified in the Data Protection Act 1998; 

· I agree to complete a criminal convictions check or a criminal convictions declaration form, if I am identified as the preferred candidate.  



	Read, agreed and understood (check box) 
	Date:     
	


	     
	PART C

	Application for (Job Title):     

	Job Reference No:
     

	Location:      

	Candidate ID No:

	Qualifications Achieved

	Subjects
	Type of Qualification

eg. Standard Grade, GCSE, Higher, BSc
	Grade Achieved

	     

	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	Qualifications Currently Studying or Working Towards

	Subjects
	Type of Qualification

eg. Standard Grade, GCSE, Higher, BSc
	Grade Anticipated
	Date Anticipated

	     

	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	Membership of Professional or Regulatory Bodies

	Full name of organisation(s)


	Registration Number
	Renewal Date



	     
	     
	     

	     

	     
	     

	     

	     
	     


	Job Reference No:
	     
	PART C

	Candidate ID No:
	

	Present (or most recent) Post

	
	
	
	

	Job Title:
	

	
	

	Grade:
	     
	Date of Starting Grade:
	     

	
	
	
	

	Employer:
	     

	
	
	

	Dates of Employment: 
	From:
	     
	To:
	     

	
	

	Reason for Leaving (if applicable):
	     

	
	

	Notice Period:
	     
	Current Salary:
	     

	
	
	
	

	Role Purpose / Summary of Responsibilities

	     


	Employment History

	Start with your most recent employment first and work down the page.  If a job supports the position applied for, please say more about it in your Application Support Statement.

	Job Title
	Employer
	Date From
	Date To

	

	     
	     
	     


	Job Reference No:
	     
	PART C

	Candidate ID No:
	

	Referees

	
	
	
	

	Your referees will include your present (or most recent) employer.  Please identify below the person in your organisation (for current NHS staff this is your direct line manager) who is authorised to confirm your employment and the details given in your application.  Please identify a second referee who may have closer knowledge of your skills, knowledge and abilities and who may offer opinion on your suitability for this post.  You should not use family members or friends.  Our pre-employment screening also includes, where appropriate, health and fitness for work, criminal records, qualifications and professional registration.  Note that references will only be taken up for Preferred Candidates following interview.

	

	Name 1:
	     
	Designation:
	     

	
	
	
	

	Address:
	     
     
     

	
	
	

	
	     
	Post Code:
	     

	
	
	
	

	Telephone:
	     
	Email:
	     

	

	Name 2:
	     
	Designation:
	     

	
	
	
	

	Address:
	     
     
     

	
	
	

	
	     
	Post Code:
	     

	
	
	
	

	Telephone:
	     
	Email:
	     

	

	Disability

	The Disability Discrimination Act 1995 and Amended Regulations 2005 defines disability as follows: “any physical or mental impairment which has a substantial adverse effect on a person’s ability to carry out normal day to day activities”.  NHS Scotland is “Positive About Disabled People”, and as such we provide job opportunities for disabled people.  NHS Scotland operates a Job Interview Guarantee (JIG), which means that if you have a disability, and meet the minimum criteria outlined within the person specification, you will be guaranteed an interview.  However, some disabled people prefer not to take this option, so please tick your preference if you are a disabled candidate. 

Do you want to participate in the guarantee scheme?             Yes          No  
Please specify any special requirements you require if attending for interview, 

eg.  Induction Loop, Wheelchair Access, Signer  

     



	Driving Licence (see Job Description - only complete if a driving licence is essential)

	Do you have a driving licence?                                                     Yes          No  
If yes, which categories are you entitled to drive,

eg.  B, BE, C          


	Job Reference No:
	     
	PART C

	Candidate ID No:
	

	Statement in Support of Application – please tell us your personal qualities, skills and attributes, experience and any major achievements and show how they match those needed for this job.

	     

	Where did you see the Advertisement for this Post?

	 Newspaper (which one?)     

	 Professional Journal (which one?)      

	 Vacancy Bulletin

	 SHOW (NHS Scotland Website)

	 Job Centre Plus

	 Other (please specify)      


	Job Reference No:
	     
	PART D

	Candidate ID No:
	

	Equal Opportunities Monitoring

	We want to ensure that our job opportunities are open to all.  The only way we can ensure there is equal opportunity is to monitor applications we receive and compare the profile of people who apply with those appointed.  Therefore, this form asks you for your ethnic origin, gender, disability, religion, sexuality and age.  The information you provide in this part of the form (Part D) is confidential and is not used in the selection process.  It will be separated from the rest of the form when we receive it.

	
	

	1) If you are currently an employee of this NHS Board, will getting this job be a promotion?

	
	

	Yes       
	No     

	

	2) Which one of the following best describes your gender?

	
	

	Male  
	Female   In Another Way    Prefer not to say  

	
	

	
	If you describe your gender with another term, please provide this here
     

	

	3) Do you consider yourself to be a trans person?

	
	
	

	Yes        
	No  
	Prefer not to say  

	
	
	

	Trans is an umbrella term to describe people whose gender is not the same as the sex they were assigned at birth.

	

	4) What is your age?
	

	

	I am       years old, and my date of birth is:      

	

	5) Do you have a physical or mental health condition or disability that:

	

	· has a substantial effect on your ability to carry out day to day activities?

· has lasted or is expected to last 12 months or more?

	
	
	

	Yes       
	No  
	Prefer not to say  

	

	· If you answered ‘yes’ please tick if it is either of the following:

	

	Learning Disability
Long standing illness
Mental health condition
	


	Physical impairment
Sensory impairment
	


	Other (please describe):


	· Again, if yes, please describe any particular arrangements you would need for your work location:




	Job Reference No:
	     
	PART D

	Candidate ID No:
	

	6)  What is your nationality? 

	a) Nationality at birth

 FORMTEXT 

     
b) Present nationality



	

	

	
	
	
	
	

	7) What is your ethnic group?

	Choose one section from A to F, then tick the appropriate box to indicate your cultural background

	

	A: White
	 Scottish
	 Irish
	 Other British
	

	

	
	 Any other White background
	
	
	

	

	B: Mixed
	 Any mixed background

	

	C: Asian; Asian Scottish; Asian British

	
	 Pakistani
	 Indian
	 Chinese
	

	
	
	

	
	 Bangladeshi
	 Any other Asian background

	

	D: Black; Black Scottish; Black British

	
	 Caribbean
	 African
	
	

	
	 Any other Black background
	

	
	

	E: Other ethnic background

	
	 Any other background
	
	

	
	

	8)  To which religion, religious denomination or body do you actively belong?

	
	 (Christianity) - Church of Scotland
	 Hinduism

	
	

	
	 (Christianity) - Roman Catholic
	 Sikhism
	

	
	
	
	
	

	
	 Christianity (other)
	 Judaism
	

	
	
	
	

	
	 Other faith / belief
	 Islam
	

	
	
	
	
	
	

	
	 Buddhism
	 No religion (none)

	
	
	
	
	
	

	
	 Prefer not to answer
	

	
	
	
	
	

	9)  Which of the following best describes your sexual orientation?

	
	
	
	
	

	
	 Heterosexual/straight
	 Bi/bisexual

	
	
	
	
	

	
	 Gay/lesbian
	 Prefer not to say


	
	
	
	
	

	
	 If you prefer to use another term, please provide this here

	
	           

	
	
	
	
	


NHS FORTH VALLEY
Forth Valley Medical Directorate

Assistant Technical Officer
Part-time, 15 hours per week, permanent

Band 2, Salary scale: £17,110 - £19,470 per annum (pro rata)
Ref No: 18110758
We are seeking to recruit an enthusiastic individual to come and join our friendly and industrious team in Cardiology.  This post is to help maintain the provision of Electrocardiography within Forth Valley Royal Hospital.  

The departments perform a wide range of non-invasive tests including Exercise Tolerance Testing, 24 hour Ambulatory monitoring and analysis, Pacemaker and ICD follow up and Standard & Specialist Echocardiographic studies.  There is also an established ICD implant service.

Essential qualifications include a minimum of 4 standard grades (or equivalent) including 2 of the following; Maths, English, Science.  Desirable qualifications include previous experience as an Auxiliary Nurse (or similar experience).

Further information and informal enquiries to: 

Sharon Hughes, Acting Cardiology Investigations Manager, Forth Valley, Tel: 01324 566973 or E-mail: sharon.hughes2@nhs.net 

The duties of this post require the successful candidate to be a member of the Protecting Vulnerable Groups (PVG) Scheme.  More information on this scheme can be found at www.disclosurescotland.co.uk
Application forms and job descriptions are available on the NHS Forth Valley Intranet site or by visiting www.show.scot.nhs.uk   Alternatively by quoting relevant post title and reference number and e-mailing FV-UHB.Recruitment@nhs.net or by telephoning the recruitment answerline on 01786 447488.  
NHS Forth Valley is positive about disabled  people and  is committed to offering an interview to disabled people who meet the minimum criteria for the job.  Please contact the Recruitment Office on 01324 618357 if there are any reasonable adjustments we can make to assist you with your application and/or interview.

NHS Forth Valley Board aims to improve health and healthcare for the people of Forth Valley. In recent years we celebrated the opening of the new Forth Valley Royal Hospital and we are now embarking on a new and exciting chapter of quality improvement as we continue to design and deliver healthcare services fit for the future, with the launch of our new Healthcare Strategy. 
For further information on NHS Forth Valley please visit our website where you will find copies of our Healthcare Strategy and Annual Review. www.nhsforthvalley.com
Please note, if we have not contacted you within 6 weeks of the post closing, please assume your application has been unsuccessful on this occasion. 
Closing date:  Friday, 30th November 2018 at 12 noon

For Insertion: 

Internal/External – Monday, 19th November 2018 at 12 noon

Redeployment – Tuesday, 20th November 2018 at 12 noon
NHS FORTH VALLEY

JOB DESCRIPTION

1.      JOB DETAILS

Job Title: 

Assistant Technical Officer
Responsible to:
Cardiology Investigations Manager

Department(s):
Cardiology Investigation Service, Forth Valley Royal Hospital

Job Holder Reference:

No of Job Holders: 
1

2.
JOB PURPOSE

The post holder is a member of the team who record electrocardiograms on patients from all wards and departments at Forth Valley Royal Hospital and Primary Care.

3.
ROLE OF DEPARTMENT

The Cardiac Investigation Service provides a wide range of investigations and treatments in a responsive manner, prioritising as deemed necessary, for both in-patients and out-patients in the NHS Forth Valley area.

4.
DIMENSIONS

Unsupervised supply on demand service for ECG recording to patients from all wards and departments at Forth Valley Royal Hospital and provision of the GP open access ECG service.

Assisting Specialist and Highly Specialist Clinical Physiologists carrying out complex procedures.

Patient care and assistance within the Cardiology Investigation Department and while carrying out investigations on individual on wards. 

5. 
KEY DUTIES/RESPONSIBILITIES

1. Provide unsupervised emergency, urgent and routine electrocardiography service to all wards and departments including reassurance and explanation of procedure for patients and prioritisation of requests and delivery of service.

2. Prepare patients for specialised Cardiology investigations including reassurance and description of test procedures, issue of instructions for removal of appropriate clothing attachment of specific electrodes relevant to procedure and input of patient data into various pieces of ultrasound and exercise testing equipment.

3. Respond appropriately to any abnormalities in recording, deterioration in patient physical or mental status during course of duties i.e. making sure patient is safe and comfortable and ward or senior staff are notified and emergency procedures are activated when required.

4. Maintain ECG machines.  Identify faulty cables etc and replace where necessary, reporting any necessary repairs to Medical Physics.

5. Test and assess any potential equipment or electrodes to replace old or obsolete.

6. Effective, communicative team member who needs to be able to work on own initiative in difficult situations and as part of a team delivering an effective Cardiology Investigation Service. 

7. Respond to any telephone or face to face enquiries from patients, patient relatives or multidisciplinary staff regarding investigations, patient transport etc.

8. Liaise with all grades of medical, healthcare professional, nursing and administrative staff in a professional manner to maintain a clinically effective delivery of the Cardiology Investigation Service.

9. Observe Forth Valley policies in respect of patient care and health and safety regulations.

10. Care and maintenance of equipment and examination rooms, infection control, stock control, and topping up of linen.

11. Provide backup for clinical staff when dealing with aggressive or confused patients/also expected to recognise and diffuse or remove themselves from any situations which arise when working out-with the department.

6.
SYSTEMS AND EQUIPMENT 

The post holder will be expected to be skilled in use of all types of Electrocardiography in use in Forth Valley Royal Hospital including care and maintenance, fault finding, repairing or reporting to Medical Physics.

Searching various databases for all types of results of cardiology investigations.

Departmental Patient Management Database.

Fully conversant with the appointment system and be able to deal with any enquiries regarding any of the above.

Fully knowledgeable of the prioritised system for provision of all types of investigations carried out in the Cardiology Investigation Service.

Skilled telephone communications essential.

7.
ASSIGNMENT AND REVIEW OF WORK

Rostered by Head of Department to provide Electrocardiography service to all wards and Outpatient Services.

The rota is flexible and the Electrocardiography workload will be organised and delivered by the Assistant Technical Officers on duty on a daily basis.

The post holder has individual responsibility for planning, prioritisation and delivery of own workload to ensure patients have investigations carried out in a manner which ensures no delays in treatments, surgery or discharge etc.

The Assistant Technical Officer on duty will perform Electrocardiography to all outpatients who either will be appointed, GP open access or via the one stop outpatient clinic service.

Assistant Technical Officers will be on call for assisting specialist and highly specialist Clinical Physiology staff whenever available and required to do so.

Will be expected to respond to telephoned Emergency, Urgent and Routine referrals from all wards, prioritise and request additional back up when required.

8.
COMMUNICATIONS AND WORKING RELATIONSHIPS

The post holder will alert senior clinical physiology staff regarding any concerns or worries they have regarding patient symptoms or any clinical deterioration or abnormalities in recordings which may need urgent intervention or alteration in management or urgent admission. 

The post holder will communicate with patients, all levels of Medical and Nursing and Ancillary staff throughout the course of daily duties.

The post holder will demonstrate a balanced and equitable approach to managing difficult situations for patients, staff and visitors. 

The post holder will provide patients with details of methods of investigation providing reassurance and further explanations when required.

The post holder will also respond to telephone enquiries from patients, patient’s relatives and GPs or practice nurses.

9a. 
PHYSICAL DEMANDS OF THE JOB

Daily exposure to prolonged standing, walking, bending or sitting in awkward positions during investigations.

Daily exposure to manoeuvring of patients in wheelchairs prior to and post investigations.

Constant manipulation requiring manual dexterity in application of electrodes, leads etc during investigations.

Daily contact with patients with MRSA

Occasional blocks of contact with Norovirus/winter vomiting bug

Frequent contact with airborne infections.

Data input on a range of systems/keyboard skills.

Moving patients and ultrasound machines within the department.

Moving ECG machines on trolleys round whole hospital.

Working in very confined spaces.

9b. 
MENTAL/EMOTIONAL DEMANDS OF THE JOB

Constant evaluation, assessment and prioritised planning of delivery of a supply on demand service.

Dealing compassionately and professionally with anxious and sometimes traumatised patients or relatives on a daily basis.

Responding daily to unexpected and emergency requests from all parts of the Hospital for investigations on patients who have suddenly deteriorated or have arrived in Accident and Emergency as a Medical or Surgical Emergency.

Constant demand for coping with a wide range of unpredictable situations on a daily basis including confused, violent or aggressive patient or relatives.
10.    KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

· Minimum of 4 standard grades including 2 of the following; Maths, English, Science 

· Minimum 2 years experience as an auxiliary nurse or similar.

· In house training up to SVQ II level and training and development in all cardiology investigations relating to post plus training and understanding of all investigations within the Cardiology Investigation service.

· The post holder will undergo intensive in house training to ensure that the investigations they carry out independently will be accurately performed (exact placement of electrodes and specialised skin preparation) to produce quality, diagnostic recordings.

· The post holder will also be taught to recognise and communicate any abnormalities needing urgent intervention.

· The post holder will be trained to explain procedures to patients and provide reassurance and help.

· The post holder will be taught and gain experience in interaction with very sick and sometimes traumatised patients.

 11.  
JOB DESCRIPTION AGREEMENT

Job Holder’s Signature:

Date:

Head of Department Signature:

Date

ROLE OF UNIT- MECAR

General medical care including the provision of emergency services in acute medicine, speciality and sub-speciality outpatient services, care of the elderly & rehabilitation and Division-wide AHP services.                                 
ORGANISATIONAL POSITION

 
[image: image1]
NHS FORTH VALLEY

Terms and Conditions:
The terms and conditions of service are those laid down by the Agenda for Change Handbook.
Salary Scale:
Band 2, Salary £17,110 - £19,470 per annum (pro rata)
Staff taking up a new appointment with NHS Forth Valley will normally enter the scale at the minimum of the pay band/range.  Any appointments above the lowest point of the pay band/range will be subject to verification of previous NHS service, or experience outside the NHS, which is given in recognition of relevant complete years of experience. 

Hours:
Part-time, 15 hours per week

Employees may be required to vary the pattern of their working week subject to the exigencies of the service.

H.C.S.W Mandatory 
Your performance must comply with the “Mandatory
Induction standards
Induction Standards for Healthcare Support Workers 

(if applicable)
in Scotland” 2009; and with the Code of Conduct for Healthcare Support Workers, both as amended from time to time.  These documents can be found at www.workinginhealth.com/standards/healthcaresupportworkers 
Duration:
Permanent
Annual Leave:
27 days rising to 29 days after 5 years service and to 33 days after 10 years service plus 8 public holidays (pro rata).


or


202.5 hours rising to 217.5 hours after 5 years service and to 247.5 hours after 10 years service plus 60 hours public holiday (pro-rata).

Superannuation:
The post is superannuable under the Scottish Public Pensions Agency Scheme and your remuneration will be subject to deduction unless you choose to opt out of the scheme.

Right to Work in the UK
NHS Forth Valley has an obligation to ensure it does not employ any worker who has not been granted the relevant permission to work in the UK.  This permission is without exception granted by the UK Border Agency.  We are required to check the entitlement to work in the UK for all prospective employees, regardless of nationality or job category. 
Medical Examination:
No appointment can be confirmed until a satisfactory medical examination has been undergone.

Protection of Vulnerable Groups

and the Disclosure of Criminal Information:

NHS Scotland is exempt from the 1974 Rehabilitation of Offenders Act (Exclusions & Exceptions) (Scotland) Order 2003. As part of any offer of employment candidates will be subject to one of the following: 

· For posts in regulated work – Protection of Vulnerable Groups Scheme membership 

· For all other posts which are subject to a criminal conviction record check – A Police Act check 

· For posts not subject to a criminal conviction record check – A self-declaration 

Secondments
Employees of NHS Forth Valley who are interested in 

(if applicable)            
pursuing a secondment opportunity should initially discuss the implications of this with their immediate line manager in order to gain their support.  Please refer to the secondment policy of the NHS Forth Valley intranet for more information.  

NHS Knowledge and 
The NHS Knowledge and Skills Framework (KSF) 
Skills Framework 
defines and also describes the knowledge and skills that NHS employees need to apply in their work in order to deliver quality services.  It provides a single, consistent, and comprehensive framework on which to base review and development for all employees.  


KSF will apply to all NHS employees except doctors, dentists and senior and executive level managers.  The purpose of the KSF is:

· To support the effective learning and development of all staff, providing the resources to do so.

· To support the development of individuals in the post to which they are employed, so that they are effective at work and are clear about what is required of them. 

· To promote equality and diversity. 

Confidentiality:
In the course of your duties you may have access to confidential information concerning patients or staff.  Unauthorized disclosure or removal of information may lead to consideration of disciplinary action.

Equality in Employment:
NHS Forth Valley fully supports the principle of equality in employment and opposes all forms of unlawful and / or unfair discrimination which cannot be shown to be justified. NHS Forth Valley is committed to ensuring equality of treatment for both present and potential employees.

Tobacco Policy:
It is the policy of NHS Forth Valley to discourage the habit of smoking within the organization and to provide a smoke free environment.

The NHS Forth Valley policy is to establish no smoking as the norm and smoking is not permitted anywhere within NHS Forth Valley premises including residences and grounds.  
The Occupational Health Service will assist members of staff who wish to stop smoking by providing or facilitating the following services:

· Information on smoking and ways to stop

· Personal support

· Health Education materials and helpline numbers

· Nicotine replacement therapy

· Smoking Cessation support

Copies of the Tobacco Policy are available from HR Advisors or via the NHS Forth Valley Intranet.

Health & Safety:
All employees have a responsibility for their own health & safety and the health & safety of others who may be affected by what they do.  Employees also have a duty to co-operate with their employer by following NHS Forth Valley policies and procedures and safe systems of work; by using equipment safely and by bringing any shortcomings in health and safety arrangements to the attention of their employer.  Where something is provided in the interests of health & safety employees must not interfere or misuse it.  All employees have a legal responsibility to report any shortcomings in terms of this in their area.  Managers and supervisors have a responsibility for monitoring health & safety arrangements and ensuring staff are following policies and procedures and safe systems of work.

Partnership Agreement:
Contributing to the development of partnership working by: supporting NHS Forth Valley in delivering its goals and objectives; supporting continuous improvement in own performance and the performance of the department, directorate and NHS Forth Valley; attending training, development and other activities aimed at improving own skills and for the benefit of the organisation and patient care.

Parking Permits: 
Please note that taking up an offer of employment at Forth Valley Royal Hospital does not automatically trigger the issuing of a staff parking permit.  

Limited staff parking permits are available for Forth Valley Royal Hospital.  Staff need to apply for these and a link to the application is below:

http://nhsforthvalley.com/wp-content/uploads/2014/02/FVRH-Car-Parking-Application.pdf
Applications will be scored and placed at the appropriate level on the waiting list.  As it is likely that it will take some considerable time for a parking permit to be issued to you, you should look to alternative transport, such as public transport and information on this can be found at:-

http://www.travelinescotland.com/welcome.do
Completed application forms should be returned to:

Email – 

FV-UHB.Recruitment@nhs.net
Or

Post – 

Recruitment Office, Administration Offices, Falkirk Community Hospital, Westburn Avenue, Falkirk, FK1 5SU

Postal Applications
 

If you post your application form, please ensure that the correct amount of postage is paid, as this may result in a delay in your application reaching us and we will be unable to progress your application if it is received after the closing date.  Postage costs can be obtained from the Post Office or visiting http://www.royalmail.com/price-finder
Please note there are no reception facilities at Falkirk Community Hospital.

Closing Date:
Friday, 30th November 2018 at 12 noon
Ref No:  

18110758
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