Notes to help you complete your application form
Points to remember
· Take your time and complete the form as fully and as accurately as you can;

· Make sure that you have read through the person specification, job description and advertisement carefully, and ensure that you tailor your application form to these;

· Don't leave out any relevant experience, skills or knowledge that you have, however you gained it;

· If you complete the application form by hand, rather than typing it, make sure that it is clear and legible. Use BLOCK CAPITALS if your writing is hard to read;

· Please do not send in your CV. It will not be accepted.

Completing your supporting statement
· Use the person specification as a guide to help you complete your supporting statement and answer how you meet each of the requirements set out in it.

· You can use up to three extra sheets in your application form if you don't have enough space. Make sure that you number them and attach them securely to your application form. Include your name and the job title and reference number of the role you are applying for on each additional sheet.

· The supporting statement gives you an opportunity to tell us more about yourself and your suitability for the role. Use it to provide specific examples in response to the things we have asked for in the person specification and job description. Avoid using this section to repeat what you have said in your employment history.

Naming referees
· Check with your referees that they are happy for us to contact them before you name them.

· Let us know if you do not want us to contact your referees before the interview.

Sending us your application form
· Make sure that you have filled in all the sections as much as possible and you have corrected any mistakes;

· Keep a copy of your application form for yourself;

· Return your completed form to the correct address listed at the bottom of the form;

· Make sure your form gets to us before 5pm on the closing date.

Attending an interview
· Make a note of the interview date and keep it free. You may request a change of date in a covering letter with your application, but please note that we may not be able to rearrange the date.

· If you have a disability, tell us about any particular requirements you may have during the interview process. This will help us make reasonable adjustments wherever possible to ensure that you are not disadvantaged in our recruitment and selection process.

If we invite you to an interview, you need to bring the following with you:

1. Proof of identity

Proof of your identity needs to comply with DBS requirements. Please bring to the interview either a total of three documents (at least one of which should be from Group 1) or a total of five documents, all from Group 2. If none of the documents you bring include photo ID, please bring this as well.

Group 1

Passport

UK or EU national identity card

Identity Card for Foreign Nationals (ICFN)

Driving licence (UK) (full or provisional) photo card only valid if presented with the counterpart licence (not including Jersey)

Birth certificate (UK) â€“ issued within 12 months of date of birth â€“ full or short form acceptable including those issued by UK authorities overseas, such as embassies, high commissions and HM Forces

Firearms licence (UK)

HM forces ID card (UK)

Adoption certificate (UK)

Group 2

Marriage/civil partnership certificate

Financial statement eg pension, endowment, ISA etc, issued in the last 12 months

P45/P60 statement (UK), issued in last 12 months old

Mail order catalogue statement, issued in last three months

Bank or building society statement, issued in last three months

Court claim form (UK), issued in the last 12 months

ïDocumentation issued by the Court Services, issued in the last three months

Utility bill (gas, electricity, water, telephone â€“ including mobile phone contract/bill) issued in last three months

Exam certificate (eg GCSE, NVQ, O Levels, Degree)

TV licence, issued in the last 12 months

Addressed payslip, issued in the last three months

Credit card statement, issued in the last three months

National Insurance card (UK)

Store card statement, issued in the last three months

NHS card (UK)

Mortgage statement, issued in the last three months

Benefit statement (eg child allowance, pension), issued in the last three months

Insurance certificate, issued in the last 12 months

Certificate of British nationality (UK)

Council tax statement (UK), issued in the last 12 months

Work permit/visa (UK), issued in the last 12 months

A document from central/local government/government agency/ local authority, issued in the last three months, giving entitlement (UK) eg from the Department of Work and Pensions, the Employment Service, Customs and Revenue, Job Centre, Job Centre Plus, Social Security.

2. Qualifications and/or registration with a professional body
· If you have said that you have a specific qualification or registration with a professional body relevant to the job, you will be asked to bring your original certificates with you to the interview. We may verify your qualification or registration with the relevant establishment or professional body.

· If you are unable to bring these documents to interview, other evidence should be brought. Please bring original documents from the establishment that issued your qualification or membership. We may also ask the relevant establishment for a certified copy of your qualification/registration.

Safer recruitment applicant information
The Village Pre-School (Gorse Covert) has a commitment to promote the welfare of children and young people and to keep them safe. We have policies and procedures in place to ensure that risks to children and young people are minimised and there is a culture of safety within our staff group.

If you are applying for a job that involves working with children and young people, you will be subject to our safer recruitment processes.

The checks that we will carry out prior to appointing to the post are listed below:

1. Declaration of previous convictions

The Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 as amended makes work with children and young people exempt from the Act. This means that individuals who seek to work with children and young people are required to reveal all convictions no matter how long ago they took place, both spent and unspent, in their application.

2. Disclosure and Barring Service (DBS) check

If you are successful in being offered a post to work with children and young people, you will be asked to undergo an enhanced check with the Disclosure and Barring Service.

If you are not normally resident in the UK or you have been resident outside the UK for more than six months, we will need an additional police check from the country where you are resident. We may also seek additional references.

3. References

One of your references should be your current or most recent employer or, if you have worked on a voluntary basis, the organisation where you currently or have most recently worked as a volunteer.

One reference should also be from someone who can comment on your experience of working with children and/or young people. If you haven't worked with children or young people before, a character reference should be provided from someone who is able to comment on your suitability for this work.

If you have no previous employment history, your references should come from educational establishments you have attended.

The Village Pre-School (Gorse Covert) does not accept open references ie those addressed 'To whom it may concern'. Please ensure your referees address us personally.

We don't accept references from family members.

Any offer of employment is subject to receiving satisfactory references. We may end a contract with immediate effect if references are unsatisfactory.
4. Eligibility to work in the UK (for paid employment only)
Under the Asylum and Immigration Act 1996, The Village Pre-School (Gorse Covert) has a legal obligation to satisfy itself that all potential employees are eligible to work in the UK.

If you are a resident of the European Economic Area (EEA), you may use your valid passport to prove your eligibility. If you are a resident of an accession state, you need to be registered with the Accession State Workers Registration Scheme. Further information can be found http://www.direct.gov.uk/en/Employment/Understandingyourworkstatus

All other applicants must bring a valid visa to interview to prove that they are eligible to work in the UK.

5. Medical assessment
If you have told us that you have or have had a medical condition that could affect your ability to work with children and young people, we may need an up-to-date medical assessment of your health. We will discuss this with you before we request this.
