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APPLYING FOR A JOB WITH BRYN MELYN CARE

(Please retain this document for your information)
Thank you for requesting an application pack from Bryn Melyn Care.
Completing an application form is the first stage in our recruitment process, if shortlisted this would lead to an interview and a possible job offer.

· Please ensure all sections are completed fully and as clearly as possible.

· Please ensure your contact details are accurate so that we can get in touch.

· Any experience and skills you have which are relevant to this post are obviously of interest to us.  Please give us as much information as possible, also including work activities, hobbies and interests which may be useful.

· We do not ask for personal details at this stage of selection, this is due to the fact that gender, race and marital status are not taken into consideration.

· It is important that you sign the application form.  If you choose to complete and submit your application electronically we would also need to receive a hardcopy of your application containing your signature.
· All applicants are required to complete an application form, please do not send a CV.
Remember, we invite candidates for interview based on what is written in their application form, so please give as much information as possible.  Please attach additional sheets if necessary.

JOBS WORKING WITH CHILDREN AND/OR VULNERABLE ADULTS

Due to the nature of this post and the opportunity for access to children and/or vulnerable adults, your application will be subject to vigorous pre-employment checks.  These checks will include a check by the Criminal Records Bureau on police records for all criminal convictions, cautions and any impending cases.  If you are shortlisted for interview then references will also be sought at this stage.
DATA PROTECTION

The information you supply on your application form will be processed and held on computer.  If you are successfully appointed then this information will also be held on your personnel file.  

The data may also be processed for the purposes of equality monitoring, compiling statistics and for maintaining other employment records.

By signing and returning this application you will be giving your consent to processing of the data contained or referred to therein, including any information which may be considered to be sensitive personal data.

EQUALITY IN EMPLOYMENT
· We recognise that discrimination is unacceptable and although equality of opportunity has been a long-standing feature of our employment practices and procedure, we have made the decision to adopt a formal Equal Opportunities Policy.  Breaches of the policy will lead to disciplinary proceedings and if appropriate, disciplinary action.

· The aim of the policy is to ensure no job applicant or employee is discriminated against either directly or indirectly on the grounds of race, colour, creed, nationality, ethnic or national origin, religious belief, political opinion or affiliation, sex, marital status, sexual orientation or disability.

· We will ensure that the policy is circulated to any agencies responsible for our recruitment and a copy of the policy will be made available for all employees and made known to all applicants for employment.

· The policy will be communicated to all private contractors reminding them of their responsibilities towards the equality of opportunity.
· The policy will be implemented in accordance with the appropriate statutory requirements and full account will be taken of all available guidance and in particular any relevant Codes of Practice.

· We will maintain a neutral working environment in which no worker feels under threat or intimidated by any other colleague.
EQUAL OPPORTUNITIES
Attached to the application form is an Equal Opportunities Questionnaire.  Please read this carefully and complete the necessary information.  This helps us to measure the effectiveness of the policy.  When your application is received the questionnaire is removed and retained at Head Office to ensure that those involved in the short listing and interviewing process will not be aware what information is given on the monitoring form.
THE RECRUIMENT PROCESS – WHAT WILL HAPPEN NEXT?

Your application will be shortlisted by our Recruitment Panel and if successful we will write to you inviting you to attend an interview.    We also commit to notifying you if your application has been unsuccessful although this is only a general letter which provides no feedback.

If you require any help or have any questions regarding the recruitment process please do not hesitate to contact our Head Office on 01952 504715.

Thank you for the interest you have shown in working for Bryn Melyn Care.
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