CITIZENS ADVICE AND RIGHTS FIFE

Guidance Notes for Applicants

This information is designed to provide guidance on the recruitment process.  Please read this carefully, along with the other information provided, before completing and returning the application form.

The Application Form

The information you provide in your application form is the only information we will use in deciding whether or not you will be short listed for interview. You should use the application form as a way of providing evidence of your ability to meet the attributes contained in the person specification.  A scoring system will be used to assess the evidence you provide.  Applicants who assert that they possess a given attribute, without providing supporting evidence to support the claim, will not score highly in the assessment process.

Curriculum Vitae and Supplementary Information

Under our Recruitment Policy and Procedures, the first page of the application form is detached and is not used as part of the selection process.  The aim is to keep personal details out of the information used to assess applicants.  This helps us to be sure that information that does not relate to a person’s ability to do a job, is not used in deciding which applicants should be short-listed.

Submission of a CV is unlikely to provide the information we need, so you are advised to complete the application form.  If you send us a CV, you must not include factors such as; first name; age; sex; nationality and country of birth; race; marital status and parental status or name of school, college or university.

Please note that if your CV does contain these personal details, your application will not be considered.

You should retain a copy of your application form for your own reference.

Short Listed Candidates

Applicants who are short-listed may be asked to deliver a short presentation or undertake a short exercise prior to interview.  These stages of the recruitment process will be assessed using the same method described above and all the scores will then be aggregated.  The applicant with the highest score will be offered the post.

Eligibility to Work in this Country

If you are the successful candidate, before we can confirm any job offer, we are legally required to get evidence that proves you are eligible to work in this country.  Examples of documents that you can provide as evidence are your National Insurance Card or Birth Certificate.
Additional Information for Applicants with Disabilities

The Disability Discrimination Act 1995 makes it illegal for employers to discriminate against people with disabilities when you are applying for a job, or are in employment.  This includes:

	· Application forms
	· Promotion, transfer or training opportunities

	· Interview arrangements
	· Work related benefits

	· Proficiency tests
	· Dismissal or redundancy

	· Terms of employment
	· Job orders


The act defines a disabled person as someone with a physical or mental impairment that results in a long-term adverse effect on that person’s ability to carry out normal day-to-day activities.  As we are committed to our adjustments, including the following:

· Application forms – if you let us know in plenty of time, we will be happy to supply you with a copy of the form in large print, or to receive your application in a format other than a completed application form.

· Attendance interviews – if you require assistance to either attend the interview or during the interview, e.g., an interpreter, signer or wheelchair access, please contact us to discuss arrangements for your requirements.

· Selection – if you are considered the best applicant, then we will investigate any reasonable adjustments that can be made to enable you to take up employment.
If you have any special requirements, or would like to discuss a disability issue, please do not hesitate to contact us.

Age

C.A.R.F’s normal retirement age is 65 years.

Feedback Information for Applicants
The process outlined above enables us to provide feedback on applications.  Any applicant, who wishes feedback on their application form, or interview, will be informed of how to obtain this as part of the process.
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