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Hazardous Area Response Team Incident Response Unit Instructor Application Form

(Staff in Confidence)

	The aim of this application form is to provide the shortlisting and selection panel with information about your competencies and abilities in relation to the post for which you are applying.  

It is your responsibility to ensure that your line managers are made aware of the closing date, as late applications will NOT be considered.  

	Application forms and all associated documents must be returned to Karen Graham, Ambulance HART, Defence CBRN Centre, Winterbourne Gunner, Salisbury, Wiltshire SP4 0ES by 21st May 2010


	Post applied for:

	Closing date:

	First names:

	Surname:

	Current home address:
                                                                                                                                   Post Code:

	Home Tel:

	Work Ext:
	Mobile No:
	E-mail:

	
	
	Location:
	Current Job Title:
	Yrs in Current role:


	SICKNESS RECORD - Please provide the following information

	

	Number of days absent from work due to illness or injury.

	

	In the last 12 months:
	Occasions
	     
	          Days
	     
	

	
	
	
	
	

	In the last 3 years:
	Occasions
	     
	          Days
	     
	

	


Note:
If you have 12 duty days absence or 4 periods of absence in any one year, your line manager will need to provide written justification for their recommendation. Your application will NOT be considered for short listing, unless we receive this information.


	Part A – To be completed by applicant – typed and restricted to the space provided

	Brief summary of career history. Include dates, and information relevant to the role applied for.



	When completing this section, please refer to part 2 of the Role Profile. You will need to use the identified headings from the profile and evidence your skills against these key competencies.

	     

	

	     


	     




	PART B – To be completed by immediate supervisor (who has day-to-day contact with the applicant).

	Please review the assessment statements given by the applicant in Part A, against the competency headings for the role and tick the appropriate statement (s) below. Please indicate in the comments box whether the information provided is a true and fair representation.  

(If you have supervised this applicant for a short time you may not feel you can fully assess their capabilities and potential. You are therefore encouraged to seek the views of the previous line manager.)

Tick all relevant boxes
 FORMCHECKBOX 
          I support the application and would like to add the supporting evidence and comments below.

 FORMCHECKBOX 
          I confirm this applicant has no outstanding complaints / discipline.

 FORMCHECKBOX 
         I confirm this applicant’s sickness record is correct and less than 12 days absence or 4 periods of absence in any one year (if more and still recommended, please provide written justification).

             I do not recommend this applicant for selection and give my reasons below.

	Comments:-

      



	I have supervised the applicant for         months
	
	

	Role and Name:      
	Signed:

Date:       
	Station/Dept:
     

	

	Applicants for the secondment to the HART project require the approval of Senior Manager or Director of Personnel. This manager confirms that the applicant is recommended within part B and furthermore will be released for secondment, if successful.  

 FORMCHECKBOX 
  I support the applicants request for selection and add the comments below.

 FORMCHECKBOX 
  I do not recommend the applicants request for selection and give my reasons below. 
  

	Role and Name:     
	Date:     
Signed:     
	Station/Department:     


Please note: That it is the applicant’s responsibility to ensure that the application form are returned to;

Karen Graham, Ambulance HART, Defence CBRN Centre,  Winterbourne Gunner, Salisbury, Wiltshire SP4 0ES 

Applications submitted after the closing date late will not be considered for selection.
Applicant
I confirm the above information is correct and understand that if any information is omitted this will result in my application form being returned to me. I understand my application form cannot be put forward for short listing, unless all relevant document information is provided.

Candidates Guidance for Completing 

Application Forms

Many people find the completion of an application form a daunting prospect.  However, you should see this as your opportunity to highlight your skills, abilities and experience to show you can do the job.  The forms are crucial to the recruitment and selection process as they allow the panel to check that candidates meet the various criteria for the job and shortlist candidates for interview and/or further assessment.  To help you to be clear as to how you should go about completing the application form, some key points are listed below that you should address in order to produce a good application form and increase your chance of being shortlisted.

Role profile Part 1

This provides you with a summary of the job and the key accountabilities for the post holder.

Role Profile Parts 2 – Essential competencies  
This details the competences needed to do the job, including Health and Safety and Respect for Diversity. In your application you must highlight the links between your skills and experience and the essential competencies for the post.   It is very important that you provide sound evidence in completing the application form; that the information you supply clearly relates directly to each of the competences and that you demonstrate by means of a real example, how you applied that skill, gained or used that knowledge, or exercised that ability.  Providing a clear verifiable example helps the panel see in practical terms how you meet that particular competency.  It also assists the interviewers to explore in more detail what you have to say during the interview.

Do:


· Be clear which competency you are addressing. Try using headings and sub-headings which would help the person reading your form to quickly identify which competency you are evidencing.

· Provide a clear, concise example and explain why you think this addresses the particular activity/behaviour

· Use current examples if at all possible, but your example does not have to be related to your present role. The key is that the information should be relevant and can be clearly referenced to competency.

· You should limit your evidence to the space provided.
Don’t:


· Just say that you have a particular skill, competency, ability or knowledge

· Ramble, by writing too much in the hope that you cover the point

· Assume that the reader knows how that evidence relates to the competency or has enhanced your skills or knowledge – you must explain clearly.
OFFICE USE ONLY





Recommended 			Sickness record checked			Email























Please give details of any additional interests or activities which may be relevant to your effectiveness in the post, including your reasons for applying.





















































Date:					


Signed:











When you have completed and you are happy with your evidence, please forward your application to your line manager, either via e-mail or hard copy.











Signed: 									Date:
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