Guidance Notes - Please read these before completing your application
Thank you for your interest in a position within The Acclaim Housing Group.  These guidance notes are intended to assist you in completing the application for employment.  If you need further advice or guidance please contact the HR team on 01629 761573.  Email hr@acclaim-group.co.uk 
Decisions about who will be selected for interview and subsequent appointment will be based only on the information you give in your application form. Therefore, application forms should be filled in as completely and as clearly as possible. False or misleading information on this form will disqualify you from appointment, or if appointed may lead to dismissal.

Please complete the application form - We do not accept C.V.’s either in place of the application form or as an attachment.  If you do not have enough space on the form please firmly attach a continuation sheet in the same format as the question you are answering.   Copies of references and qualifications certificates should not be enclosed with your application.

It may help to do a rough draft first to avoid mistakes and repetitions.  We can email you the form so if you would prefer you can complete the form on your PC.  

The “employee specification” included in the information pack, identifies the skills, knowledge and experience you will need to have to be able to fulfill the role.  We use this throughout the recruitment process and you will need to DEMONSTRATE that you have the skills, knowledge and experience necessary to do the job. It will not be sufficient simply to state that you fulfill certain criteria, you should describe how you meet the requirements giving examples. 

 It may help to think about your experience;

· How can you show that you have the skills, knowledge and experience necessary?

· Explaining your past and present jobs or interests to someone else may help you to uncover hidden skills that you take for granted.

· Remember that unpaid work and work at home can be just as relevant as paid work.

It is not compulsory and will not affect your application, but please do complete and return the Personal Information Sheet so that we can continue to improve our recruitment process.  This document is not passed to the recruitment panel.

Please ensure that this form is returned by the closing date.  We cannot consider your application after this date.  We do not acknowledge receipt of applications but you can telephone us to check that we have received it

If you are selected for interview we will send details of when and where it is. If you are disabled you will be asked to tell us of any arrangements you would like us to make, e.g:-

1. Car parking to be made available nearby.

2. Someone to meet you at the entrance of the building.

3. A sign language interpreter to be present.

4. A friend to be present at the interview.

5. Preferred type of seating, etc.

All information relating to this recruitment process will be retained on file for a period of 12 months from the completion of the process.  The application form and information relating to pre employment checks for the successful applicant will be retained throughout the period of employment.

If you feel at any time during the recruitment process, your application has not been dealt with fairly, please write, within 28 days of the closing date and outlining your reasons why, to Julie Birtwistle, Head of Human Resources, Acclaim Housing Group, Scholes Mill, Old Coach Road, Tansley, Matlock, Derbyshire, DE4 5FY.
Thank you for your interest in The Acclaim Housing Group please ensure you return your application form by the closing date.
