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Application Form Guidance
	IT IS IMPORTANT THAT YOU READ THESE NOTES BEFORE COMPLETING YOUR APPLICATION FORM



	The best way to show that you match a particular criterion is to give examples which you feel will demonstrate to the short-listing panel that you have the knowledge, skills and experience listed on the person specification. Examples do not need to be from your work experience and can be from other areas of your life.

It is important that you include all the relevant information on your application form.  The selection panel will not be able to make assumptions about your ability based on their (or anyone else's) knowledge of you. This applies particularly to internal applications.



	HINTS AND TIPS ON COMPLETING YOUR APPLICATION FORM


	· Read through the job description and the person specification.

· It may be useful to complete a rough draft first.

· Please complete your application form clearly in dark ink or type as it may be photocopied.

· Take care to complete all sections in the application form. If you think some sections do not apply to you then write N/A in the section provided for your answer.
· When completing the additional information section in the application form, ensure that you use the person specification.

· Before returning your application form, check that you have completed all of the sections fully and sign the form.

· You must make sure that your application form reaches us by the closing date. 

· Answer all questions to the best of your abilities and be honest in your answers.

Note:  If short-listed, you must be able to produce documentation showing eligibility to work in the UK at the interview. If asked to provide any additional documentation at the interview, ensure that you have it ready.


	USE OF AI TOOLS BY APPLICANTS


	We understand that applicants may choose to use Artificial Intelligence (AI) tools to support them in preparing their application. While we recognise that AI can assist with tasks such as structuring or refining text, we ask that all personal statements submitted in our application form are written in your own words and reflect your genuine experience, skills, and motivations for applying.

 

Acceptable uses of AI might include:
· Proofreading or improving grammar and clarity

· Helping with structure or formatting

· Practising potential interview questions

 

Unacceptable use includes:
 

· Submitting a personal statement that is largely or entirely generated by AI with minimal personal input

· Misrepresenting your experience, achievements, or motivations

· Using AI tools during assessments or interviews, unless agreed in advance

 

We value authenticity and fairness in our recruitment process. If you have used AI to support your application, we encourage you to be open about how it was used. We may explore your application content further during the interview process to ensure alignment with your actual experience.




	COMPLETING THE SECTIONS OF THE APPLICATION FORM



	Application Details

Please ensure that you state clearly the post that you are applying for and the department of the post. This information will be given in the job description.

Personal Details

Ensure that you provide your full name and contact details. If you have a national insurance number please include it in this section of the application form. This will help us track and monitor your application form through the recruitment process. Our preferred method of contact is via email however if you do not have a current email address we will contact you by phone.

Disability

BHA is an equal opportunities employer; we take a positive approach to the selection of individuals with disabilities. It is important to state if have a disability in this section and whether any reasonable adjustments are required. Applicants may be required to provide medical proof of any disability if selected for an interview.

Eligibility to work in the UK

Please give details on your eligibility to work in the UK, if you need a work permit and currently hold a valid one. Proof of eligibility must be produced at the interview stage. All new employees need to satisfy BHA that they are entitled to live and work in the UK for the duration of their employment. In accordance with the Immigration, Asylum and Nationality Act of 2006, BHA is legally obligated to make certain checks on all new employees to ensure that they are legally permitted to work in the UK before they can start work.
Cautions/Convictions
The Disclosure and Barring Service (DBS) checks are compulsory at BHA. Therefore, if you are invited to attend an interview, you will be asked to complete our criminal conviction disclosure form and depending on the role applied you will need to state any unspent and/or spent convictions. Please note that criminal records will be taken into account for recruitment purposes only when the conviction is relevant.
Vaccination

Due to the nature of our work, certain roles may involve contact with service users who are at higher risk of infection. For these roles, relevant vaccinations such as Tuberculosis (TB) and Hepatitis B may be required. If applicable, this will be outlined in the job description and discussed further during the recruitment process.

Education/Training and other relevant skills
We are interested in any form of education, training, and qualifications you have received from schools, colleges, universities, and training providers. You should include in your application details of any technical, professional or other relevant qualifications. You may be asked to provide evidence of any qualifications received at the interview.

Present Employment and Employment History

BHA requires details of your present or most recent employment, including any voluntary work. You should clearly state the duration of employment and your reason for leaving.

Experience, skills, knowledge
For this section please provide evidence of your experience, skills and knowledge in relation to the essential/desirable criteria outlined in the person specification. You should try to find evidence of past experience that satisfy each individual criterion in the person specification, this could be experience gained via previous employment or by education. 
Referees
We require the names and contact details of two referees, which must include your current/most recent employer(s). If you have not had two employers, then you may provide as a second referee the name and contact details of any school, college, or university tutor if you have been in full-time education. If you have not been in full-time education and have not had two employers, personal referee may be used if that person has known you for over five years and is a professional. Relatives may not be used as personal referees. 

Sickness Record

Please note that we will be requesting details of your sickness absence during the last 2 years from your previous employers as part of our reference checks.
Declaration 

Please ensure that you read the declaration carefully before you sign.

Equal opportunities monitoring form

BHA is an equal opportunities employer. We are committed to ensuring that no job applicant or member of staff receives less favorable treatment because of his or her; age, disability, ethnicity, gender, transgender, race, religion or belief, or sexual orientation. The form is for monitoring purposes only and will be detached from the application form.
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