[image: image6.png]



REFERENCE No:  ECHP/ES/882
JOB TITLE:  Occupational Therapy Technical Instructor
GRADE: Band 2
LOCATION: OT Garden & Department, Astley Ainslie Hospital
HOURS: 37.5 Hours per week
CONTRACT DURATION: Fixed term to 31 March 2010
CLOSING DATE:  25 November 2009
Salary Scale £13,233 - £16,333 per annum
There are 3 ways to make your application, which are:

1) Apply on-line www.jobs.scot.nhs.uk 

2) Download the application form, complete this, the attached working time form, save and e-mail to recruitment@nhslothian.scot.nhs.uk 

3) Print the application form, the working time form, complete both and mail these to RECRUITMENT CENTRE, ST JOHN’S HOSPITAL, LIVINGSTON, EH54 6PP
Please note that this post is subject to the Terms & Conditions of ‘Agenda for Change’.  If the post has an indicative band this means the band has yet to be confirmed, further clarification of this status will be provided at interview stage.
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NHS LOTHIAN

GENERAL INFORMATION FOR CANDIDATES
This information package has been compiled to provide prospective candidates with details of the post advertised.

The contents of this package are as follows:

· Job Description and Person Specification

· Working Time Regulations Form (please complete and return with application form)

· Agenda for Change Terms & Conditions

· Equal Opportunities Policy Statement

· Guidance on completion of Application Form

In order to measure and monitor our performance as an equal opportunities employer, it is important that we collect, store and analyse data about staff. Please therefore ensure you complete and return Equal Opportunities Monitor Form.

The NHS is currently in the process of implementing a new pay system (Agenda for Change).  It is important to note that some contractual conditions of service remain under review and may change subject to final agreement.

Please note that any personal information obtained from you throughout the recruitment process will be collected, stored and used in line with the Data Protection Act 1998. Information will be available to the recruiting manager and to the Human Resource staff.

NHS Lothian is under a duty to protect the public funds it administers, and to this end will use the information you have provided on your application form for the prevention and detection of fraud. It will also share this information with other bodies responsible for auditing or administering public funds for these purposes. More detail on this responsibility will be available on the NHS Lothian intranet in due course but currently further information is available at http://www.audit-scotland.gov.uk/work/nfi.php. Information can also be obtained by contacting Dave Proudfoot, Deputy Chief Internal Auditor on 0131 537 9267.
All jobs are only offered following receipt of two satisfactory written references.  At least one reference must be from your current/most recent employer, or your course tutor if you are currently a student.  If you have not been employed or have been out of employment for a considerable period of time, you may give the name of someone who knows you well enough to confirm information given and to comment on your ability to do the job.

Where a Disclosure is deemed necessary for a post, the successful candidate will be required to undergo an appropriate Disclosure check. Further details on the Recruitment of Ex-Offenders is available from the Recruitment Centre.

If you require a Work Permit, please seek further guidance on current immigration rules which can be found on the Home Office website www.ind.homeoffice.gov.uk
When returning your completed application and any associated enclosures by Royal Mail, please ensure that the correct postage is paid.  Underpaid mail will be retained by the Post Office which will result in applications not being returned until after the closing date and not being included for shortlisting.

I would ask you to note that if you do not hear from us within six weeks of the closing date, I regret to say that you will have been unsuccessful on this occasion.

As a Disability Symbol user we recognise the contribution that all individuals can make to the organisation regardless of their abilities.  As part of our ongoing commitment to extending employment opportunities, all applicants who are disabled and who meet the minimum criteria expressed in the job description will be guaranteed an interview.

Please send your completed application to:-

The Recruitment Centre

St. John’s Hospital at Howden

Howden Road West

Livingston

EH54 6PP

e-mail:  recruitment@nhslothian.scot.nhs.uk
	1. Job Identification

	Job Title:  Occupational Therapy Technical Instructor  

Responsible to: Occupational Therapist/Head of Department

Department: Occupational Therapy

Directorate: Rehabilitation

Operating Division: Primary Care Organisation

No. of Job Holders:

Last Update:  




	2. Job Purpose

	1. The Occupational Therapy Technical Instructor works under the clinical guidance of an experienced Occupational Therapist and provides technical and creative skills to support the planning and delivery of a flexible, client centred programme of therapeutic activities for individuals and/or groups of patients.


	3. Dimensions

	      Contracted hours – 37.5 hours per week.

3.1 Clinical Area: 

1. The post is based within the Main Occupational Therapy Department of the Astley Ainslie Hospital which provides  Rehabilitation Services to in and out patients within the catchment area of the Hospital.

2. The service provides rehabilitation and therapy to all referred patients from the (5) in and (1) out patient Occupational Therapy Teams.  

3. The post holder works as part of the Occupational Therapy Department, has 30 half hour sessions available per week for referrals from all 5 Teams.

3.2  Staff

1. Occupational Therapy Staffing within the Rehabilitation Directorate OTA time based mainly in the Garden and Woodwork areas.

	4. Organisational Position

	                                                             Head Occupational Therapist 

                           Senior I OTs                            Senior I OT                       Senior I OT s                     Senior I OT

                           East Pavilion                       Sutherland Ward              Outpatient service                  GORU

Senior 11 Occupational Therapists

Occupational Therapy OTA                                          


	5. Role of Department

	· Providing occupational therapy assessment and rehabilitation of patients with a diverse range of conditions including lower limb amputation and other locomotor disorders to facilitate their maximum potential. This includes physical, psychological, behavioural, sensory, environmental, cognitive, communication, perceptual, social, self-care, domestic, vocational and community living aspects of function. 

· Providing diagnostic formulation, appropriate assessment of and treatment interventions for patients presenting with a primary diagnosis of orthopaedic trauma and complex needs.

· Leading discharge management of patients and appropriate resettlement in the community. 

· Teaching pre and postgraduate students, staff and carers. 

· Service management, strategic planning and development within a defined service budget and a multidisciplinary framework.

· Development, implementation and management of a clinical governance strategy in line with current local and national standards and guidelines.

· The team is based in Sutherland Ward but forms part of a larger occupational therapy department within the Rehabilitation Medicine Directorate, Astley Ainslie Hospital.

· The directorate includes AHP services.

Responsibilities of the OT service:

· To provide a high quality, effective and equitable service to the local population across acute and community settings.

· To work together with other clinical specialities to provide the most effective care to patients with a diverse range of conditions.

· Development, implementation and management of Clinical Governance Strategy.




	6. Key Result Areas

	6.1 Clinical.

1. Working under the clinical guidance of an experienced senior occupational therapist, the Technical Instructor will provide technical and creative skills in horticulture, woodwork and other therapeutic activities as identified by the service, to support the planning and delivery of a flexible, client centred programme for individuals and/or groups of patients.

2. Under the clinical guidance of an occupational therapist adjust interventions to suit varied environments, tasks and patients on a day to day basis.

3. The technical instructor will work closely as a part of the occupational therapy team to support the delivery of programmes of ward, department or community based therapeutic activities 

4. Correspond with external agencies on activity related matters in conjunction with qualified staff.

5. Ensure that up to date written and electronic records and activity data are maintained in accordance with professional and division standards.

6. Be aware of current risk factors and plan intervention accordingly assuring safe and smooth running of the service and patient treatment. 

6.2 Professional. 

1. Adhere to the COT code of Ethics and professional conduct, and all other relevant policies and procedures.

2. In line with trust departmental guidelines review and reflect on own practice and performance through active participation in regular supervision and appraisal.

3. Participate in the development of new projects and activities to maintain a high quality service.

4. Participate in OT/team audit and evaluation activities as agreed with your supervisor.

5. Contribute to the development and provision of training for service staff and external groups as agreed with the Department. 

6.3 Management.

1. Take responsibility for, and ensure compliance with, relevant health and safety regulations, requirements and obligations.  Contributing to Risk Assessments for the areas of activity e.g. hospital, garden, ward – in conjunction with occupational therapy staff.

2. Undertake routine tasks to maintain the smooth running of activities, including background organisation and preparation for activities and maintenance of a safe working environment.

3. Maintain stock, initiate reordering and to advise on resources as required for patient activity.

6.4 Educational. 

1. Participate in the induction, training and education of students, and other staff in this setting, where appropriate, to develop their knowledge and raise understanding of the role of the support worker.

2. Participate in relevant personal training and development opportunities - both internal and external, as identified with supervisor.

3. Contribute to the development and provision of training for service staff and external groups.


	7a Equipment and machinery

	In the Therapeutic Work Areas:

1. Use a wide range of equipment and materials during interventions, for example: hand tools spade, fork, hoe, hand saws, power tools – including drills, sander, saw. 

2. These will be specific to area and may be for staff or patient use under supervision of the Technician. 



	7b. Systems

	1. Patient information systems

2. Patient notes

3. Inventories

4. Email and internet

5. Health and safety, COSSH 


	8. Assignment and Review of Work

	1. Clinical caseloads will be generated by the specific service needs determined by the occupational therapist responsible for the care of the referred patient. The senior occupational therapist of each area will take account of the capacity of the T.I. to meet the demands for sessions when allocating patient timetables.

2. Support and supervision from a nominated supervising occupational therapist is provided once per month. Advice and support may be accessed out with formal arrangements. 

3. Prioritising and organisation of work or activity is the responsibility of the T.I. and the supervising occupational therapist.

4. Feedback and review of individual patients will be with the referring therapist.




	9. Decisions and judgements

	The Technical Instructor is responsible for carrying out own delegated responsibilities under the supervision of a senior occupational therapist.

1. The Technical Instructors is responsible for carrying out own interventions in a safe and effective manner. Decisions may include:

· whether patient is fit to attend treatment at that moment and time

· how to approach patient

· what activities might be appropriate within a treatment specified by the Occupational Therapist and to modify these in response to patient presentation

· when to seek support or guidance from a senior member of staff

· what to feedback to other staff

2. Anticipate and manage patient related problems, discuss with senior OT and feedback to appropriate staff.

3. Manages environment, in which clinical service is delivered, responsibly in order to ensure safety and facilitate planning and delivery of activities.

4. Prioritise delegated work and involve others, as required, to deliver effective treatment programme. 
5. Make decisions and agree these with supervisor when it is appropriate to discharge from Garden/Woodwork/Therapeutic activities.




	10. Most challenging aspects of the job:

	1. Undertaking a physically, mentally and emotionally demanding job whilst at the same time taking care to safeguard own health and safety as well as that of colleagues, students and patients in the garden or woodwork areas.

2. Working with patients who are: e.g. distressed, anxious, aggressive, have cognitive impairment /communication problems.

3. Responding to changing and unplanned situations.

4. Regularly exposed to working alone without immediate occupational therapy support.

5. Occasionally work with several patients at a time who have varying range of needs.




	11. Communications and Relationships

Job Holder will communicate on an ongoing and timely basis. These communications will be accurate and effective using appropriate language and terminology. Should be aware of patient confidentiality and advocacy issues as related to this work area.

11.1 Patients

1. Modify communication skills to respond to the needs of the patient and explain issues in a manner suitable to the individual.  Barriers to communication may arise where patients have, for example, a diagnosis of learning disability, stroke, dementia and acquired brain injury.

2. Utilise effective interpersonal skills to anticipate and manage complex problems and needs.

3. Feedback effectively to the appropriate team member on patient’s performance and progress.

11.2 Relatives and Carers.
1. Provide and receive routine, appropriate information regarding patient care.

2. Liaise with other agencies as relevant – in consultation with appropriate occupational therapy staff.

3. Maintain appropriate contacts with suppliers as required.

11.3 Occupational Therapy Staff / Other health professionals.

1. Liaise with occupational therapy staff and other professionals as appropriate – for the purposes of receiving guidance and advice and for the exchange of appropriate information.

2. Share practice skills with other staff and students.


	


	12. Physical, mental, emotional and environmental demands of the job

	12.1 Physical:

1. Be able to work in conditions that are sometimes uncomfortable or cramped and limited. Activities could include bending, crouching, reaching, supporting, leaning, kneeling and repetitive movements.

2. Occasionally using moving and handling techniques in moving equipment, supplies and patients.

3. Occasionally intense exertion for specific activities – garden maintenance activities, digging, moving and handling bulk deliveries of stores.

4. Operating equipment – woodwork and gardening electrical equipment.

5. Operating PC.

6. Be aware of safe management of violent and aggressive behaviour and, occasionally, use appropriate restraint and breakaway techniques.
The highly specialist techniques employed include – bending, crouching, supporting, kneeling and repetitive movements – often in confined space whilst the patient is offering resistance or has unpredictable behaviour. 

12.2 Mental:
1. Maintaining high levels of patient interaction on a daily basis.

2. Ability to deal flexibly with frequently changing situations and unpredictable events (e.g. patient behaviour and presentation, falls, patient illness) and interruptions which may include assisting colleagues and requests for information.

3. Constant awareness of risk factors and contribution to risk assessment.

4. Remain calm in potentially volatile situations using skills and experience to deescalate.

5. Prioritising demands of delegated clinical and non-clinical workload.

12.3 Emotional 
1. Frequently deal with distressing and emotional circumstances, including working with patients demonstrating challenging behaviours, verbal and/or physical abuse and potential for self-harm.
2. Dealing with unpredictable events or behaviour of patients and relatives, including dealing with patients, carers / family who may be distressed, angry or confused.
3. Assisting patients where, applicable, in adjusting to their reduced independence and, consequently, their future care needs.
12.3 Environmental:
1. Work safely out of doors and make appropriate provision to minimise problems and risks caused by lone working.

2. Adapt environment/occupation, as appropriate, including ensuring safe handling of all materials and tools.

3. Work in environments, and with substances, which are potentially hazardous to health, applying precautions to prevent detrimental effect on own a patients physical health.

4. Work in conditions which may involve exposure to bodily fluids including sputum, vomit, urine, faeces, fleas, lice and exposure to verbal and physical aggression e.g. swearing punching, biting, scratching and kicking.

5. Regularly work alone without immediate occupational therapy support and with limited access to telephone or PC.




	13 Knowledge training and experience required for the job

	T.I. should possess:

· Good observation skills and ability to communicate observations to the occupational therapist responsible for the patient.

· Good communications skills both written and verbal English

· Good numerical skills

· Proven previous experience of work within the relevant field of the post. 

· Good organisational and time management skills

T.I. should: 

· be able to work in a team as well as individually 

· have the ability to develop therapeutic relationships with client group both within individual and group settings

· have the ability to teach and supervise activities, accommodating a wide range of ability and level of need

· have an awareness of health and safety issues and ability to create safe environment for clients




	14. Job Description Agreement

	Job Holder’s signature

Head of Department’s signature


	Date:

Date:
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__________________________________

 

 

WORKING TIME REGULATIONS

 

RECRUITMENT PRO

-

FORMA

 

 

 

In accordance with Working Time Regulations, no individual should knowingly be 

contracted to work for more than an average of 48 hours per week.  

 

 

 

For Comple

tion by Applicant

 

(to be submitted along with application form)

 

 

-

 

Do you intend on holding any other employment (either NHS or non

-

NHS)

 

YES / NO

 

 

If 

yes

 please complete the details below:

 

 

Name and address of additional employer(s)

 

 

 

 

Average number of 

hours worked for this employer per week

 

 

Signed

 

 

Name

 

 

 

 

 

For Completion by Appointment Panel

 

 

-

 

Would the offer of this post put the applicant in a position whereby they would 

exceed the 48

-

hour working limit?

 

 

 

 

 

YES/NO

 

 

Signed

 

 

 

Please Note 

-

 It is the

 responsibility of the appointment panel to ascertain whether the 

prospective employee intends to retain any other post held in addition to the one for 

which they are applying.

 

 

Refer to the Recruitment Guidance Pack for further information regarding worki

ng 

time regulations.

 


TERMS & CONDITIONS OF SERVICE

The NHS has recently undergone one of the most significant changes in relation to staff grading, pay and terms and conditions of service, known as Agenda for Change (AFC).  Agenda for Change introduces harmonised NHS Terms and Conditions of Service based on the principle of equal pay for work of equal value, to ensure a fair system of pay for all NHS employees whilst supporting modernised working practices.

The new AFC NHS terms and conditions of service have an effective date of 1 October 2004.  To enable transfer of NHS employees onto the new Agenda for Change Pay Bands all NHS jobs must go through a process of job evaluation, hence some NHS posts are advertised under AFC Band structures (Band 1-9) whilst others remain on the previous Whitley grading structure.  Ultimately all jobs will move onto the new Pay Band structure backdated to 1 October 2004.

For further information on ‘Agenda for Change’ the website address is www.paymodernisation.scot.nhs.uk
The following guidance provides the detail of the key NHS Terms and Conditions of service and will cover two categories of staff:

1. New start to the NHS

2. Existing NHS employee transferring to a new post

These are as follow:

· Hours of Work

Under Agenda for Change, full time weekly hours, for all staff, are 37.5 hours, excluding meal breaks.

For staff who transfer from another NHS employer or within Lothian transitional arrangements will apply where applicable.  For further information see your local HR Advisor.

· Annual Leave and Public Holiday Entitlement
NHS employees receive an entitlement to annual leave and public holidays giving a total leave entitlement. Leave entitlement is calculated in hours, based on length of service, as detailed in the table below.

Length of Service Annual Leave + Public Holidays = Total Leave Entitlement (equivalent number of days)

On appointment

202.5 hours + 60 hours = 262.50 hours (27 days plus 8 public holidays)

After 5 years service
217.5 hours + 60 hours = 277.5 hours
(29 days plus 8 public holidays)

After 10 years service
247.5 hours + 60 hours = 307.5 hours 
(33 days plus 8 public holidays)

For existing NHS employees, or individuals who have previously worked within the NHS, subject to evidence requirements, previous NHS service will count toward entitlement.

· Public Holidays

Within NHS Lothian, there are 8 designated Public Holidays, four of which are fixed covering Christmas and New Year with the remaining four days to be agreed on an annual basis.

· Overtime
For staff groups operating on the new Agenda for Change Pay Bands a single rate of time-and-a-half for all hours worked over 37.5 hours is applicable, with the exception of double time on Public Holidays.

For staff groups yet to be assimilated onto Agenda for Change pay bands, and who therefore remain on Whitley pay rates, transitional arrangements for overtime will apply.

· Unsocial Hours Payments
NHS employees required to work part of the standard working week during unsocial periods e.g Sat/Sun/Nights/Public Holidays, will be paid an enhancement for any such hours worked. Due to the unsocial hours payment provision within Agenda for Change currently being under review, during the interim period rates of enhancements will be as per existing Whitley rates of pay or local agreement where these are in place.  The revised Agenda for Change provisions for unsocial are due to be finalised in 2006.

If the post for which you have applied falls within the category this will be discussed in further detail if you are selected for interview.

· On Call
Agenda for Change contains new provisions for on-call working however it also enables groups of employees to retain previous Whitley/Local arrangements for a period of four years from 1 October 2004.

Further details of on call arrangements applicable for a post will be given if you are selected for interview.

· Sickness Absence
Intended to supplement statutory sick pay all NHS employees, absent from work owing to illness, injury or other disability will be entitled to the following from commencement of employment:

· During the first year of service – one months full pay and two months half pay

· During the second year of service – two months full pay and two months half pay

· During the third year of service – four months full pay and four months half pay

· During the fourth and fifth years of service – five months full pay and five months half pay

· After completing five years of service – six months full pay and six months half pay

‘Full Pay’ includes regularly paid supplements including any recruitment and retention premia, payment for work outside normal hours and high cost area supplements.

· Pay Progression
Pay progression through AFC salary band is by annual increment subject to performance review.

Within each pay band there are 2 gateways: the foundation gateway and the second gateway.  The foundation gateway is applicable to new or promoted staff and applies no later than twelve months after appointment to the pay band regardless of the pay point to which the person is appointed.  The second gateway follows the foundation gateway and the point at which it applies will vary between pay bands.

Progression through the foundation gateway follows a successful period during which time progress will be reviewed by the manager to confirm that the basic knowledge and skills required for the post are being applied.  Once progression has been agreed, movement to the next point is normally twelve months after appointment, with progression to subsequent points every twelve months thereafter, subject to meeting the criteria for progression when approaching the second gateway point on the band.

Existing staff with at least twelve months experience in the post will be assumed to have met the criteria for passing through the foundation gateway.

· NHS Pension Scheme
The NHS provides an occupational pension scheme, membership of which is optional.

The Scheme is currently under review however key provisions include the Scheme being contributory by the employee and employer and in addition to retrial benefits the Scheme also provides for ill health retrial, death gratuity, and widow’s/widower’s benefits.

Further information is available via local Human Resources Departments or go to http://www.sppa.gov.uk/pension_reform/documents/NHSRulesandBenefitsComparison.pdf

· NHS Tobacco Policy
NHS Lothian is committed to providing a safe and healthy environment for all users of its premises including staff, patients and visitors.  The policy has been developed to promote health, reduce risk and protect all users of its premises from the harmful effects of second-hand smoke.

Apart from certain exceptions, the policy will ensure that as from March 26th 2006 smoking will not be allowed in any NHS Lothian premises, around entrances or buildings, or in vehicles.

NHS Lothian recognises that promoting smoke-free environments will benefit the health, safety and welfare of all users of NHS Lothian premises.

· Other HR Policies
In addition to the general Terms and Conditions listed above NHS Lothian has in place a variety of HR Policies and Procedures covering employee relations and equal opportunities.  Further information on these can be obtained from the local HR Departments.

· Agenda for Change – Further Information
Further information on the Agenda for Change proposals are available within a booklet entitled ‘Agenda for Change’: What will it mean to you? – A Guide for staff’ on the NHS Scotland Pay Modernisation Team website at www.paymodernisation.scot.nhs.uk 
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WORKFORCE EQUALITY MONITORING

NHS Lothian is committed to supporting and promoting dignity at work by creating an inclusive working environment. We believe that all staff should be able to fulfil their potential in a workplace free from discrimination and harassment where diverse skills, perspectives and backgrounds are valued.

In order to measure and monitor our performance as an equal opportunities employer, it is important that we collect, store and analyse data about staff.  Personal, confidential information will be collected and used to help us to understand the make-up of our workforce which will enable us to make comparisons locally, regionally and nationally.

NHS LOTHIAN

EQUAL OPPORTUNITIES POLICY STATEMENT
NHS Lothian considers that it has an important role to play as a major employer and provider of services in Lothian and accepts its obligations both legal and moral by stating commitment to the promotion of equal opportunities and elimination of discrimination.

The objectives of its policy are that no person or employee receives less favourable treatment on the grounds of sex, disability, marital status, age, race (including colour, nationality, ethnic or national origin), creed, sexuality, responsibility for dependants, political party or trade union membership or activity, HIV/AIDS status or is disadvantaged by conditions or requirements which cannot be shown to be justifiable.

Provision of Services

The organisational objective is to provide equality of access to provision of services through:

· consultation over services to ensure that groups concerned are consulted over existing services and changes.

· epidemiological studies, patient satisfaction surveys and qualitative research to ensure that specific reference is made to the needs of the groups covered by the policy.

Equal Opportunities in Employment

2.1 Recruitment and Selection
The organisation aims to ensure that:

· all sections of the community know about job opportunities within NHS Lothian

· where possible, under statutory rules, members of groups who are under-represented in the workforce will be encouraged to apply for jobs through positive action programmes;

· everyone who applies or a job or promotion within the organisation will receive fair treatment and will be considered solely on ability to do the job against justifiable selection criteria and unbiased personnel specification;

· records are kept so that the organisation can monitor how the policy is working.  To do this, applicants and employees will be asked to provide information for their records.  All information will be confidential;

· all procedures and practices used in recruitment and selection are reviewed, to ensure that there is no unintended bias.

2.2 Training

The organisation intends that:

· all its employees, including part time staff, will be advised at induction and regular in-service training that they have equal access to training and are encouraged to take advantage of such training;

· all managers and those responsible for appointing staff receive training in the organisational Equal Opportunity Policy;

· in-service staff are trained as trainers and external expertise identified in sufficient quantity, quality and range to support induction, on-going and update training in Equal Opportunities for all staff;

· the organisation will also work with medical schools and other training agencies to ensure that Equal Opportunities training is integrated into courses for health workers.

 2.3 Employment

The organisation intends that:

· all staff will be protected from discrimination or harassment because of their sex, disability, marital status, age, race (including colour, nationality, ethnic or national origin), creed, sexuality, responsibility for dependants, political party or trade union membership or activity or HIV/AIDS status;

· staff who discriminate or harass employees on the grounds of any of those factors will face disciplinary action;

· staff who, in good faith, have raised or intend to raise a grievance against alleged discrimination or who give/intend to give evidence/information in connection with such grievance; must not be treated less favourably than other employees;

· all grievances and complaints will be recorded, information on investigations and outcomes to supplement monitoring.

2.4 Contractors

The organisation will require contractors to comply with its Equal Opportunities Policy and this will be a condition of contract.

2.5 General

It should be noted that the organisation’s Equal Employment Opportunities Policy extends to groups which are not specifically covered by anti-discrimination legislation.  The policy intends that the elimination of discrimination in the employment field be related to discriminatory actions or omissions which are unlawful, unfair or inappropriate.

Guidance on unlawful discrimination or unfair discrimination for appointment panels is available from HR Departments.

The organisational policy does not detract from individual rights.

This policy does not prevent an individual from pursuing contractual rights through the Grievance Procedure or from pursuing statutory rights through any body which deals with the enforcement of the particular legislation.

	Guidance for completing the NHS Scotland application form
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If you need this, or any of the attached forms in large print or other formats please call our recruitment office on 0845 6033 444

An electronic version is available at www.jobs.scot.nhs.uk
General guidance

· if you have any questions or need some help with completing the form, please call 0845 6033 444.  Please have the job reference number handy if possible

· If you are using the ‘hard copy’ version of our application form, please use black ink and write clearly in BLOCK CAPITALS.  This makes the form much easier to read and clearer when we photocopy it

· the job reference number can be copied from the job advert 

· the job location will be on the job advert

· the candidate number will be written in by us once you have returned the form to our office  

· the people who look through your completed form (short listing or short listing team) to see if you have the skills and abilities needed for the job, will only see ‘Part C’ of the form.  They will only see your candidate number and all personal details will be anonymous

· Please do not send in a CV instead of, or as well as, the application form.  We do not consider CVs during the selection process

· Please fill in all sections of the application form.  If some parts are not relevant, write ‘not applicable’ or ‘N/A’ in that space

· if you need more space to complete any section, please use extra sheets of paper.  Do not put your name or any identifying information on it as it needs to remain anonymous.  Secure it to the relevant section, and we will add a candidate number to it when we receive it

· when you have completed all of the form, please send it to:

	The Recruitment Centre

St. John’s Hospital at Howden

Howden Road West

Livingston

EH54 6PP

e-mail: recruitment@nhslothian.scot.nhs.uk




Personal Details section

· this gives us your contact details such as name and address.  Under ‘title’ you would put either Mr, Mrs, Ms, Dr or just leave blank if you prefer  

· we may need to contact you at some time throughout the recruitment process.  Please let us know the most suitable method of contacting you, for example a text message, email or phone call and, the most convenient time

Sickness

· please list in this section the number of occasions you were off work in the past year because of illness.  If you would like to discuss this for further clarification please call our recruitment office.
Declarations

· only if it is asked for in the job description, person specification or application pack about the job, you must tell us about all convictions and cautions regardless of how long ago the offence may have occurred.  Convictions from other countries must also be notified.  If in doubt please call our office at the help line number on page one of this guidance

· please note that having a conviction will not automatically disqualify you from getting a job with us.  Careful consideration will be given to the relevance of the offence to the particular post in question.  However, if you are appointed, and it is found that you did not reveal a previous conviction your employment may be terminated
· remember to read, consider and sign the declaration at the bottom of page 2

Qualifications section

· please tell us of any qualifications you have.  This can include school standard grades, GCSEs highers, or work based qualifications such as SVQs or NVQs

· remember to write down any ‘non formal’ qualifications or certificates that you think are relevant to the job you are applying for

Present (or most recent) post section

· if you are currently out of work, please write this in the ‘job title’ space

· please write your start date in month/year format MM/YYYY

· please tell us briefly about your duties (what you do or did in your job).  You could tell us your role, the main tasks, and any responsibility for supervising others.  There is not a lot of space here so continue on a separate sheet if you need to

Employment History section

· this is where you write down all the jobs you have done previously

· remember that if a job you have done in the past supports or is similar to the job you are applying for, please tell us more about it in your ‘support of application’ statement on page 6 of the application form – use a separate sheet if you need more space

References section

· referees are people who know you at work.  Please give the full names and addresses of 2 referees, one of whom must be your present or most recent employer and can confirm your job details

· you should check that the people you have put on your form are happy to be referees

· your referees will not be contacted unless you are a ‘preferred candidate’ after interview.  A preferred candidate is someone who is the preferred choice for the job, subject to satisfactory checks where appropriate

Driving Licence

· you only need to complete this if the job requires you to drive.  Please check the job description or person specification.  For example, some jobs with the Ambulance Service require you to be able to drive class C1 and D1 vehicles

Statement in support of your application

· This is one of the most important parts of the form.  In here you say why it is you want this job, and can list all your skills and abilities that you think help to match up you against the ‘person specification’.  In here you could describe how something you have done in a non work setting (for example, planning and leading a group outing) shows planning skill and some leadership qualities

Where did you see the advert section

· please try to remember where you heard about this job, and tick the relevant box.  The information you give will help us find out how good our advertising is

Equal opportunities monitoring

· please note that all details on this section (Part D) will remain totally anonymous.  It will be detached from the rest of the form as soon as we get it and remain anonymous 

· we want to ensure that there are no barriers to joining our  workforce.   As an employer, NHS Scotland is as fully inclusive as possible.  One way we can ensure this is to analyse all the data provided in this section and ensure that job opportunities are being accessed by as wide a community as possible.

Please send the completed form to the following address:

The Recruitment Centre

St. John’s Hospital at Howden

Howden Road West

Livingston

EH54 6PP

e-mail:  recruitment@nhslothian.scot.nhs.uk
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__________________________________


WORKING TIME REGULATIONS


RECRUITMENT PRO-FORMA


In accordance with Working Time Regulations, no individual should knowingly be contracted to work for more than an average of 48 hours per week.  


For Completion by Applicant (to be submitted along with application form)


· Do you intend on holding any other employment (either NHS or non-NHS)


YES / NO


If yes please complete the details below:


Name and address of additional employer(s)






Average number of hours worked for this employer per week


Signed


Name


 


For Completion by Appointment Panel


· Would the offer of this post put the applicant in a position whereby they would exceed the 48-hour working limit?




YES/NO


Signed




Please Note - It is the responsibility of the appointment panel to ascertain whether the prospective employee intends to retain any other post held in addition to the one for which they are applying.


Refer to the Recruitment Guidance Pack for further information regarding working time regulations.



