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GUIDANCE NOTES FOR APPLICANTS

Thank you for requesting details of this position within Plymouth Pavilions Limited. We are pleased to enclose an application form together with a Job Description, Person Specification and other supporting information which will assist you to complete your application. Please ensure if you are downloading these notes that you also view the documents outlined above.

Race and Equality 

Plymouth Pavilions Limited is committed to a programme of action to implement, support and promote race, equality and fairness of opportunity in relation to all staff, customers and other stakeholders. Plymouth Pavilions believes that it is in everyone’s best interest to give the fullest consideration to the talent, skills and potential of the whole community. We therefore positively promote employment opportunities for all.

The Personal Details Form 

Please type or write clearly in black ink as this form may need to be photocopied.

The information provided on this 2 sided document is used for monitoring purposes in order to meet our statutory duties and will not be used as part of the selection process. This information will be held by the Office Administrator team and if appointed it will form part of your HR folder. We request that you provide this information in order to assist us in demonstrating our commitment to equality. 

Preferred method of contact

We will assume, unless you select otherwise, that your preferred method of communication in relation to your application is email. We suggest this method as it assists us in reducing the paper produced throughout the recruitment process which supports our commitment in minimising our impact on the environment. This method also helps us reduce a third party ‘Carbon Footprint’. Please ensure that if this is not your preferred contact method that you tick the box relevant to you.

Legal right to work in the UK

Under the Asylum & Immigration Act 1996 we are obliged to ensure that all staff are legally entitled to work in the UK. If you are offered the position you will be asked to bring with you the appropriate documentation to act as evidence.

Criminal convictions
REHABILITATION OF OFFENDERS ACT 1974

This act allows an offender to be rehabilitated and his or her conviction becomes 'spent' after the following periods of time.

You must disclose all 'unspent' convictions and 'spent' convictions if required by employer

	Sentence
	Becomes 'Spent' after

	Prison (immediate or suspended sentence or young offender institution: more than 6 months but less than 30 months
	10 years

	Prison or detention in a young offender institution: 6 months or less
	7 years

	A sentence of borstal training
	7 years

	A fine or other sentence not expressly covered by the Act
	5 years

	An absolute discharge
	6 months

	A probation order, conditional discharge, bind over, fit person order, supervision order or care orders under the Children and Young Persons Act
	1 year or until the order expires (whichever is the longer) or 5 years if a probation order was made on or after 3rd February 1995

	Cashiering, discharge with ignominy or dismissal with disgrace from the Armed Forces
	10 years

	Simple dismissal from the Armed Forces
	7 years

	Detention
	5 years


Detention by direction of the Home Secretary

	A detention period exceeding 6 months but not exceeding 30 months
	5 years

	A detention period not exceeding 6 months
	3 years

	A detention care order
	3 years

	A remand home order, an approved school order or an attendance centre order
	The period of the 'order' plus a further year after the order expires

	A hospital order under the Mental Health Act
	The period of the 'order' plus a further 2 years after the order expires, with a maximum of 5 years from the date of conviction.


If you were under 17 years of age on the date of your conviction, please halve the period shown in the right hand column.  This does not apply to sentences under the heading 'Detention by direction of the Home Secretary.

If you have been sentenced for any offence and the above periods of time have not passed you must declare the offence.  If the period of time has passed you do not need to mention it on your application form.

Additional Notes:

A sentence of more than 30 months' imprisonment or youth custody can never become 'spent'.

For the purpose of calculating a 'spent' conviction, it does not matter whether a sentence was suspended.

Referees

All applicants must provide 3 references who can confirm your work/education/experience, one of whom should be your current or most recent employer. However, if you do not have a current or recent employer then a head teacher, lecturer or similar could be provided. If you are unsure who to provide please contact the Office Administrator to discuss this further.  We will not contact your references without your permission. However, any offer of employment is subject to satisfactory references being received.

Declaration

This form requires you to sign a declaration certifying that all the information you have provided in your application form is accurate. Please note that providing incorrect information or deliberately omitting any information requested may result in disqualification from the selection process, or if the discovery is made after appointment, summary dismissal.
The Application Form

Please type or write clearly in black ink as this form may need to be photocopied. Please complete this form in as much detail as possible.

Employment History

This section is where you should provide information relating to paid or voluntary work experience. There is space for a maximum of 10 examples, please provide the most relevant examples in relation to the position you are applying for.

We then provide you with a larger section to provide detailed overviews of your 2 most recent or relevant positions.

Education, Technical and Professional Qualifications

This section encourages you to provide details of any professional body or membership you may have which you feel provides support to your application.

We also ask for any personal or academic qualifications that you have gained or are working towards which you feel are relevant to the role. This section is designed for you to detail additional training you may have received that you would like to include in your application. Please start with the most recent first.

If the designated space is not sufficient for you to provide all the details please supply this information on supplementary sheets which can be attached to your application form, but please secure and number them.

Supporting Statement

After reading the Job Description and Person Specification carefully, consider to what extent you have gained the skills and experience necessary for the post. Your experience need not have been gained in paid employment and may include special interests relevant to the post.

It is essential when completing the statement in support of your application that you address all the points listed in the Person Specification to show how your experience is relevant to the post, using examples to illustrate this. Each point on the specification can be used as headings in your statement if you feel this is appropriate.

Additional information sheets can be attached to your application form but please secure and number them.

All application forms for positions at Plymouth Pavilions Limited should be returned via post to:

Office Administrator 
Plymouth Pavilions

Millbay Road

Plymouth

PL1 3LF

Or emailed to Recruitment@plymouthpavilions.com 

It is important to mention that we do not accept CVs as a method of application and if you include one with your form it will be detached and excluded from the short-listing process.

Unfortunately due to the volume of vacancies and applications we receive we are unable to acknowledge receipt of all application forms received. However, if you include a stamped self addressed envelope and an acknowledgement note we will complete and return it to you.

We wish you every success with your application and if you require any further information please contact the Office Administrator on (01752) 522203.
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