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APPLICATION INFORMATION (On-line)  
 
Thank you for showing an interest in a career with the Sherwood Forest Hospitals 
Foundation Trust. Please read these guidance notes carefully before completing 
the application form. They may seem a little lengthy and detailed – but they will 
guide you through your application and explain the importance of understanding 
the relevance of the Job Description and Person Specification when applying for a 
post.  
 
Please note that the Trust uses the TRAC recruitment system, a third-party 
provider, to administer all job application forms. This system is in line with GDPR. 
Application forms submitted to NHS Jobs will be automatically downloaded into 
the TRAC system. 
 
If you require any support in completing the application form or attending an 
interview please do not hesitate to contact the Recruitment Team on 01623 
622515, extension 3271 or sfh-tr.recruitmentqueries@nhs.net and we will be 
happy to provide assistance.  
 
Closing Dates  
You are advised to make your application as soon as possible for the best chance of 
making the shortlisting stage. Applications received after the closing date will not be 
accepted.  
 
Before you start your application  
Take time to fully familiarise yourself with the post by re-reading the advertisement 
together with the Job Description/Person Specification which have been provided. 
Contact the Appointing Officer if you have any queries relating to the post – they will be 
happy to discuss the post with you.  
 
The Job Description outlines the main duties of the post – you should be sure that 
these appeal to you and that you have the appropriate skills, experience and 
values/behaviours to be able to achieve in the role.  
 
The Person Specification details the essential and desirable criteria that the role 
requires, i.e. the qualifications, skills, experience and knowledge required for the post. If 
you do not demonstrate that you meet the essential criteria on your application form, 
then unfortunately you may not be short-listed for interview. The best way to do this is to 
use examples from your previous experience, don’t just put down that you can do it – tell 
us how you did it! Don’t be put off if you don’t hold modern educational qualifications 
(e.g. Business Administration Degree) as you may have the equivalent in evidenced 
work experience. However, some roles do require formal qualifications, such as being a 
registered nurse – there is no equivalent experience for that!  
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Pre-application Questions  
You may find an initial set of filtering questions to answer before you are allowed access 
to the application form. Please be aware that answering NO to a filtering questions will 
mean that you do not have the criteria that is essential for the post and if you continue 
with your application and submit it we are unable to proceed further and you will not be 
shortlisted.  
 
How do we decide who to shortlist?  
In accordance with UK legislation, the information that you provide in your application is 
the only information that the Shortlisting Panel is allowed to use when deciding whether 
or not you will be shortlisted. It is vital that you include details and examples pertinent to 
the Person Specification accurately, honestly and fully as you must evidence that you 
meet the criteria, otherwise the Panel cannot shortlist you. Always give examples 
against each of the essential and desirable criteria. The way that we score is very simple 
and ensures that we are fair to all individuals.  
 
CVs  
Unless specified, you are advised NOT to attach CVs, but enter the appropriate 
information onto the application form.  
 
COMPLETING YOUR JOB APPLICATION  
 
In submitting an application, you authorise SFHTR to confirm any current and previous 
NHS Service details and you agree to the Trust obtaining and transferring personal data 
held about you, including Occupational Health data (inoculations and screening tests). 
This data will be shared using the NHS Electronic Staff Record (ESR) and third-party 
systems via an automated process and will only be used for the purposes of maintaining 
your employment record.  
 
Priority for vacancies at the Trust will be given to existing NHS employees ~SFHTR 
whose roles are currently at risk of redundancy due to organisational change. 
 
Personal Information  
Please complete this section as fully as possible. Some questions are mandatory and 
will be marked with an asterisk*.  
 
Educational & Professional Qualifications  
(The Person Specification will detail which are essential)  
Include the level and result/grade of any essential qualifications identified in your 
application as omission of this information will prevent you from being short-listed. If you 
are selected offered the post, you will be asked to provide certificates as part of the 
recruitment process.   
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Training Courses Attended  
Don’t forget to include any training courses that you have attended (even if they are not 
specifically work related) as they could be pertinent to the post for which you have 
applied.  
 
Membership of Professional Bodies  
(if relevant to the post the Person Specification will detail this)  
Include this information otherwise you will not evidence meeting the essential criteria if 
this is relevant to the post. Any formal offer of employment will be subject to confirmation 
of professional registration where this is appropriate to the post.  
 
Employment History  
When completing this section, please ensure that both the month and year are included 
for each employment. If you have no previous employment, you could provide details of 
any work experience that you have undertaken through your school, or any voluntary 
work you have undertaken.  
 
References  
All candidates successful at interview and formally offered employment will be required 
to provide referees validating at least three years of previous employment and/or 
training. The Recruitment Team often experience difficulty in obtaining references to 
support a formal offer as the referees are not aware that they have been identified. To 
help us help you, please contact your potential referees and ask permission to identify 
them on your application form. Referees are not obliged to provide references so you do 
need to make sure that they are happy to do so, otherwise this would delay any 
confirmation of appointment. It also incurs additional unnecessary administration costs 
for the NHS which we are working hard to avoid.  
 
Please note that we will not accept references from a member of your family, a personal 
friend or peer colleague. Colleagues of a higher banding without management 
responsibility for you are acceptable in some instances. Teacher Governors, Lecturers, 
Volunteer and Charity management representatives are also acceptable if you are not or 
have never been in paid employment. Please call us to discuss if this is the case. 
 
If your current or most recent role is working within the NHS, a factual reference and 
details of your previous NHS continuous service record will be requested if you are 
successfully offered a position within SFHTR. This will be sent electronically via ‘Inter 
Authority Transfer’ between ESR staff records when an offer of employment has been 
made. Please note that previous NHS bank work only does not count towards 
continuous service.  
 
Supporting Information  
This section is your opportunity to explain your reasons for showing an interest in the 
post and evidence to the Shortlisting Panel how you meet the criteria (essential and 
desirable if you have them all) from the Person Specification. It is important that you 
include all previous relevant experience, including any voluntary or other unpaid work. 
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It is recommended that you complete this part of the application first – as it’s the most 
important!  
 
The On-Line form can accommodate a large amount of text and will continue to expand. 
(Note: that your on-line application is held securely within www.jobs.nhs.uk and can be 
utilised repeatedly, i.e. if you apply online this time you can reuse the same information, 
altered accordingly each time, for multiple applications. So if you were not successful 
with this post, you are ready to apply for others within the NHS at the appropriate time.)  
 
Additional Personal Information  

This section asks for further information on ability to travel and preferred employment 
type. You are also asked to explain any gaps in employment history, reasons why you 
left or are considering leaving your current employment and a question about your 
values. Our recruitment process is values based and therefore your values will be 
assessed during this process.  
 
Monitoring Information  
The aim of our Equal Opportunities Policy is to ensure that ALL applicants for posts 
within the NHS do not receive less favourable treatment on the grounds of sex, marital 
status, disability, race, sexual orientation, nationality, ethnic origin, religious beliefs or 
age, neither will candidates be placed at a disadvantage by imposed conditions or 
requirements that cannot be justified. Please complete the monitoring information 
section. The information is needed for statistical purposes only and is NOT made 
available to the Shortlisting Panel.  
 
Safeguarding (Rehabilitation of Offenders Act/Criminal Convictions)  
Under the terms of the Rehabilitation of Offenders Act 1974 (Exemptions) and 
(Amendment) Order 1986 there are occasions where convictions, although normally 
‘spent’, can be taken into account. Because of the nature of NHS work caring for some 
of society’s most vulnerable people, you must disclose any conviction, action, binding 
over or caution, including all spent convictions, as an Enhanced DBS will include these. 
If you fail to disclose such convictions and are appointed, then this could result in 
dismissal or disciplinary action by the Trust. Such convictions will be discussed with the 
candidate only if the conviction is considered relevant to the post. NHS roles are 
covered under the DBS reference 25 of the Rehabilitation of Offenders Act 1974 
eligibility guidance supplied by the DBS.  
 
Declaration  
Applying on-line via jobs.nhs.uk you will have been asked to check a declaration box – 
this is the same as signing your name. Please press SAVE and check your application. 
Once you are satisfied that you have completed the forms, press SUBMIT and your 
application is available to us almost instantly. (Note – once you have pressed SUBMIT 
you will not be able to access the application again, so please take care.)  
If you encounter technical difficulties www.jobs.nhs.uk promise to respond within 30 
minutes if you contact them via the site. 
 

 
 
 



 

 

Chair Claire Ward 
Chief Executive Paul Robinson 

 

We are proud to 

be a smoke-free 

site 

 

Patient Experience Team                                                                       
01623 672222                                                   
                                                       

sfh-tr.pet@nhs.net 

 

 
 
 
 

 Email the Recruitment Team on sfh-tr.recruitmentqueries@nhs.net or call us on 01623 
622515 ext. 3271 if NHS Jobs cannot help. Please contact the Appointing Officer for any 
queries regarding the job role rather than the Recruitment Team.  
 
PRE-EMPLOYMENT CHECKS  
It is mandatory for all successful candidates to undergo pre-employment checks and that 
any formal offer of employment is made subject to those being satisfactory to the Trust.  
There are several checks conducted and specific details of those that are applicable to 
this post will be sent to you if your application is successful and you are invited to 
interview, however shown below is information on checks available.  
 
Identity  
All candidates attending interview will be asked to bring with them documents to prove 
their identity. Original documents only will be accepted. Please ensure you bring your 
correct ID documentation to interview, otherwise this could delay the recruitment 
process.  
 
Entitlement to Work in UK  
All candidates attending interview will be checked to ensure they are entitled to work in 
the UK. Candidates will be asked to bring relevant documents (original only). Further 
steps may be necessary in cases where work permits/visas are required.  
 
Qualifications  
Candidates will be required to bring the necessary original certificates of any 
qualifications that are a requirement of the post to their ID check. 
 
Professional Registration  
For those posts that require professional registration, candidates will be asked to bring 
details to interview. These will subsequently be checked with the relevant authority/body.  
 
Criminal Records  
If this post requires a DBS check (Disclosure & Barring Service) you will be sent the 
relevant forms for completion if you are successful at interview. All candidates are also 
required to complete a Declaration Form confirming their status regarding criminal 
offences. This is in line with the DBS Code of Practice which can be provided upon 
request.  
 
NHS Alerts/Fraud Checks  
All candidates successful at interview will be checked to see if they are subject to an 
NHS Alert/Fraud check.  
 
Medical Clearance  
If you are successful at interview and formally offered the post, you will be required to 
complete a Declaration of Health form and any offer of appointment will be subject to 
medical clearance. This information is confidential between you and the Occupational 
Health Department. 
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If offered the post, Occupational Health will only declare to the Line Manager whether 
you are fit for the post or not. Please be assured that we operate within the Equality Act 
framework and will adjust the workplace accordingly if it is feasible to do so.  
 
We hope that these notes are useful – please let us have any suggestions you may 
have on improving them if not. Good luck with your application – we hope to invite you 
for interview very soon.  
 
HR Recruitment Team 
Sherwood Forest Hospitals NHS Foundation Trust 

Kingsmill Hospital, Trust Admin Building, Level 1, NG17 4JL Tel: 01623 622515 ext. 
3271 Email: sfh-tr.recruitmentqueries@nhs.net  
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