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GUIDELINES FOR APPOINTMENT

Thank you for your interest in applying for a position with Kyabram and District Health Services.

Please read this document carefully as it provides you with:

· details of the requirements of the position in the form of a position (job) description;

· an overview of the process that may be used to assess your relative merit.

KYABRAM AND DISTRICT HEALTH SERVICES

The organisation is responsible for public sector health services in the town of Kyabram and its surrounding rural community.  The organisation is responsible for the promotion of the health and well-being of people within the region and ensuring that health services are of a high quality, delivered equitably and reviewed regularly.

ABOUT THE RECRUITMENT AND SELECTION PROCESS
As an applicant, it is essential that you address the requirements of the position for which you are applying.  It is your responsibility to demonstrate how you satisfy the requirements.  The use of a range of selection techniques (e.g. resume, interview, reference checks) will provide you with the opportunity to demonstrate your merit for the position.

Consistent with this organisation’s firm commitment to ensuring that selection decisions are merit-based, the principles of Equal Employment Opportunity will be observed in the selection process.

HOW TO COMPLETE YOUR APPLICATION

Details such as the position for which you are applying, a return address to acknowledge receipt of your application and contact telephone numbers will need to be specified.  Personal information such as your marital status, number of dependants, hobbies etc. are not relevant to the requirements of the position and need not be included in your application.

The requirements specified in the advertisement will be taken into account in selecting the successful applicant and are based upon the information detailed in the position description.  They provide a common standard against which each applicant will be assessed, so, as a first step, it is important that you are familiar with the position description.

It is essential that you detail in your application how you meet requirements of the position as the manner in which you do this will determine whether you are short listed.

You may already possess the required skills through work experience or by relevant experience in a similar position.  You may also be able to demonstrate your potential for developing the required skills.  Don’t just state that you meet the requirements, you will need to give examples.  Also, don’t assume that we will be aware of your previous experience or specific abilities.


THE ROLE OF THE SELECTION COMMITTEE
The selection process will be undertaken by a Committee.  The Selection Committee will be convened with care to ensure that it has the necessary expertise to make a sound decision in a fair and impartial way.

Collectively, the Committee will have an understanding of the vacancy and its role and will be responsible for the final selection decision.

HOW YOUR SUITABILITY WILL BE ASSESSED
A number of separate selection techniques may be used to gather information in regard to your suitability, so that a proper and thorough assessment is assured.  These sources include:

· your application,

· interview,

· referee reports.

APPLICATION

Your application is a written response to the position description.  It is important that you state now you meet the requirements and are able to contribute to the effective functioning of the position.  The term “ability” generally is used in relation to a person’s potential to handle certain aspects of the work.  You may already possess the required skills through actual experience or readily transferable skills obtained in a similar position.

Where the term “demonstrated” is used, you must have successfully performed this activity in the past.

If you use the application form to make your application please include copies of all the documents  requested where relevant.

If you make a written application using your Curriculum Vitae, please supply copies of all your certificates, diplomas, degrees, nursing practice certificate, nursing registration and drivers licence. Proof of Australian citizenship - Birth Certificate, Citizenship Certificate, Working Visa is also required. Failure to supply these documents may result in your application being rejected.

INTERVIEW
Each application will be assessed against the requirements to determine who will progress to the next stage of interview.  The purpose of the interview is to provide the applicant with the opportunity to expand on the information in their application, and to enable the panel to gather further data for the selection process.

The interview will be constructed so that each applicant will be asked a series of questions based upon the position description. This will allow applicants to present their case in the best manner possible.

REFERENCE CHECKS
Information as to your potential to fulfil the requirements will be sought from your referees. It is important that you nominate referees who are able to discuss your suitability in relation to the job.  Consider providing them with a copy of the Position Description so that they are able to provide relevant information.

Where necessary, for the protection of clients and patients, enquiries will be made as to whether or not you have a record of legal offences. If you continue with your application for the position, this will be taken as being your agreement to this type of reference check.

LATE APPLICATIONS - Late applications may not be considered.

NOTIFICATION - You will be notified in writing of the outcome of your application.

KYABRAM & DISTRICT HEALTH SERVICES

APPLICATION FOR EMPLOYMENT

GENERAL INFORMATION:

1. Visa Status - it is essential that we check prospective employees' entitlement to work in Australia during the recruitment process, in accordance with the Department of Immigration and Multicultural Affairs guidelines.  As there are a number of different valid working visas, individual cases should be referred to Human Resources for clarification.  The visa status of an individual may impact on the conditions of employment to be offered.

2. Referees - Before an offer of appointment is made, whether an internal applicant or a new employee to the Hospital, at least 3 reference checks must be made.  The referees given by the individual must be recent, professional and ideally include their current employer. 

3. Physical/ Medical - Kyabram and District Health Services is committed to providing a safe working environment for all employees.  It is our objective to ensure that employees are not required to work in duties that they are not able to perform safely.

4. Recruitment Procedure – All appointments are based on the principles of equity and merit.

5. Confidentiality – The information on this form will be treated as strictly confidential and will only be used in connection with prospective employment with Kyabram and District Health Services. We reserve the right to check details, however no approach will be made to your current employer without your permission.

6. Privacy – The information you provide will be maintained under the information Privacy Act and the Health Records Act, in regards to your application, potential employment contract and personal information supplied to Kyabram and District Health Services. We will ensure that your records are secure and information will not be released without your consent.  Information will be kept for a period of 12 months and then destroyed accordingly.  You have the right to access your personal information and can do so by contacting the Human Resources Department on 5857 0200.

SURNAME: 
DR / MR / MRS / MS / MISS

GIVEN NAMES: 
PREVIOUS SURNAME:




POSTAL ADDRESS: 








STATE: 
POSTCODE: 






TELEPHONE NO’S: Home (    )
Work/ Mobile (    )



 

POSITION APPLIED FOR: 








If you are making a general enquiry

please indicate in the box if your

preference is for casual, part-time

or full-time. If for casual or part-time

how many hours per week?

Office Use Only: 

Date application Received:   ………../…………/………….

Postal Address: Kyabram and District Health Services

P.O. Box 564

Kyabam Victoria 3619 Australia

Telephone:
61 03 5857 0200

Facsimile:
61 03 5852 1868

1.
Are you a permanent resident of Australia? 
( Yes
( No


If No, what is your visa status:










Passport No: 



Expiry Date:
……./……./…….


(Please attach a certified photocopy of your Australian Birth Certificate/Citizenship Certificate or proof of your visa status)

2.
 Have you received the Victorian Government’s Voluntary Departure Package (VDP) in the past three years, or a departure package from Kyabram and District Health Services? 



( Yes
( No

If Yes, please provide details 





















3.
Are you:       Aboriginal? 
( Yes
( No


Torres Strait Islander? 
( Yes
( No

4.
Do you speak a language other than English at home? 

( Yes

( No


If Yes, what language? 










5.
In what country were you born? 



EDUCATION: (Secondary and post secondary)

	Year Started
	Year Ended
	Institution
	Qualifications attained, etc.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


EMPLOYMENT: (Last 4 positions held, most recent first)

	Dates
	Employer
	Position Held
	Reason For Leaving



	…./…./…. to …./…./….
	
	
	

	…./…./…. to …./…./….
	
	
	

	…./…./…. to …./…./….
	
	
	

	…./…./…. to …./…./….
	
	
	


 Please continue answers to above on a separate sheet if required

REFERENCES:
Please provide the names of 3 referees who may be contacted. (Please note that these persons must be able to give an assessment of your work related abilities, character references are not required.

	Name
	Position Held
	Where Held
	Address & Phone Number

	
	
	
	

	
	
	
	

	
	
	
	


PLEASE ANSWER THE QUESTIONS WHICH FOLLOW

Have you been employed by Kyabram and District Health Services before?
( Yes
( No

If Yes, please give dates, and departments and positions held 
































FITNESS DECLARATION

It is a requirement of the Accident Compensation Act Section 82 (7) that employees declare any pre-existing injury or disease of which they might be aware and reasonably foresee could be affected by the nature of their work. Failure to declare, make a false or misleading disclosure may result in refusal of compensation for any recurrence, aggravation or deterioration of the injury or illness (Section 82 (8)).  

The hospital must ensure that you can perform the position safely.  Also, as an equal opportunity employer, the hospital must be aware of any training or specific services or facilities you would need to undertake the position.

Please give details below of anything that might affect your ability to perform the position, or that might affect your safety or the safety of others, include:

· any relevant medical condition or incapacity;

· any specific training needs;

· any special facilities you may need;

DO YOU HAVE ANY SKILLS WHICH MAY NOT BE DIRECTLY RELATED TO THIS POSITION BUT WHICH MAY BE USEFUL IN THE FUTURE? eg second language, computer skills, etc. PLEASE LIST 
























CURRENT DRIVERS LICENCE (Please attach copy)

APPLICANTS FOR POSITIONS REQUIRING PROFESSIONAL / OCCUPATIONAL QUALIFICATIONS AND / OR REGISTRATIONS (Please attach copies of all documents which apply) 

PLEASE OUTLINE BELOW THE ABILITIES, KNOWLEDGE AND SKILLS WHICH YOU BELIEVE BEST DEMONSTRATE WHY YOU WOULD BE SUITED TO THIS POSITION. (Please address the requirements in the Position Description when completing this section and continue on a separate sheet if necessary.  This can be included in a letter of application.)

STATEMENT:

I certify that to the best of my knowledge, the information that I have disclosed in this document is correct and that I have not knowingly provided any false or misleading information.

I acknowledge that if false or misleading information is found to have been supplied with my knowledge, it will result in my application being invalidated and if successful, my appointment may be terminated.

I agree to Kyabram and District Health Services conducting reference checks, including those to ascertain if I have any record of legal offences (Police Check).

Signature of Applicant:
………………………………………………………………………

Date:
……./……./…….

CHECKLIST:
Copy of Drivers Licence




YES    NO

ATTACHED
Copies of Professional Qualifications/Registration
YES    NO

HAVE YOU
Curriculum Vitae/Resume (if available)


YES    NO

For our internal records and the purposes of reaching our target applicants can you please indicate how you found out about this position at Kyabram and District Health Service.

	

	

	














G:\Forms\HRMFRM1A.doc
Page 6 of 6
23 May 2008

