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Thank you for your interest in applying for work experience.  This 

is a guide on how to complete the NHS jobs application form.  If 

this document does not answer your questions, please contact 

the Widening Participation department. 

Our online application form can be accessed via our website at 

http://www.ruh.nhs.uk/careers/work_experience.asp?menu_id=5 

The form is a standard NHS jobs online application.  We know the wording in 

these applications is quite specific and not always easy to understand.  Please 

read the guidance below to help you to complete this form for work 

experience. 

1. Click on the link provided on our website.  This will take you to NHS jobs.  If you 

already have a NHS jobs account, please log-in by clicking the tab on the top right.  

If you are currently not registered, please set-up an account by clicking the register 

tab. 

 

 

2. Fill in the details in the personal section.  You can leave the Jobs by email section 

blank if you like.  Please make sure that you read and understand the Acceptable Use 

policy.  Click the create button.

 

http://www.ruh.nhs.uk/careers/work_experience.asp?menu_id=5
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3. Check your email account for an activation email from NHS jobs.  If you haven’t 

received the email, make sure that you check your spam folder.  If not, click on the 

re-send my activation code button.  Either click on the link in the email to activate 

your account or copy and paste the code into the box and click Activate Account. 

 
 

 
 

4. Once logged in, please search for the job reference.  Enter 427-WE2018001 into 

the search bar. 
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5. Click on the vacancy called Work Experience Placement. 

 

6. Click on the green box, Apply for this job. 

 
  

7. Complete the pre-application questions.  Please answer them honestly.  If you 

have any questions about eligibility, please contact the Widening Participation 

team.  Read the Acceptable Use Policy and tick the box to proceed.  

 

After clicking submit, you will be presented with an online application form. You 

may complete this now or later.  If you want to revisit the application form before 

submitting, click save for later.  Make sure that you save your application at regular 

intervals.  If the website is inactive for too long, you will be logged out and any 

work will be lost since the last save. 
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8. Fill out the personal information section.  All fields marked with a red asterisk 

are compulsory.  Do not type using only capital letters, as this could lead to 

your application being automatically rejected.  Please provide us with at least 

one telephone number.  
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9. Complete the Qualifications section.  
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10. If you have not worked before, please leave the Employment section blank.  You 

do not need to have previous experience to access work experience at the RUH.  

However, if you have a part-time job whilst at school, college or uni, please feel 

free to include this.  If you have been working since leaving education, please 

include details of employers to cover your last three years of employment history.  

To add another job, click on the green box, add another employer. 
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11. We are required to take references that cover the last three years.  Please add 

these details to the Referee section.  It is very important that you provide us with 

an email for the referee.  This must be a professional email address (e.g. do not 

give a Hotmail or Gmail account).  Please provide us with references that you are 

happy for us to contact before work experience starts. 

 

If you are currently at school/college/university, please give details of 

someone who can provide a reference, like your form tutor or Head of Year.  If you 

have attended one school for the last three years, please complete the same 

details for the second referee. 

 

If you have been employed rather than in education for the last three years, 

please give us details of your employers (if you are happy for them to be 

contacted) or details of a professional person (doctor, nurse, teacher or accountant 

etc.) who has known you for three years and is willing to act as a character 

reference.  It is compulsory to give details of two referees. If you have worked for 

the same employer for the last three years and can only provide one referee, 

please complete the same details for the second referee section. 
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12. This work experience placement does not have a person specification or essential 

criteria.  In the Supporting Information section, please tell us why you would like 

to do work experience at the RUH and what you are hoping to gain from it.  Also 

include your plans for the future and any hobbies or interests that you have.  There 

is no requirement to have previous experience to access work experience at the 

RUH.  However, if you do have any previous work experience, volunteering or paid 

work which may support your application, please give a few details to include the 

name of the employer, dates and what you did.  Please also complete the 

additional questions below the supporting statement. 

 

 
 

 

 

13. Monitoring Information and Safeguarding – this information will be stored 

separately and is not visible when we shortlist applications.  The equality data 

gathered helps us to ensure our processes are as fair as possible.  Data gathered 

from the Safeguarding section will only be viewed by those who need to see it as 

part of the recruitment process.  Any information disclosed will be treated as 

strictly confidential. 
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14. Once you have completed the application, all sections will be marked with a green 

tick.  We recommend that you proof read to check for any errors and make sure 

that you have answered the questions as best as possible.  When you are happy, 

tick the declaration box and click on the green submit application button.  Once 

you have submitted the application, you cannot make any more changes apart 

from updating your personal details.  

 

 
 

 

 

We look forward to receiving your application and very much 

hope to be able to welcome you for work experience. 

If you have any other questions, or need any support applying, please email 

ruh.tr-schoolsandcolleges@nhs.net or call the Widening Participation Team   

Rebecca (01225 826041), Ruby (01225 824281) or Lilly (01225 825966) 

 

Widening Participation Team 
Education Centre (E7), Royal United Hospitals Bath NHS Foundation Trust 

Combe Park, Bath BA1 3NG 
01225 826041 / 01225 824281 www.ruh.nhs.uk 

mailto:ruh.tr-schoolsandcolleges@nhs.net
http://www.ruh.nhs.uk/

