Form Filling Guidelines

· Read the instructions carefully

· Have your CV available for reference

· Photocopy the form and work on the copy first

· Begin with the simple questions

· Jot down ideas for complex questions

· Rework the complex questions until your answer is clear

· Fill in all the boxes

· Write N/A in the box if it doesn’t apply to you

· Proof read for grammar and spelling

· Get a friend to double check it for you

· Fill in the actual form

· Make sure your hands are clean

· Do not use correction fluid

· Keep a copy of the completed form

