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Guidance Notes for Completing Application Form, Interview and Recruitment Process

The purpose of this Guidance is to give those interested in working for Wirral Partnership Homes assistance in completing the Application Form, information on the recruitment, selection and appointment process.

Guidance

Your Application Form plays an important part in all stages of the selection process. Our application forms are short listed by the managers who you are hoping to work for.  Your application form is normally the first contact you will have with them and it is important that you complete the form clearly so it is easy to read and understand.  We run a fair and transparent process that does not discriminate against any candidate, regardless of gender, ethnicity, age, religious belief, disability or sexual orientation.  Some positions have special requirements or are subject to a standard or enhanced Criminal Records Bureau check, however, this will be clearly stated in the vacancy advert. 

Forms are normally short listed immediately after the closing date and you should expect to hear from us within one to two weeks following the closing date.  We write to all applicants whether successful or not.  Sometimes we have a large volume of applicants, particularly for clerical, administrative and apprentice positions.  In such circumstances please bear with us as our processes may take a little longer. 

Here are some useful do’s and don’ts!

· Do make sure you complete the whole form, incomplete forms are the most common reason for failing to get an interview

· Do use dark ink as your form will be photocopied

· Do make sure you read the job description and the competencies

· Do make your application relevant to the role you are applying for

· Do use relevant experience and examples to demonstrate your suitability for the role

· Do prepare a rough draft before filling in the form, this helps to clarify your ideas, structure your response and avoid mistakes.

· Do keep a copy of the advertisement for future reference, it provides useful information about the job and other details such as closing date, return address etc.

· Don’t enter incorrect information or omit information

· Don’t leave it until the last minute to return your form.  Sometimes the short listing panel will meet on the first day following the closing date and late forms will not be accepted once the short listing process has begun.

· Don’t send your CV, either instead of or as well as, your application form.  It will not be read and will not be used in the short listing process.
· Don’t use general terms, i.e. “I am a good team player”. Tell us how you have made a positive impact on your team or how you have contributed.

Completing the Form

Section 1
Make sure that your personal details are legibly written. If your contact details change, please ensure that you advise us.
Section 2
Provide details of your present for your last employer.  Provide a description of duties that you feel are relevant to the position you are applying for.  

Section 3
Work Experience gained as part of a Government Initiative or Work Experience gained during education should also be included in this section.

Section 4
Specify details of all formal and informal qualifications and training that you have obtained, and that are required or appropriate for the job. Please do not use abbreviations; specify the full title of the qualification.

You should also include training that you have acquired as part of a government employment/training scheme or from activities undertaken outside of the work if it is relevant.

Section 5
This is the most important part of your Application Form. It is your opportunity to demonstrate, using examples, how your skills, knowledge and experience meet the requirements of the post.  Include relevant aspects and achievements in your career history rather than repeating it all. 

You should also include work experience gained from government employment initiatives.


If you have never been in paid employment or have been out of the employment market for sometime you should draw on your skills, knowledge and experience gained from other aspects of your life such as community or voluntary work, leisure, school or other responsibilities such as bringing up a family.

Section 6
It is important that you list all dates that you are not available, as this will be taken into consideration by the Interview Panel when arranging the interview dates.  When the interview dates have been set it is not  possible to change them.
Section 7
Please indicate if you have a disability which will require provision at interview in order that all arrangements can be made for you prior to interview.

Section 8
Whilst the Organisation supports the rehabilitation of ex-offenders it is obliged under certain care/safeguarding legislation to ensure safe recruitment to posts where working with children, vulnerable adults or other positions of trust are involved.  These are referred to as Registered Posts.
Section 9
Applicants are asked to confirm that they are entitled to work in the UK, you will need to provide a form of identification, National Insurance Number or work permit as a minimum.
Section 10
In order to support the selection decision two references are sought for successful applicants.  You are, therefore, asked to provide the names and addresses of two referees, one of whom must be your most recent employer.  If you have never worked you should identify two referees who are able to tell us about your skills, knowledge and abilities, e.g. Headteacher, Voluntary Organiser, etc.
Section 11
The Data Protection Acts 1998 states that Data Controllers, such as the Wirral Partnership Homes, must fairly and lawfully obtain personal data.  Once obtained WPH must only process that information within the confines of the Data Protection Act.  This means that it can only be retained, amended or disclosed for the purposes for which it was obtained.  Applicants are, therefore, asked to sign to indicate that they understand and consent to this.
Equal Opportunities Monitoring Form

Applicants for posts within Wirral Partnership Homes are asked to complete Equality and Diversity Monitoring Form.  Its purpose is to provide essential information to enable the Organisation to see the make-up of the candidates that are attracted to its posts and to form future policy.  The Form is separated from your Application on receipt and the information plays no part in the selection process. Your assistance in providing the information is very much appreciated.
Preparation for Interview

Why put all the hard work into completing the Application Form only to fail at interview? The essential ingredients for a successful interview are to research the post and be aware of how you can be of benefit to the Organisation.  If you are invited to attend for interview spend some time reviewing your skills, knowledge and experience – prepare for your interview
Assessment Methods
As part of the selection process for posts Wirral Partnership Homes may choose to  use assessment exercises as well as interview candidates.  The exercises will be relevant and appropriate to the post in question and all shortlisted candidates for the post will sit the same tests. The purpose of using additional assessment methods is so that more information can be obtained about the abilities of each candidate.  It also offers candidates the opportunity to display their skills in a wider variety of ways than at an interview alone. 
Offer of Employment

Applicants should be aware that if they are successful in gaining employment with Wirral Partnership Homes the offer of employment will be subject to receipt of satisfactory references, medical clearance and Criminal Records Bureau check if applicable. The offer letter will indicate what conditions apply and if appropriate any other arrangements.

 If you have a query regarding the post that you are applying for you should contact the Team which placed the advertisement.  However, if you need assistance in completing your Application Form, advice on whether you are covered by legislation or on the recruitment and selection procedure then you should contact the Human Resources Team on Tel no. 0151 606 3051 or email humanresources@wphomes.org.uk
Finally, Wirral Partnership Homes would like to wish you good luck with your application.
