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Guidance Notes for Applicants

Please read this information carefully before completing the application form.

· All applicants are required to complete an application form. Unless specifically stated, we will not accept CVs in place of, or in addition to, the form.

· Before you start to complete the application form it is important to read the Job Description and Person Specification. The Person Specification is very important in the application process. 

· Please fill in all sections of the application form.

· Application forms will need to be photocopied so please use black pen or type.
· Please return in Word format to allow for processing.
· Please ensure the job title is shown on the application form.
Further Information in support of your application / Supporting Statement

· The application should show how you meet each item on the Person Specification. Please give clear, concise examples illustrating how you meet the criteria. 

· When giving information in support of your application please do not make them excessively long, but do include all relevant information.
References
· All candidates who are successful at interview will be conditionally offered a job, subject to the receipt of satisfactory references and legal eligibility status to work in Britain checks. 

Submitting your application
· Remember: the application form is the only thing we see, we cannot guess about your skills and experience, so tell us even if it seems obvious.
· The front cover will be removed during shortlisting.
· An Equal Opportunities Monitoring Form is also included in the application pack. This should be returned at the same time as your application. It will be separated from the application and will not be seen by anyone involved in the recruitment panel.

· Finally, make sure you return the form by the closing date. We are unable to consider late applications.

Reasonable adjustments for disabled applicants
· We will endeavour to make reasonable adjustments to enable disabled applicants to attend for interview.  If you identify yourself as a disabled person and require reasonable adjustments to be made in the event you are shortlisted for interview, 

Data Protection

· We will process your data for the purposes of recruitment with VAS only and will not share it with anyone who is not part of the process.

· We will store the data securely for unsuccessful candidates for 3 months following the end of the interview process.

· We will transfer the data of the successful candidate/s to the personal file 
· The equal opportunities form will be used for the purpose of analysis and will be pseudonymised you may choose not to complete the form 
How we deal with your application form 
· The front cover is removed and given a number so your application is anonymised when it it is sent to the shortlisting panel
· The panel will score the application using the following as guidance; 
Essential criteria

•
0 - No evidence- has not answered or referred to the criterion/criteria at all

•
1 - Brief/little evidence- vague or implicit reference only

•
2 - Fair evidence- has expanded on the evidence, but briefly (If a person who has a disability scores level 2 or above on essential criteria, they must be offered an interview)

•
3 - Good evidence- has evidenced well, but some aspects of personal specification criterion not answered- eg: excellent verbal skills and examples- but nothing on non-verbals.
•
4 - Fully evidenced- has provided all information asked for, expanded on information with personal/professional examples

Desirable criteria

•
0 -Has not answered the question and/or has not demonstrated any experience, knowledge or understanding of the subject.

•
1 - Has answered the question and/or has demonstrated any experience, knowledge or understanding of the subject.

VAS is a disability confident employer; you will be notified of the candidates’ numbers who have declared a disability on their form.

If that application scores 2 or more in all essential criteria they MUST be offered an interview
· You will only be scored against the criteria that is outlined in the person specification 

· A similar scoring is also used at interviews but in this case scores are given for the responses to the questions asked.

