Guidance notes for applicants

We have included the following information to assist you in completing your application form and to explain the process we will use to select the most suitable person for the post.

1. Completing the application form

Please complete the application form in either black ink or typescript and complete each section as fully as possible. Please remember that we will only consider the information that you write in your application form.

When completing section 6 (‘Experience and abilities – shortlisting criteria’) please note that it is not sufficient to say that you have the relevant experience, skill or ability – you need to give specific examples of how you meet each of the requirements, for example describe a situation where you have used the required skills. It is important that you are explicit about your experience and skills because, as an equal opportunities employer, we cannot make assumptions. 

If you require the application form in a different format, please contact us.

You should disclose any other information you consider relevant to your application, such as why you believe you are suitable for the post, in section 7 (‘Supporting statement’).

Please do not include your CV with your application, unless specifically requested. Detail all relevant information in the application form.

2. Monitoring form

Victim Support is fully committed to the principles of equality and diversity and continuously strives to be anti-discriminatory in all areas. We need, therefore, to make sure that we adhere to our equality and diversity policy and so we monitor our recruitment processes. 

Candidates are asked to complete this section, but this will be removed from the application form before shortlisting takes place and will not be seen by the selection panel. Because we have to remove this form from the rest of the application, please ensure that you leave a blank page between the end of your application and the start of the monitoring form.

3. Disability

The question of disability in the monitoring form is defined as under the Equality Act, ie ‘someone who has a physical or mental impairment that has a substantial and long-term adverse effect on his or her ability to carry out normal day-to-day activities’. 

 Disability also includes non visible disabilities such as dyslexia and diabetes. 

Victim Support will endeavour to ensure people with disabilities who meet the standard for shortlisting criteria will be guaranteed an interview.

If successful in the post, and you declare a disability, we will ask you to complete a ‘reasonable adjustment’ form in order that any required adjustments can be addressed.

4. Returning the application form

Please make sure that the application form is fully completed and return it preferably by email to Claire.Turner@victimsupport.org.uk or mark it ‘Confidential’ and post it to:

Claire Turner

Victim Support

8-10 Waltons Parade

Preston

Lancashire

PR1 8QT
Please make sure that we receive the application form by 12 noon on the closing date, unless we have indicated otherwise in the application pack. We will not consider any late applications.

5. Shortlisting

There are usually at least two people on the selection panel and they will consider your application form objectively. They will assess whether you have addressed the shortlisting criteria detailed in the person specification and in section 6 of the application form, and whether you have provided sufficient evidence. 

The selection panel will shortlist the candidates who have best demonstrated that they meet the requirements. Please remember that the selection panel cannot make assumptions about what is written in your application form, so be explicit about how you meet the criteria.  

6. Interview 

If you are successful at the shortlisting stage, we will invite you to attend an interview, which will last around 45 minutes. There will usually be at least two people on the panel and they will ask you a set of structured questions.  

7. Other selection methods

Depending upon the post, we may use other selection methods in addition to the interview. These are often very specific to the post and are likely to involve completing a task which would be carried out in the role, such as a written exercise. We may also ask you to make a presentation to the panel. If you have difficulties carrying out an assessment due to a disability, please contact us so we can find an appropriate way to assess your suitability for the role.

8. References

We will only request references for candidates who have been successful following interview. The reference details that you give in your application form need to include your current or most recent employer and another work (paid or unpaid) or educational reference. Personal references from friends or family will not be accepted. All offers of employment will be subject to two references which are satisfactory to Vicitim Support.
9. Criminal records 

Some posts within Victim Support are exempt from some provisions of the Rehabilitation of Offenders Act 1974 because they involve carrying out activity with regular, unsupervised contact with vulnerable adults or children, or access to sensitive information. In these cases, Victim Support is entitled to ask for details of spent and unspent convictions, cautions, reprimands and warnings.
If you are successful in being appointed to one of these posts, we will ask you to complete a form for the Disclosure and Barring Service (DBS) and any offer of employment will be subject to a satisfactory DBS check in these circumstances. 

A criminal record will not necessarily prevent you being employed by Victim Support and we will consider each case individually. Full copies of our policy on the recruitment of ex-offenders and our secure handling policy with regards to DBS checks are available upon request.

10. Migrant Workers
Victim Support does not hold a license to sponsor Migrant Workers (workers from outside of the EU who do not have proof of right to work in the UK). We are not therefore able to accept applications for employment from any worker who does not have the required proof of right to work. Victim Support may however consider sponsoring a migrant worker in exceptional circumstances, for example where the candidate has the skills and experience that Victim Support is looking for or where the skill requirements of a particular role mean that we are unlikely to be able to recruit successfully without access to a wider candidate pool.

11. Successful candidates

If you are successful, we will usually telephone you to offer you the post verbally. We will also send you a formal written offer and this will be subject to pre-employment checks which are satisfactory to us.
12. Unsuccessful candidates

Although we would like to inform all candidates whether they have been successful or not at the shortlisting stage, as a charity we are mindful of the costs involved. Therefore, if you have not been contacted within four weeks of the closing date, you should take it that you have not been shortlisted on this occasion. We will however, contact all unsuccessful candidates by telephone or in writing after the interview.

13. Feedback

If you have been unsuccessful at interview and would like feedback, you can request this from the selection panel. Please contact the recruiting office involved.
14. Data protection

We will treat your application in the strictest confidence. We will keep the information we collect through the recruitment process for unsuccessful applicants/candidates on file for six months, following which it will be destroyed. If you are successful, we will keep relevant information on your HR file.

We hope that you are successful in your application. However, if you are not, please do not be discouraged from applying for other posts in the organisation. Thank you for your interest in Victim Support.

