Guidance for Applicants; including people who are disabled 
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The purpose of this guidance is to assist you in making an application for a vacancy in the University of Worcester. It also addresses specific issues relevant to disabled people – these are identified using this symbol

Background
1. ’The University is deeply committed to human equality and dignity, aiming for equal opportunity and true inclusion in all its activities with staff and students’ Strategic Plan for 2007-2012.
2. The University will function in such a way that it does not discriminate unfairly – directly or indirectly – in the appointment, development and promotion of staff on the grounds of age, colour, disability, ethnic or national origins, gender, marital status, family or other care responsibility, sexual orientation, socio-economic background, trade union activity, political or religious belief.

3. The University aims to ensure that all applicants are treated fairly and judged solely on their ability to undertake the duties of the position. Your completed application form will form the basis for selection. The information you provide will be matched to the Person Specification which forms part of the Job Description

Advertising
4. Our posts are advertised on the University website, from the front page ‘staff vacancies’. Other internet based advertising may include jobs@ac.uk, and some other specialist sites. The local press is used for many of our posts and this has links to other internet sites.  

5. The University has adopted the Two Ticks symbol ‘Positive about Disabled People’ to encourage and welcome applications from disabled people. Disability is defined as any physical or mental impairment which has a substantial and long term (over 12 months) adverse effect on your ability to carry out normal day to day activities.’  Our job adverts will carry the Two Ticks logo, so applicants will be aware that the University of Worcester is positive about disabled applicants, and will guarantee them an interview if they declare that they are disabled and provide reasonable evidence that they meet the minimum/essential criteria for the role. 
Job descriptions and person specifications

6. The University uses a standard job description for all posts, which includes the person specification. Job descriptions and person specifications will reflect the job.  Care is taken when these documents are drawn up to ensure that they do not discriminate, however unintentionally, against certain groups of people and this includes disabled people.  

7. Applications from people who are overseas are welcome and will be subject to the same matching process.

8. If disabled applicant is unsure as to whether or not one of our vacancies may be suitable for them, they should contact the personnel department by telephone on 01905 855173 or by email: personnel@worc.ac.uk   We will endeavour to provide applicants with as much information as required in order for them to make a decision on applying for a particular post.  This advice may include talking to the line manager, or a short visit.  

9. Closing dates and dates for selection events are included in the job description, plus details of any ‘work related’ activities that will form part of the selection events.  

Application Forms

10. All applicants are required to complete an application form. There is an on-line form that can be completed using the web. We encourage people to use this system; you can save your form and use it for other applications. It is a secure system and there are guidance notes to help you complete the form.  All contact with the University will be through email for users of this system.  
11. A paper copy form can be provided in larger type face, or emailed to applicants for them to alter type size, colour to suit their own personal requirements. 
12 A word version of the application form available by clicking on the following link:

 http://www.worc.ac.uk/personnel/documents/wordversionapplicationform.doc
13. Applicants requiring the application in any other specific format, for example Braille or recorded spoken word, should contact the Personnel Department on 01905 855173 or by email at personnel@worc.ac.uk  

14. We do not accept CVs for any of our posts, unless an application form is also fully completed and submitted. This is because CVs vary in format and content. Additional material can be submitted either by uploading within the on-line form, or by email to personnel@worcester.ac.uk , or post.
15. The application form has several sections and the information provided will be the basis for the shortlisting and subsequent selection event.

· Employment history – summarise the main features of each job you have held; you can expand on your skills and experience that are relevant to the post in the ‘supporting statement’. Include any voluntary work that might be relevant, especially if you have not been in paid employment recently. If you have an occupational pension you are advised to check with the scheme about the regulations for taking up paid employment.

· References – these are taken up for people who are on the shortlist, normally; referees should have direct knowledge of your work and must include your most recent employer, but if you don’t have recent employment you can give details for teachers/lecturers or any voluntary or work experience; please ensure that they can respond quickly and you are advised to ask their permission to be included as a referee. References are taken up by email normally.         
· Supporting statement – this is a key section for the next stages of the selection process and where you need to set out the evidence for how you match the person specification; you are advised to address each item on the person specification in turn and give specific examples of activities you have undertaken; do not make general statements such as ‘I am well organised/am a good team player’ unless you also provide examples of when and how you have demonstrated these skills. You must provide reasonable evidence for each of the essential elements of the person specification.  Simply stating that person specification is met will not be sufficient.  
Monitoring diversity and equality
16. In order to be able to monitor the effectiveness  of our diversity and equality policy we ask applicants to complete a separate form to record their age, disability status, gender, ethnic origin, sexual orientation and religious belief. This information is not passed to those who are involved in the selection process. This information is collated and used to assess our recruitment processes – for example – do we attract and appoint across a diverse age range?        

17. Applicants are asked to identify on the equal opportunities form whether or not they have a disability.  Applicants who have disclosed a disability and who meet the essential criteria will be guaranteed an invitation to the selection event. 
18. A disabled applicant:

· is strongly encouraged to declare any disability to ensure that the appropriate level of help and support can be provided;

· needs to have disclosed a disability at the application stage in order to be considered under the Two Ticks symbol;

· has a right to disclose a disability at any point in the application process;

· who does not declare a disability is advised that the current health and safety legislation states that if the disability has implications for the health and safety of either herself/himself or the people that they may be working with, the prospective employer must be informed of the disability.

Closing dates

19. Applications must be submitted by the published closing date, we are unable to accept late applications.  

Acknowledging applications

20. When you apply on-line you will receive an email to confirm that your application has been received. We are not able to acknowledge any other forms, but if you wish to seek confirmation please email personnel@worcester.ac.uk. 

Short-listing for interview

21. Short-listing for posts is carried out by heads of departments, with advice from personnel advisers. 
· The starting point for shortlisting is to look for evidence in the application to match the items on the person specification 
· To be included on the shortlist there must be evidence for each of the essential elements of the person specification.    
· Disabled applicants who provide reasonable evidence that they meet the minimum essential criteria for the role will be guaranteed an invitation to the selection event.  
22. If your application is included on the shortlist you will hear from us at least 5 working days before the selection event. If your application has not been included, we will also let you know; if you ask for feedback on the reasons for not being included, we will endeavour to do this but there may be a delay if the number of applicants is very high.   
Selection events
23. Candidates short listed and called to the selection event will be:

· Advised in writing, usually by email

· Asked to undertake (a) work related task(s) and this will be linked to at least one element of the person specification/job requirements.

· Provided with details of the selection event, including notification of any work related tasks, as well as timings for the day and location. 

· Advised in the letter to contact the Personnel Department in advance, if they have a health condition or disability which requires special arrangements or equipment to be made available to them during their interview.  
24. Candidates will be considered on the strength of the evidence they provide at the selection event. 
25. On request unsuccessful candidates will be provided with clear reasons as to why they were not offered the post, and these will be related to the person specification.
Offers of employment

26. These are made subject to certain conditions that include

· checks of health made through our occupational health advisers

· satisfactory references to be received

· any visa requirements to be met

· Criminal Records Bureau  checks
27. All appointments have a probationary period of service during which regular meetings take place with the person and their identified manager. New employees are invited to attend induction programme and are given a mentor to guide them through the first few months. 

28. When a disabled person is selected at the selection event, the personnel adviser involved in selection will discuss with them what reasonable adjustments, if any, are required to ensure that they can carry out the job to the required standard.  This may involve seeking specialist support and advice from our occupational health provider or other relevant specialist.

29. If additional or alternative equipment or any other assistance is required for the candidate, then support will be requested through the Government Scheme, ‘Access to Work’ which provides individuals and their employers with advice and financial support with extra costs which may arise as a result of a long term health condition or disability.  Further information on Access to Work is available at: http://www.direct.gov.uk/en/DisabledPeople/Employmentsupport/WorkSchemesAndProgrammes/DG_4000347
30. In the unlikely event that the necessary adjustments prove to be too extensive or impractical, a review would be conducted by the Director of Personnel and relevant Head of Department.  In exceptional circumstances the University may withdraw the offer of employment.

31. The Two Ticks symbol indicates that we are also committed to;

· Discussing with disabled employees, at least once a year, their continuing development to ensure they can develop and use their abilities
· Making every effort when an employee becomes disabled to ensure they stay in employment
· Taking action to ensure all employees develop appropriate level of disability awareness to support the above commitments
· Reviewing each year all the commitments, assess what’s been achieved, plan ways to improve and keep the JobCentre informed
