

GUIDANCE NOTES 

Thank you for considering BCA as a prospective employer.

BCA became a limited company by Guarantee in July 1991 and in October of that same year was granted charitable status.  BCA is currently funded by both the Social Services Department of Birmingham City Council and by The Primary Care Trusts in Birmingham.

Birmingham Citizen Advocacy’s (BCA) role is to enable people with mental health problems to secure for themselves equal rights and a say in how they live their lives – things taken for granted by the majority of the community.

We aim to achieve this by recruiting, training and supporting members of the community who volunteer to act as advocates.  They are partnered with people who have experienced mental health problems; either in long‑term partnerships or in crisis situations.  In addition, we facilitate peer and group advocacy.

BCA provides advocacy for people in psychiatric hospitals; people leaving long term care who may experience problems adjusting to life in the community and people already living in the community with mental health problems.

BCA is independent of all service providing agencies in Birmingham

Human Resources Team

GUIDANCE NOTES

Please read this information carefully to help you to complete the application form.  

If you would like this information in large print or BSL  please contact HR.
Enclosed in this pack : 

Covering Letter

Advert: Outlines the job vacancy, salary, hours and the closing date for applications

Organisational Structure: Where the post fits into the organisation

Job Description: Outlines the main duties of the post

Person Specification: Outlines the experience, skills and knowledge you will need to do the job indicating whether it is ‘essential’ or ‘desirable’ criteria.

After reading the person specification and job description, think carefully about your application and consider to what extent you have the experience, skills and knowledge necessary for the post

Application form combining Equal Opportunities Statement & Monitoring Form: 
The content of your application is very important and the next page is designed to help you complete it as effectively as possible. 

· Our Equality & Diversity policy aims to ensure that every applicant is treated fairly.  A full copy of BCA’s Equality and Diversity policy is available from HR upon request.  The information is used so that we can monitor whether we are reaching all sections of the community and to check that our recruitment processes operate fairly

· Your application is the only information on which we decide whether or not you will be short listed for an interview

· Please do not send a CV.  To ensure equal opportunities in recruitment we request that all applicants use the form provided. 

· If you require assistance with completing your form please contact the Human Resources Team.

Resume of Terms and Conditions: Giving details of salaries, benefits and other relevant conditions of service.  

Information about BCA
COMPLETING THE APPLICATION FORM 
Personal Details / Equal Opportunities Monitoring Form
Please complete your personal details on the front sheet and tick the relevant boxes on the back of the front sheet.  This page will be detached from the application form at the shortlisting stage.  
Education, qualifications and training 
Please tell us about your educational qualifications and any training courses you have undertaken relevant to the job.

You should note that BCA may verify qualifications with registering/examining bodies. 

Employment history 
This section gives you the opportunity to tell us about the work you are doing now or have done most recently. Please tell us your most recent salary and state the reason why you left or are considering leaving your job and explain any breaks in employment.

Experience/Skills/Knowledge

This is the most important part of the application.

Here is an opportunity for you to describe how your experience, skills and knowledge meet the requirements of the job using examples from your own experience to justify this. You should clearly state how you think that you meet each of the requirements listed on the person specification. Use each requirement in the person specification as a heading and show how you meet it by giving details of your experience, skills and knowledge. You can use examples from your experience in your current or previous employment, community and voluntary work, or through your leisure interests.

Community/Volunteer Experience

This section gives you the opportunity to tell us about any volunteer experience you have gained or leisure interests that are relevant to the job.  

Convictions and Criminal Records Bureau (CRB) checks

All posts are subject to a CRB Disclosure.  Applicants for all BCA posts are required to complete the relevant section on the application form and not withhold any previous offences including cautions, reprimands, final warnings and any court cases pending and including those, which might otherwise be considered as ‘spent’.  Cautions are usually kept on record for five years if there are no convictions on the individual’s record so you must disclose any cautions, reprimands or final warnings that are less than five years old.

If you are unsure about completing this section please contact the HR team who will be able to advise you. Any information given will be held in confidence and will be considered only in relation to an application for positions to which the order applies.

Social Care Register

This only applies if you are applying for a Social Worker position

Driving Licence

Jobs that require applicants to drive will be shown on the person specification.  Please provide information about your driving licence if you are applying for one of these jobs. 

Relationships

Please declare if you are related to any member or employee of BCA
Absence

Please complete the questions relating to absences from work in the last 3 years as accurately as possible.

Applicants with a Disability

For the purposes of this recruitment process, it is important that you let us know if you have any special needs arising from a disability within the meaning of the Disability Discrimination Act 1995. This might be in relation to the completion of the application form, for the interview if assessment exercises are included or in general for the purposes of attending the interview.

In adherence to the two ticks disability symbol where any applicant with a disability meets the minimum criteria for the job they will be offered an interview.  However, where the person specification calls for particular qualifications, the panel will consider waving these requirements if an applicant who could not achieve them because of a disability, can demonstrate they would be capable of performing well in the job and fulfils the essential criteria in other respects.

Right to Work in the UK

Please indicate whether you have the right to work in the UK.  Under the Immigration Asylum and Nationality Act (2006) BCA will undertake an eligibility check before new employees start work

References

Please provide two references, one of which should be your most current or recent employer.  We will not contact your employer without your prior permission.

Declaration

Answer these final questions and add your signature to the application.

Please return your application form to the Human Resources Team at the address shown on the covering letter marking the envelope private and confidential. 

Please Note

We suggest you keep a copy of your application as a source of reference. If you are invited for interview, you may wish to bring this with you to refresh your memory about what you have said.

The interview panel will aim to inform applicants by letter within 4 weeks of the closing date, if they have not been shortlisted for interview.  

BCA will provide feedback (upon request) to applicants that have not been shortlisted.  If you would like to request feedback please contact the Human Resources Team who can arrange for feedback to be given from the Chair of the interview panel.

BCA’s RECRUITMENT AND SELECTION PROCESS 

Shortlisting 

Applicants who meet the essential experience, skills and knowledge 

most closely, are invited for an interview.  

If shortlisting of applicants is necessary we will use the essential criteria in the person specification. If the number of applicants meeting the “essential” criteria is too large, then further selection may be made on the basis of “desirable” (desirable being those attributes which, whilst not essential, would enhance performance).  

In adherence to the two ticks disability symbol where any applicant with a disability meets the minimum criteria for the job they will be offered an interview.  However, where the person specification calls for particular qualifications, the panel will consider waving these requirements if an applicant who could not achieve them because of a disability, can demonstrate they would be capable of performing well in the job and fulfils the essential criteria in other respects.

As a charity, we do not pay travel expenses for people invited to interview. 

If a short-listed candidate is unavailable on the day of the interview, HR will make enquiries with the interview panel for the likelihood of reconvening on another day.  Every effort will be made to reconvene the panel, however, if this is not possible then it will be acceptable practice to rule such candidates out from further consideration and HR will inform the candidate of this decision.

Preliminary Interviews

Where a large number of applicants meet the shortlist criteria (both essential and desirable) or where there is a need to test professional skills or knowledge in depth, it may be appropriate for preliminary interviews to be arranged in order to arrive at a final shortlist of applicants. 

Interviews 

The interview panel is normally made up of two or three people, who will ask a number of questions. Everyone who is interviewed will be asked the same basic questions. There may also be further questions based on the information you have given us in your application form or at the interview itself. The questions are to allow you to expand on your application form and to show the panel how well you meet the requirements of the job. 

For some jobs, there may also be additional selection methods e.g. presentations/written tests/IT tests as well as the formal interview. If this is the case, we will tell you in advance of the interview. 

You will also have the opportunity at the interview to ask questions about the job, conditions of service or anything else you need to know about BCA.

The panel will keep a record of their assessment of each candidate so that the reasons for their decision are clear, consistent and justifiable. 

Feedback

If you are unsuccessful at interview and would like to request feedback please contact the Human Resources Team who can arrange for feedback to be given from the Chair of the interview panel.

Data Protection Act 1998 
Information provided by you in this application form will be kept for the purposes of monitoring. It will be copied for use during the recruitment process. Once the recruitment process is completed, the data will be stored for a maximum of 12 months and then destroyed. If you are the successful candidate, relevant information will be taken from this form and used as part of your Human Resources record
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