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Recruitment Guidance Notes
Deadline
· Please complete your application form in sufficient time to ensure that it is received on or before the closing date.

· Please return all complete forms to Human Resources, Open and Direct Insurance, 1 Regent Street, Newtownards, BT23 4AB.
Details
· Ensure the Vacancy Number and Post details are completed; these will be on the job advertisement.
· The job description describes the purpose, scope, main duties and responsibilities of the job.

· Study the job description, before completing your application form, then indicate on your form how in your opinion your experience and/or qualifications meet the requirements.
· Study the advertisement carefully and record your qualifications, experience and previous training on your application to demonstrate that you meet the criteria.

· The minimum criteria are contained in the advertisement and include the essential requirements for the post.  The Panel may increase these criteria to include additional factors which are desirable e.g. additional experience or qualifications, you should therefore include a full record of your qualifications and experience on your application form.
· You may be required to complete an aptitude test, keyboard skills, attend an assessment centre or submit a written paper on a specific topic prior to interview as a further stage in the recruitment process.

· You must complete all the relevant sections of your application form. If you have insufficient space to record all your qualifications/experience on your application form you may use a separate sheet. 

The Disability Discrimination Act 1995

· The Disability Discrimination Act 1995 states that a person has a disability if he/she has a physical or mental impairment, which has a substantial and long term adverse affect on his/her ability to carry out normal day to day activities.
· “Long-term effect” is one, which has lasted, or is expected to last, at least twelve months or for the rest of your life.

· “Normal day to day activities” listed in the Act are mobility, manual dexterity; physical co-ordination; continence; ability to lift, carry or otherwise move everyday objects; speech, hearing or eyesight; memory or ability to concentrate, learn or understand; or perception of the risk of physical danger.

· Disabled candidates who would require special arrangements to be made when attending selection test/interview, e.g. Interpreter, car park facilities, access, etc. should contact the Human Resources Representative indicated in their Call to Test/Interview Letter.
Data Protection Act 1998

Open + Direct are committed to the Data Protection principles as laid out in the Data Protection Act 1998 in relation to the way we store and process manual and electronic personal data. All personal information is treated in confidence and only shared with those staff who need to see it for purposes connected with your job application e.g. selection panel.

· We hold information about you to assess you against job-related criteria for the post applied for and to meet our statutory obligations.

· You may apply to see the information held about you by putting a request in writing to the Human Resources Representative.
· Alternatively anyone who has your written permission, a person appointed by a court or in the event of your death your personal representative may apply to see the information held.

· We try to respond to your request within 40 days in compliance with legislation.

· There is a minimum fee of £10 to access your records.

· We may not provide information if it identifies a third party.

· Examples of information held about you are your application form, letters relating to your application, equality information and computer records.

· We may wish to retain your details on a waiting list for future vacancies (up to 12 months duration) and if so we will advise you of this. Data is retained for 3 years following the closure of the file, after which time it is shredded, unless it is the subject of a statutory investigation.
Appointment Offer

All offers of appointments are subject to:
1. Credit check 

2. Pre-employment Medical 
3. Employers Reference
Credit check and pre-employment medical are included in application pack and should be returned with application form.
In addition, some are subject to a probationary period.
An opportunity to make representations may be given if any of the checks produce discrepancies with what has been declared or data incomparable with appointment.
Qualification Verification
The original certificates of qualifications e.g. GCSE’s, Certificate in Insurance upon which selection has been based must be provided prior to the date of start. If you are unable to provide this please advise us of the awarding body and we will write to them and endeavour to obtain confirmation.
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