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Dear Applicant,
Short-listed applicants will be notified by email, all correspondence will usually be sent to your email account registered with the online recruitment system. Please check your email account regularly including any junk/spam email folders.
We reserve the right to close vacancies before the closing date if a large number of applications are received. Therefore, we encourage early applications.
In order for us to make sure we make any appropriate reasonable adjustments for you during the recruitment and selection process, please indicate if you have any specific requirements. If you need support with the application process, please contact a member of the People team at applications@westyorksfire.gov.uk . Please specify on the application form if you regard yourself as disabled, for example, you may be dyslexic and need coloured paper or additional time for written assessments/presentations, or, you may have a condition which requires the interview to take place in a specific location. Please advise us as soon as possible if we can help you. Please note, this information will not be used for shortlisting or selection purposes.
During the recruitment process, in line with present Service policy it will be necessary for applicants who are offered a post to undergo a medical assessment. The assessment may be one or all of the following:
1. A confidential health questionnaire.
1. A screening medical with an Occupational Health Nurse – including appropriate tests.
1. A medical with the Service Medical Advisor – including appropriate tests.
1. For certain roles within the Service, GP reports /records and specialist reports may be requested as part of the pre-employment process.

If you are unsuccessful during the selection process, all documentation relating to the medical process will be kept for 12 months after the successful applicant has started in post, after which it will be securely destroyed.  If you are successful in being appointed all medical documentation will kept indefinitely and form part of your medical record.
Please note that the Service has a “No Smoking” policy. There is no smoking allowed on Service premises.
Thank you for the interest you have shown.
Head of People

Applying for a Job.
Thank you for your interest in applying for a post at the West Yorkshire Fire & Rescue Service.
Please read these notes carefully.  They are written to help you complete your application as effectively as possible.  The Service regards the application form as a very important part of the selection process and therefore you should follow these guidance notes closely.
Job Description and Person Specification.
Each post advertised is supported by a full job description and person specification.  Please read carefully.

The job description outlines the main duties and responsibilities of the post.

The person specification will show the skills, experience, knowledge, and qualifications (if applicable) required of the post holder.  These are the selection criteria against which each applicant will be judged.

Preparation.
Ask yourself the following questions: why are you applying for the post? Will applying for the post either on the same grade or on promotion, benefit your career?  Can you support this in your application?

Talking through your present and/or previous posts with someone else may help uncover hidden skills that you took for granted.  If you have an officer responsible for employees in your present employment, it may be useful to talk to that person, or talk it through with a friend.

Consider any relevant experience acquired outside work e.g. vocational experience or voluntary experience.

Supporting Statement.
This is where you make the case for your suitability for the post.  Do not simply repeat your job history – this should already be set out in the application.

Look at the requirements of the post and the selection criteria contained in the person specification. Use the supporting statement to demonstrate how your skills, experience, and knowledge match, or are similar to, those listed. Illustrate your statement with examples.

Ensure you give clear, concise examples of how you meet all of the Essential person specification criteria (i.e. items you must be able to do from day one to be able to do the job), identified as ‘Application’ in order to be shortlisted for this vacancy.  If a large number of applications are received, only those who also meet the Desirable criteria will be shortlisted.

In this section, you are advised to list or number the person specification competency criteria against which you are providing evidence/examples in order to structure your supporting statement in a well organised way.

General Points.
Do not make assumptions or take things for granted.  West Yorkshire Fire & Rescue Service selection procedures mean that selection panels look at the evidence before them and do not rely on other knowledge gleaned from personal contact or other sources.

Above all else, both internal and external candidates should ensure that they have fully addressed the person specification in the application.

Correspondence will be sent to your email account used to register on our e-recruitment system. Please check your email account regularly, including any junk/spam email folders.

Disclosure of Criminal Background.
West Yorkshire Fire & Rescue Service is listed as an exemption in the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975, therefore all applicants must declare all spent and unspent convictions on their application. 

The amendment to the Act means that Fire & Rescue Service’s are now required to perform a minimum of a Standard Disclosure and Barring Service (DBS) check for all employees.

Failure to declare any convictions may result in any conditional offer of employment being retracted.

Diversity and Inclusion Statement.
West Yorkshire Fire & Rescue Service promotes equality of opportunity for all by fostering good relations. We work under the Public Sector Equality Duty to illuminate illegal behaviour such as discrimination, harassment and victimisation. We have an organisational and moral responsibility to promote diversity and inclusion across all protected characteristics: race, sex, disability, age, sexual orientation, religion or belief, gender reassignment, marriage and civil partnerships and pregnancy and maternity. 
Our approach to diversity and inclusion is to ensure everyone is invested and included in this journey. We promote dignity and respect, kindness, allyship and appreciate the value that any individual can bring in the workplace. We respect each and everybody’s individual journey and we hope to provide staff with the knowledge, skills and awareness of why and how we do this.

Data Protection Statement. 
As part of your application for employment with the West Yorkshire Fire & Rescue Service, we will hold personal information about you.
The holding of this data is covered by current Data Protection legislation, which protects people from the potential misuse of personal data.
West Yorkshire Fire & Rescue Service conforms to the guiding principles of the Act.
· The data will be obtained lawfully and fairly.

· The data will only be held for a specified and lawful purpose.  It will only be used for recruitment/statistical purposes.

· For certain roles within the Service GP reports /records and specialist reports may be requested as part of the recruitment / pre-employment process.

· Any medical or health related information provided by yourself or a health professional will only be accessible to the appropriate Occupational Health staff.  

· The personal (e.g. name, address etc.) data will not be divulged to any other organisation.

· The data will only be seen by those directly involved in the selection process and those authorised to process this data (e.g. the Human Resources Department).

· Applications and allied forms will be destroyed after a period of 12 months from the end of the appointment of the successful candidate.  All electronic personal data will be deleted at the end of the appropriate financial year.  If it is your wish that we destroy your personal data prior to our agreed retention periods, then you may request this in writing.

· We will retain your information for as long as is required to meet the purpose of collection or as long as the law requires.  Information on retention periods can be found on our website here WYFRS Records Retention Schedule(Opens in a new window).

	
However, the successful candidate’s information will be carried forward onto the personal management systems / personal record files held within the Service and will be retained in line with our published retention schedule.
Pre-employment Checks.
West Yorkshire Fire & Rescue Service (WYFRS) is classed as a Government Agency and is therefore bound by the HMG Security Policy Framework 
In relation to recruitment of new employees, WYFRS must ensure the trustworthiness, integrity, and reliability of all its employees. Therefore, all new employees will be subject to pre-employment screening recruitment controls known as the Baseline Personnel Security Standard (BPSS), which seeks to address identity fraud, illegal working and deception. 
The requirements of the Baseline Personnel Security Standard are:
· Identity.
· Right to Work Verification.
· Employment History Verification.
· Nationality and Immigration Status

All offers of employment will be conditional on employees being able to produce:
· Documentary evidence to comply with the Asylum and Immigration Act e.g., Passport, birth certificate (including one photographic document)
· Documentary evidence of 5 years address history.
· Details of the last 3 years employment history (including any gaps in employment) for reference purposes.
· Original documents regarding any qualifications relevant to the post applied for.
· A signed criminal records declaration form.

Before applying for a post with WYFRS please ensure you are able to produce all the above information and are happy to disclose such information. Failure to provide all the required information will result in a conditional offer being retracted.
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