


TO APPLY:TO APPLY:
You will need to register or loginYou will need to register or login

Vacancy pages (including the application form) can be viewed in
both Welsh and English by changing the language preference
toggle to suit your needs. 

If you are a new user to the system, you will need to register. 
We advise you use your personal email address rather than your work or education
email (to ensure you always have access to any email notifications).
You will need to ensure you tick the box to confirm that you have read and agree to
the terms and conditions 
click ‘Submit Registration’.

NEW USER

If the ‘I’m not a robot’ captcha verification does not appear, this may be due to using Internet
Explorer browser; please switch browser to rectify this issue. 

If you are a returning user to the system, please log in using your email address and password. 
The recruitment system is used by All Wales Forces; therefore, you may have created an
account with another force. 
If you have forgotten your password, please use the systems ‘forgot your password?’
functionality.

RETURNING USER



Make sure you read the requirement of each stage thoroughly 

Please ensure that you complete ALL sections of the application form as accurately as possible. 

Any personal information provided in your application form is subject to Data Protection Act 2018 and GDPR 2018. For more

information on how we use your information, you can view our recruitment privacy statement 

We only accept Curriculum Vitaes (CV’s) where indicated on the application form.

If you require reasonable adjustments or positive action please ensure you check the relevant boxes on the application form.

Applications submitted after the closing date and time will not be considered.

You will need to comply with the eligibility criteria and undertake security vetting prior to appointment. If you have any concerns

about this or wish to discuss what this means for you then please contact the recruitment team.

Key points to note before commencing your application:

01. Application form

03. Assessment 
(if applicable)

04. Interview

05. Pre-employment
checks

02. Shortlisting

The police staff
application process

consists of two areas:

1.Position Eligibility 
2.Application form

questions

For some roles,
candidates may be

required to undertake
testing. 

If successful , you will be
emailed an invite to

attend an interview. The
interview date is

advertised on the job
advert. 

The below checks must be
completed before an

unconditional offer can be
issued: 

Vetting clearance 1.
Medically fit for role2.
Referencing for the past 5
years including current
employer

3.

All submitted applications
will be shortlisted by

trained members of staff
and/or Officers.

https://www.dyfed-powys.police.uk/SysSiteAssets/media/downloads/dyfed-powys/careers/pdf-gdpr-bilingual.pdf
https://www.dyfed-powys.police.uk/SysSiteAssets/media/downloads/dyfed-powys/careers/pdf-gdpr-bilingual.pdf


Most of the personal information captured here will be kept on your file, so should you wish to apply for other positions, this information should populate

itself for future applications. 

Please ensure that the information you provide is accurate. 

Once you have completed the required personal and contact detail fields, click continue at the bottom of the page, this will then take you to the Position

Eligibility section. 

As an INTERNAL candidate, you will need to know your line manager’s pay reference number and email address.  

 Please ensure that your Line Manager is aware and fully supportive of your application. 

YOUR APPLICATION WILL NOT BE PROGRESSED WITHOUT A NATIONAL INSURANCE NUMBER

PLEASE ENSURE THAT YOU COMPLETE THE FORM ACCURATELY AS AN ERROR COULD CAUSE YOUR
APPLICATION TO BE REJECTED UNDER ELIGIBILITY.

As a current Dyfed-Powys Police Officer, you must have completed your probationary period and be confirmed in the rank before applying. 
If you have transferred to Dyfed-Powys Police within the last three years, please check your eligibility to apply with the recruitment team or your HR Officer. 

ALTHOUGH NOT A BAR TO APPLYING FOR A SPECIALIST POST, YOU MUST DECLARE THE BELOW ON YOUR APPLICATION:
Any on-going PSD or IOPC investigations

If you are subject to a plan for attendance or performance
If you are currently triggering against any of the force standards of attendance 

The first part of the application form will request that you log your personal details such as:

Name                      Address                   Contact Numbers                National Insurance number, etc.

 You also have the option to choose your preferred language for verbal communication. 



You MUST provide evidence against the FIVE listed  
attainments i.e. qualifications, skills and experience.
 
These are essential aspects for the post you are applying for.

When evidencing against the attainments, you must ‘Add
another instance’ for each attainment.

They must be added in numerical order i.e. 1 – 5 or your
application will be rejected at shortlisting.

This is an extremely important part of your application form and provides you with the opportunity to demonstrate your
suitability for the role. 

The information you provide will be used for shortlisting your application. 

YOU WILL FIND THE ATTAINMENTS THAT YOU MUST EVIDENCE AGAINST ON THE LAST PAGE OF THE ROLE PROFILE WHICH IS ATTACHED TO
THE VACANCY PAGE: 

PLEASE FOLLOW THE INSTRUCTIONS CAREFULLY AS FAILURE TO DO SO MAY RESULT IN YOUR APPLICATION BEING REJECTED. 

Other attainments will be listed on the role profile, however these are to provide candidates further information for interviewing purposes only.
You do not need to evidence against these as part of the shortlisting process

You can monitor the process of your application by logging in to your portal at any
time. 

All emails that are sent to you will also be stored in your portal. To view these, log
into your account, click the arrow next to your name and view communications.

TIP!!



The recruitment team will provide clear guidance on what is expected of the applicant when completing the attainment section of
the application form questions. 

The below examples have been created to demonstrate what is expected and would be a low or high scoring answer: 

Once you have completed your evidence against the attainments and you are happy with your responses click ‘Continue’
which will then take you to the declaration page. 

PLEASE ENSURE YOU DOWNLOAD AND SAVE A COPY OF THE ROLE PROFILE AS YOU MAY NEED TO
REFERENCE AGAINST THIS LATER IN THE RECRUITMENT PROCESS. 



The interview process has been designed to get a more rounded
picture of you as an individual. It examines how your values and
those of Dyfed Powys Police might match. By carrying out this
interview we are ensuring that you are making the right choice and
thus will have every chance of being a successful Dyfed-Powys
Police member of staff. 

The values and competencies that we are looking for in this interview
have been through a rigorous process of research to ensure that they
are relevant to the role and are fair to everyone being interviewed.

You will be provided with full details of what is expected, however, to
prepare prior to an invite to interview, the marking guide can be
found on the Role Profile attached to the advert. 

All submitted applications will be shortlisted by trained members of staff and/or Officers.

For some roles, candidates may be required to undertake testing. These tests will vary by role and in most cases will be advertised

on the vacancy. 

Public Service 
Respect & Empathy
Courage 

We are emotionally aware 
We take ownership 
We deliver, support & inspire 
We are collaborative 
We analyse critically 
We are innovative and open-
minded 

If successful at the shortlisting/testing stages, you will be emailed an invite to attend an interview. The interview date is
advertised on the job advert. We try to adhere to this date however operational needs sometimes cause interviews to be
delayed. 

COMPETENCIESVALUES



RESEARCH THE ORGANISATION 
Familiarise yourself with the values of Dyfed-Powys Police
Spend some time examining the assessment criteria as outlined in
the role profile and think about how you can evidence these criteria.
You should read the descriptions of the competencies to understand
which outcomes they support

REVIEW THE ROLE PROFILE 
Review the role profile and identify key responsibilities and required
skills. The scoring guide is attached at the end of the role profile.
Think of the things you have done, and how your experiences could
help you in the role you are applying for.
The questions will be based on the requirements of the role profile.
Think about what you did, how you did it, why it was successful,
what you learnt, etc.

PUNCTUALITY 
Plan to arrive early to account for any unforeseen issues.
Please note, at times it might take longer that expected to find a
parking space.

PREPARING FOR THE INTERVIEW

Here are some tips to help you prepare for the interview process
when applying for a Police Staff role with Dyfed-Powys Police:

If you are successful, you will be contacted as soon as possible, by
telephone or email.
A conditional offer will be confirmed via email and is subject to
further clearances.
It is strongly advised that candidates do not hand in their notice to
their current employer until all pre-employment checks are complete
and a final unconditional offer has been issued.

AFTER THE INTERVIEW

AT THE INTERVIEW

FORMAT 
The interview process will last approximately 45 minutes.
Prior to your interview, you will be given 10 minutes to read the questions and
make notes - you will be allowed to take these notes into the interview with you.
No electronic devices or pre-written notes to be used during this time.
You will be asked a series of questions in a structured format, by a panel of at
least two people.
There may be a test or presentation, (if so, you will be given full details
beforehand).

FOCUS YOUR ANSWERS 
Be in a position to give evidence for all the essential criteria listed.
Ideally, have more than one example to demonstrate your competence in each
area. Recent examples are better, but not essential. 
If possible, use evidence that has a connection with the role. It may be that you
can look outside of work for skills that you have – for example leadership skills if
you run a scout group.
Remember you will need to, give specific examples, stick to relevant information
to demonstrate your competence.
The panel will prompt you, as necessary, to clarify anything that you’ve said.

FAIRNESS
You will be asked at the end of the interview if you wish to add anything or ask
any questions.
The interview process is fair. The successful candidate will be the person who
gets the highest score.
If you are not successful it doesn’t necessarily mean you can’t do the role,
someone just happened to perform better than you on the day. 



what’s next?

The recruitment team will
ensure you have obtained
the required qualifications as
per listed on the role profile

All applicants (including internal candidates) are
required to complete a vetting form to proceed to
the security clearance part of your selection. 

If vetting is required, you will receive a link to log
into our vetting system CoreVet, please do this as
soon as possible to ensure there are no delays
with progressing your application. Once the
required forms have been submitted, checks will
be completed by our Professional Standards
Vetting Department and a decision will be made
on whether vetting can be granted. 

FUNCTIONAL NEEDS
ASSESSMENT/MEDICAL

You may be required to complete a Functional Needs
Assessment (FNA) which will be reviewed by our
Occupational Health Unit. A FNA identifies the suitability of
a person in terms of health to the role that they have
applied for. It will identify any needs that the person may
have to fulfil their duties and offer reasonable adjustments
where applicable. Some roles may require further forms or
attendance at medical; you will be communicated what is
required by the recruitment or directly by our Occupational
Health Unit team 

At this stage we will request a
reference from your line Manager,
which will also be endorsed by your
second Line manager

Attendance and performance will be reviewed during the
recruitment process and could impact on your application.
Sickness absence over the previous 3 years will be reviewed with
each case being considered on its own merit. The Force sickness
trigger points (Bradford Factor 200+, 3 periods of sickness in 12
months, an absence of 28 days or more) will be used as a guide
when considering suitability on attendance grounds. Pregnancy
and disability related absences will be considered as well as the
nature of the sickness against the new role requirements

QUALIFICATIONS CHECK REFERENCES VETTING

ATTENDANCE & PERFORMANCE



Dyfed-Powys Police are proud to have several staff networks which support the force in providing support to under-represented groups
by positive action recruitment and retention initiatives

               Ability Support Network                                 LGBT+ Support Network                             Gender Equality Network 

                                               Christian Police Association                            Ethnic Minority Support Network

We are recognised as a disability confident employer, we aim to
recruit and retain disabled people, and people with health
conditions, for their skills and talent. You can indicate on your
application form whether you require any support or adjustments
to enable you to do the job, or to assist you with your application. 

If you join us with a disability or medical condition, we aim to
support you so you can carry out your role effectively. Where
possible we’ll arrange reasonable adjustments so you can do this

Dyfed-Powys Police is committed to recruiting more people
from our diverse communities in order to be fully
representative of the communities we serve.

Applicants from all backgrounds and ethnic groups are
encouraged to apply. We are committed to making equality a
reality both within the organisation and through the policing
service we provide.

For more information, visit our Positive Action page 

https://www.dyfed-powys.police.uk/police-forces/dyfed-powys-police/areas/careers/careers/positive-action/
https://www.dyfed-powys.police.uk/police-forces/dyfed-powys-police/areas/careers/careers/positive-action/


Can I start an application, save
& return another time to

complete? 
Yes of course you can. Please create a user
account by registering on the system. When
creating a user account you will be required to
create a password. 
It is vitally important that this password is recorded.
Passwords entered incorrectly will impede your
ability to access your application form. If you forget
your password, you will be able to reset it by
clicking the ‘forgot your password?’ button. 
If you have previously created an account, simply
click ‘login’ prior to commencing your application. 
You must complete and submit the application
before the closing date. 

Will I receive confirmation that
my application has been

received? 

You will receive an automated email
when your application has been
received by Dyfed-Powys Police. 

My documents won’t attach to my
application form. What should I

do?

Please contact the recruitment team, stating
your applicant number and the job reference

I would like to find out more
about the role advertised, who

do I contact? 

If you would like to find out more about the
role, or clarify some of the tasks in the role
profile, please do not hesitate to contact
us.

Can I submit my application in
Welsh? 

Yes of course. Applications can be
submitted in both Welsh and English
and your language preference will not
have impact on your application form.
You can change the language of the
recruitment pages including application
form, by using the change language
toggle. 

I am having problems with the
website, what should I do? 

There is a help desk on the main
recruitment page with solutions on how to
fix common system problems. If you are still
having difficulties, please contact the
recruitment team 

If you encounter any problems or have any queries, please contact us via email at: recruitment@dyfed-powys.police.uk 
Please note our office hours are: Monday – Friday 9am to 5pm

mailto:recruitment@dyfed-powys.police.uk



