45

Police Staff

Recruitment information pack

:
7 W TS
o i R RV s T R >
i & SV aratio e A4 12

il A N




THINKING OF BECOMING A MEMBER OF POLICE
STAFF AT

® You can live and work in picture perfect towns or villages (or the smallest city in the UK!)
surrounded by 350 miles of coastline and two of the three stunning Welsh national parks.

e We oversee the largest geographical policing area in England and Wales, covering 4,188 square
miles and more than 8,500 miles of roads over the four counties of Carmarthenshire, Ceredigion,
Pembrokeshire and Powys.

e We are proud to be one of the safest areas to live, work and visit in the UK - and arguably the

most attractive too!

* |t might be beautiful, but we police a diverse area with a mix of challenges - from small rural
villages to larger, more densely populated towns, and areas which double in population during
tourist seasons.

e Everyone in our policing family has a key role to play, whether that’s behind the
scenes or on the front line.

e We work together to fulfil our mission of providing a first-class service that is

visible and accessible.

You can find out more about the benefits to becoming a

Dyfed-Powys Police Staff on our website here



https://www.dyfed-powys.police.uk/police-forces/dyfed-powys-police/areas/careers/careers/police-staff/police-staff-info/

THE RECRUITMENT SYSTEM

You will need to register or login

Register

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.

Change Language ~

Welsh
English

RETURNING USER e S giviaa i e

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.




APPLICATION PROCESS

01. Application form

The police staff application
process consists of two areas:

1.Position Eligibility . .
2.Application form questions 02. Shortllstlng

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

Officers.

03. Assessment
(if applicable)

For some roles, candidates may

be required to undertake testing.

04. Interview

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.

Key points to note before commencing your application:

05. Pre-employment
checks

The below checks must be completed
before an unconditional offer can be
issued:

1.Vetting clearance

2.Medically fit for role

3.Referencing for the past 5 years
including current employer



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

1.POSITION ELIGIBILITY

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.

e 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.

e Please ensure that the information you provide is accurate.

e 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.

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




1.POSITION ELIGIBILITY

POLITICAL AFFILIATION FINANCIAL POSITION TATTOOS / PIERCINGS

CONVICTIONS & CAUTIONS CITIZENSHIP RESIDENCY




2. APPLICATION FORM QUESTIONS

This part of the application process is to find out more about you and your suitability for the role
The application form questions consist of multiple pages.
When you have completed each page, click continue to progress to the next page, ensuring that you have completed the information accurately.

SECONDARY EMPLOYMENT AND BUSINESS INTEREST POLICY

CRIMINAL HISTORIES

QUALIFICATIONS

Progress Tracker

WELSH LANGUAGE

" About You

¥ Tattoos

+" Rehabilitation of Offenders Act
1974 Guidance

X Criminal Histories

+" Employment

TIP' " Qualifications
i ® Language Skills

The progress tracker on  your +skils

. . . X Business Interests
application form will show you what . atainments
pages you have not fully completed yet % References

. i i " Declaration
e thisis shown with a red cross.

y




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

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

Attainments

gxperience, e ESSenl ]
daltainment Jaratety In nurmer cal arder and add
per attainment,

You will find the attainments on the last page of the rele profile

Attainment Number *

Evidence *

Skills / Attainments [to be evidenced on application]
Only evidence against these FIVE attainments on your application form

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



ATTAINMENT EXAMPLES

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:

Asked D owde Answer
| recently attended Swansea University
where | studied a BSc Business
Management Degree and achieved the
grade of 2:1. During my time at university, |
completed various in house training courses
with my current employer such as First Aid
at Work and IOSHH.
1 was responsible for sending the
company’s new brochure to print but our
managing director requested significant
changes to the design at the last minute and
| knew that it would not be possible to meet
the printer's deadline. | had built a strong
relationship with the printing company so
my first move was to give them a call and
explain the situation. It was agreed that they
would hold off for a few hours but | knew
this would still not give the designers
enough time. | then spoke to the designers
& together we worked out what had to be
changed and what was quick to change. |
approached my MD and explained that
certain amendments should be left as their
significance was disproportionate to the late
fees we would incur. Having secured sign
off, the designers focused on the main
issues and we were able to send the

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.




All submitted applications will be shortlisted anonymously 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.
Some of the common tests undertaken in Dyfed Powys Police include:

If a role requires the successful candidate to be able to communicate higher than Welsh language level 1, candidates will
be subject to a Welsh language test. This will either be a test or one interview question will be in Welsh.

M

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.

M

ﬁ VALUES COMPETENCIES

e Public Service * We are emotionally aware
* Respect & Empathy ¢ We take ownership
e Courage e We deliver, support & inspire

e \We are collaborative

e \We analyse critically

e We are innovative and open-
minded




INTERVIEW GUIDANCE

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

PREPARING FOR THE INTERVIEW AT THE INTERVIEW

RESEARCH THE ORGANISATION FORMAT

REVIEW THE ROLE PROFILE

FOCUS YOUR ANSWERS

PUNCTUALITY

AFTER THE INTERVIEW FAIRNESS




SUCCESSFUL AT INTERVIEW

ATTENDANCE & PERFORMANCE QUALIFICATIONS CHECK VETTING

FUNCTIONAL NEEDS REFERENCES
ASSESSMENT/MEDICAL




STAFF SUPPORT

STAFF SUPPORT NETWORKS

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
Heddlu Police T —
RHWYDWAITH CYMORTH o 2 9
LLEIAFRIFOEDD ETHNIG thydwalth DYFED Ability ; o
ETHNIC MINORITY Cefng i Suppgrt 1 GENDER
SUPPORT NETWORK Powvs I wonk
.ﬁhlEdd Network - s cumsm.u POLICE ASSOCIATION
DISABILITY CONFIDENT EMPLOYER POSITIVE ACTION
We are recognised as a disability confident employer, we aim to Dyfed-Powys Police is committed to recruiting more people
recruit and retain disabled people, and people with health from our diverse communities in order to be fully
conditions, for their skills and talent. You can indicate on your representative of the communities we serve.
application form whether you require any support or adjustments
to enable you to do the job, or to assist you with your application. Applicants from all backgrounds and ethnic groups are
encouraged to apply. We are committed to making equality a
If you join us with a disability or medical condition, we aim to reality both within the organisation and through the policing
support you so you can carry out your role effectively. Where service we provide.

possible we'll arrange reasonable adjustments so you can do this

m d'sabillty For more information, visit our positive action page

B confident

EMPLOYER



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/

FREQUENTLY ASKED QUESTIONS

Can | start an application, save Will | receive confirmation that My documents won’t attach to my
& return another time to my application has been application form. What should |
complete? received? do?

| would like to find out more
about the role advertised, who
do | contact?

Can | submit my application in | am having problems with the
Welsh? website, what should | do?

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

THANK YOU

Thank you for your interest in working with us

We look forward to receiving your application




