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1. INTRODUCTION
Recruitment of any new staff is a long process and can take up to 3 / 4 months to complete from the initial planning stage through the advertising process, short listing, interviewing, offering the post and to the time the new worker starts. It is important that Projects can stand over their process of recruitment and undertake this piece of work in an open, fair and transparent manner.

When starting any recruitment process the Staffing Sub-group and Co-ordinator (if appropriate) will have to undertake some initial pieces of work prior to proceeding, these will include the following steps:
STEP 1:
Be clear about the position required and ensure resources are available.

STEP 2:
Get approval from the full VBOM and the FSA for the position before 


proceeding. 
STEP 3:
Invite the Regional Support Agency to become involved in the short listing 


and interview process. They will act as an external neutral person 



throughout the recruitment procedures on behalf of the FSA. The Project 


can use their own recruitment material or avail of information and forms 


that the RSA have developed.
STEP 4:
Develop a new Job Description and Person Profile or review what has 


previously been used for the post before and make changes if required.

STEP 5:
Develop the Add (see Sample Document No 1,Generic Add) from the 


information highlighted in both documents above and decide where the 


post will be advertised. This will depend on whether the post is full time or 


part-time. All full-time posts must be advertised nationally and Projects 


can claim back the cost from the FSA.
The following information in this document will give guidelines and sample forms that can be used by any Project as they work their way through the recruitment process involved in employing a new member of staff.
2. MANAGING THE  PROCESS 
OF ADVERTISING 
STEP 1: 
DEALING WITH RESPONSES TO ADDS


1.1 
Put add (See Sample No 1) into paper / make sure closing date is 



accurate and all addresses, telephone numbers for applicants 



seeking information are correct. This can also be sent to various 



recruitment web sites that have a nominal charge and are used 



frequently by workers employed in the sector.



Information packs for applicants should be held by a designated 



person ready to send out and should include the following:

· Application form for position. (See Sample No 2);
· Person Spec (See Sample No 3);
· Job Description;
· Information about the Project;
· A letter (See Sample No 4).



1.2 
Make sure each application form is numbered appropriately 




before sending out. Make sure that the number is on both 




FORM A1 and FORM A2 of the Application Forms. (See Sample 



No 2).


1.3 
Put date, name of person on the letter and sign it.



1.4 
Keep register of each enquiry and information pack sent out 




and returned. (See Sample No 5).
SAMPLE DOCUMENTS IN THES SECTION INCLUDE:

SAMPLE DOC. No 1:  Generic Add. 
SAMPLE DOC. No 2:  Application form for candidates. 

SAMPLE DOC. No 3:  Person Specification Sheet for the relevant position.
SAMPLE DOC. No 4:  Letter to be sent with Information Packs. 

SAMPLE DOC. No 5:  Recruitment Register. 
   DOCUMENT 1: Sample Add
Name of Project

Is currently seeking to appoint a full time

……………………..

The overall purpose of the job is to:

(Key information required) 

The ideal candidate will have:

(Key information required) 

Full clean driving license and access to a car is essential.

· Application forms and further information can be obtained from………………, 

· Tel. No……… Mob. No……………. address or email address 

· Application forms, once filled out,  should be posted to The Interview Panel, c/o …………………….………………………………. 

· Closing date for applications is…………………………..at 5.00 p.m.

· Interviews will be based in ………………………on……………………

· Applications will be short listed for interview. 

· Pay scale is from……to……….. euro, the successful candidate will be offered a  starting point between the 1st and the 3rd point on the scale, depending on experience and qualifications.

The ………………  is an equal opportunities employer.

Funded under the Irish Government’s National Development Plan 2007– 2013 (NDP) 
[image: image1.emf]
[image: image2.png]National Development Plan 2007 - 2013




DOCUMENT 2: JOB APPLICATION FORM / EXPLANATORY NOTES FOR CANDIDATES
Please read these instructions fully before 
completing Forms A1 and A2

1. This Job Application Form is designed in such a way that all of your personal details will be outlined on Form A1 and will be used for administration purposes only.  All specific information furnished by you relating to the post on offer will be outlined on Form A2.  
2. Selection will be based solely on the information furnished on Form A2, therefore you should ensure that the information given is sufficiently comprehensive and relevant to the post on offer.

3. Read through the Application Form fully and then complete both Forms A1 (one page) and A2 (five pages) and write clearly in black or blue ink.

4. Keep a photocopy of your completed Job Application Form.

5. Applications will only be accepted on the official Job Application Form and should be received by                           ______  not later than 5.00 p.m. 

6. Do not forward any cover letter, Curriculum Vitae, Certificates or References with the Application Form.

7. It is the policy of the Project to contact the current or most recent employer. Referees will contacted only after interview

8. This application form, when completed, should be returned to the Recruitment Sub-Group, c/o Address stated in the add. 
Tel: 

_______ Fax: ____________________ email: _____________________
9. Canvassing will disqualify.

10. Interviews will be held on ____________________  

	Application form
	Position: 


Name in full (BLOCK LETTERS): __________________________________________

Postal Address (BLOCK LETTERS) (Please notify us at once of any change in your address)

______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
Telephone No.(s):- 

Private:  
______________________    
Mobile:  
______________________  

E-Mail:
______________________

Current Employment:

Name of Current (or previous) employer:_____________________________________________________________
Address:____________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
Telephone:__________________________________________________________________
Contact name:_______________________________________________________________

References: Please give details of two referees who would support your application
Name:





Name:

Address:





Address:

Telephone:





Telephone:

Do you give permission to contact referees. 

Yes 
(
No
(
	DECLARATION

	
I certify that the information given in this application is accurate and complete to the best of my knowledge.

Signed: _____________________________________    Date:______________ 

Please note that the signing of this application form (forms A1 and A2) indicates that you have read the job description and any other information issued by the Company and that you can comply with the requirements of the post.  Any false statements could result in the application being declared invalid.




	Application form
	Position: 



	EDUCATIONAL DETAILS
Starting with the most recent, list all Certificates, Diplomas and/or Degrees and specify dates of attainment

	COURSE TITLE & AWARDING BODY
	YEAR COMPLETED

	
	

	
	

	
	

	
	

	
	

	
	


	Starting with the most recent, list other non-accredited and/or relevant courses and specify dates of attainment

	COURSE TITLE & TRAINING ORGANISATION
	YEAR COMPLETED

	
	

	
	

	
	

	
	

	
	

	
	


	MEMBERSHIPS
List all Professional Bodies, Voluntary and Community Sector (V&CS) Organisations, etc.

	NAME OF PROFESSIONAL BODY/V&CS ORGANISATION, ETC.
	YEAR OF MEMBERSHIP

	
	

	
	

	
	

	
	


BRIEF SUMMARY OF WORK EXPERIENCE

	From

	To
	Title of Post
	Employer

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


PREVIOUS EMPLOYMENT RECORD (Please continue on a separate sheet if desired):-
	From

	To
	TITLE:

	
	
	NAME AND ADDRESS OF EMPLOYER:


	MAIN RESPONSIBILITIES, SIGNIFICANT FEATURES, SALARY, ETC.:



	From


	To
	TITLE:

	
	
	NAME AND ADDRESS OF EMPLOYER:


	MAIN RESPONSIBILITIES, SIGNIFICANT FEATURES, SALARY, ETC.:



	From

	To
	TITLE:

	
	
	NAME AND ADDRESS OF EMPLOYER:


	MAIN RESPONSIBILITIES, SIGNIFICANT FEATURES, SALARY, ETC.:



	Please indicate any particular experience and/or achievements you consider an Interview Board should be aware of when assessing your application for the post of:

 (Please continue on a separate sheet if desired)

	


	Please outline any other supporting information that you consider would be  relevant to your candidature for this particular post. (Please continue on a separate sheet if desired)



	


Do you hold a current driving license

                 Yes


No

Please indicate date when you would be in a position to take up this position if you are successful

_____________________________________

	Any other additional information

	


	 DOCUMENT 3: Person Specification sheet  for the post of
__________________________________

(All information should be linked to the requirements of the Job Description)



	1). Skills and abilities
	2). Knowledge

	
	

	3). Previous experience related to the position
	4). Relevant training or qualifications

	
	

	5). Values
	6). Personality

	
	


DOCUMENT 4: SAMPLE LETTER
Address:
Tel: 

Mobile

Date:

Dear

RE: Information Pack for the position of ………………. with the……………..

In response to your enquiry I am sending you out an information pack for the post of ………………….. for the ……………….. The  pack contains the following:

· An Application Form for the position. (Please read the instruction page carefully before filling in and use additional paper if required).

· A Person Specification Sheet of what the Project is looking for.

· A Job Description.

· Information about the Project through the Three Year Strategic Plan.

Please return the Application Form to the address above by 5.00pm on:

________________________________________

Applications not sent in on time will not be valid.

Should you have any questions regarding the process of filling out the form please do not hesitate to contact me at the above mobile number.

I wish you luck in the process.

Yours Sincerely,

_________________________________

	DOCUMENT 5: RECRUITMENT REGISTER FOR APPLICATIONS


	NAME & ADDRESS


	REF NO:
	DATE APPL. ARRIVED
	SHORT-LISTED

YES/NO
	INTERVIEW DATE
	SELECTED

YES/NO

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


3. SHORTLISTING FOR INTERVIEW 
STEP 1:
INDIVIDUAL MARKING PROCESS


1.1
Panel will meet to do short listing for interview. Someone 




should be nominated to chair the process.



1.2
Each member of the panel should be given a copy of the 




Job Description, Person Spec Sheet and an Individual 




Assessment Sheet (See Sample No 6) to read and get familiar 



with. Each candidates Application Form will be marked on how well 



it meets the criteria of the Person Spec and Job Description.



1.3
All applications will be opened and FORM A1 separated 




from FORM A2 and put to one side. (This is to ensure 




that the panel make a judgment about the content of the 




Application Form and not the gender, age or nationality of the 



potential candidate).



1.4
Make sure that each person understands how to fill out 




the Individual Assessment sheet. 




Each person puts the Reference Number from the Application Form 


in the left hand column and marks each of the following four 




areas outlined on the form out of 10, then adds up the total 




marks in relation to:

· Skills and abilities;
· Knowledge;
· Previous experience;
· Training and qualifications. 

The total marks (which could be up to a maximum of 40) will then indicate which category the candidate can be placed in (See bottom of the page).

· Marks of 0 - 20    = Not Recommended
· Marks of 21 - 30  = Possible Recommendation for interview

· Marks of 31 - 40  = Recommended for interview

STEP 2: 
COLLECTIVE MARKING PROCESS


2.1
Once everyone has read through all of the Application Forms and 



filled out their individual marking sheets, re-attach FORM A1 to 



the relevant Application Forms and write the name of candidate and 


reference number onto the Collective Assessment Sheet 




(Sample Doc. No 7) which is the overall Assessment Form for short 


listing



2.2
Add in each persons total marks for each candidate into the 




appropriate category, Not Recommended, Possible or 




Recommended for interview.



2.3 
This will then indicate which candidates came out the 





highest and who should be interviewed. Some discussion 




can take place re possible candidates. 




It would be preferable however, that there should be a 




maximum of 6 – 8 candidates going forward as this is as 




many as can be interviewed on the one day.




Agree date for interviews if not already set.



2.4
At the end of the selection process time should be given to 




planning the interview process. (See No 3 below). A letter 




(See Sample Doc No’s 8 & 9) should then be sent to:




a). Each candidate for interview stating:

· Time of interview;
· Venue for interview;
· Date for interview. 




b). Each candidate  not selected for interview using sample 



    
     letter in the Employment Pack.

SAMPLE DOCUMENTS IN THIS SECTION INCLUDE:

SAMPLE DOC. No 6:  Individual Assessment sheet for short listing candidates for 



         interview. 
SAMPLE DOC. No 7:  Collective Assessment sheet for putting in collective 




         marks. 
SAMPLE DOC. No 8 / 9: Sample letter to candidates short listed / not short listed. 
	 DOCUMENT 6: INDIVIDUAL ASSESSMENT SHEET / SHORT LISTING FOR INTERVIEWS FOR:
Post of: _________________________________

Name of Assessor: __________________________________



	Name of candidate
	1. Skills & 

abilities

(Rate out of 10)
	2. Knowledge

(Rate out of 10)
	3. Previous 

experience

(Rate out of 10)
	4. Training and qualifications

(Rate out of 10) 
	TOTAL MARKS

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Maximum scoring = 40

· 0    to   20   =   Not recommended for interview

· 21  to   30   =   Possible

· 31  to   40   =   Recommended for interview
	DOCUMENT 7: OVERALL ASSESSMENT SHEET / RECOMMENDATIONS FOR INTERVIEW FOR THE POST OF:
_______________________________

  

	Name and reference number of candidate:


	Not recommended for interview

(Marks 0 – 20)
	Possible

(Marks 21 – 30)
	Recommended for interview

(Marks 31 – 40)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


DOCUMENT 8:  SAMPLE LETTER FOR CANDIDATES SHORT LISTED 


  FOR INTERVIEW 
ADDRESS

DATE

Dear  

I am writing to inform you that you have been selected for interview for the post of…………………. with the ………………………...

Your interview will take place as follows:

Day: ____________________________

Time: ___________________________

Venue: __________________________

We expect that the process will take up to…………….minutes. 

In the case whereby the interview panel are undecided as to which candidate to best recommend, second interviews may take place for a number of candidates.

We wish you luck ob the day and look forward to meeting you. 

Best Wishes.

_____________________

DOCUMENT 9:  SAMPLE LETTER FOR CANDIDATES NOT SHORT 



  LISTED FOR INTERVIEW
ADDRESS

DATE

Dear  

I am writing to inform you know that you have unfortunately not been short-listed for the post of  ……………….. with the ……………………...

We will, with your permission keep your Application Form / C.V. on our files in case something more suitable arises in the future. Thank you very much for taking the time and trouble to apply for the position.

Best wishes

_____________________________

4.  PLANNING THE INTERVIEW PROCESS
STEP 1:
DECIDING DATES, TIMES AND VENUES


The interview process must be planned in terms of the date, the venue and the timing for 


each candidates interview. You will need at least 40 – 45 minutes per person plus a 


break of 10 – 15 minutes in between interviews and take into consideration tea breaks 


and lunch times.

STEP 2:
PLANNING WHO WILL ASK WHAT



After agreeing the times and dates etc. the panel should plan the interview process. Each 

category in the Person Spec form should be covered. The panel should split up the areas 

for questioning that relate to the 6 areas covered in the Person Specification  Form as 


follows:
· What are the skills and abilities required  for carrying out the role;
· What knowledge does the person have about local structures, working with a VBOM and what do they understand  the job to be about;
· What was the candidates previous work experience related to the position;
· What is the candidates educational experience and qualifications relevant to the position;
· What are the values of the person and understanding of social inclusion and equality issues;
· What kind of personality does the candidate have.


Each member of the panel must decide what category of questions they are asking and 


can choose 3 or 4 questions from the Samples provided. Each candidate MUST be 


asked the same questions.

STEP 3:
OTHER DECISIONS THAT NEED TO BE MADE



Other decisions that require attention are:

· Who will welcome the candidate and bring them into the room and introduce them to the panel;
· Who will Chair the process and keep the times;
· What order the questions will be asked in;
· Who will explain that each person being offered a position will be expected to have Garda Clearance;
· Who will answer the questions from the candidate.

	SAMPLE DOCUMENTS IN THIS SECTION INCLUDE:

SAMPLE DOC. No 10:   Sample questions for interview including 
SAMPLE DOC. No 11:   Some specific questions for Co-ordinator and Development                

                                            Worker Positions. 

SAMPLE DOC. No 12:   Some specific questions for Administrators. 



DOCUMENT 10: SOME GENERAL QUESTIONS FOR 
CO-ORDINATOR / OUTREACH DEVELOPMENT WORKER INTERVIEWS
The following are possible areas that questions.  It may be useful if each member of the Interview Panel takes responsibility for a particular area of questioning. Whilst it is  important that each candidate is asked the same questions, members of the panel should feel free to intervene with questions if things strike them during the course of the interview or if they feel that an important question has been omitted. 
An effort should be made to put people at their ease, as they are likely to answer more fully and freely in these circumstances.  Someone should take responsibility for chairing, introducing people and moving them on from one questioner to the next.  This person should also invite applicants to raise any questions that may be on their mind, at the end of the interview. Questions should encompass
· The candidates C.V. and past experience.  Its important that the focus here is on experience which the interviewee sees as particularly relevant to the job for which they are applying;
· Personality.  It is very important to get a sense of the person as a person rather than just as an applicant for a job.  This area of questions can also help to get people to relax and open up a little if the questions are sufficiently open-ended;
· Job Description.  It is important to check out the particular skills, knowledge and experience required as per Job Description and Person Profile if this ground has not been covered during the rest of the interview.  It is also useful to check out how the person would approach the job if they were offered it.

The following questions are guidelines only, based on some that have been used in previous interviews.
Warm up questions:

· What made you apply for this position.

· What did you decide to do when you left school and why.
· What job did you most enjoy.

· What has been your most valuable experience.

· Why do you want this job.

· What is the most valuable thing you can bring to the job;

· Tell us a bit about yourself.

· What are your main interests outside of work.

Questions relating to the job:
· Tell us what special aspects of your current work have prepared you for this position.

· Describe for me  one or two of the biggest disappointments in your work history.

· Why are you leaving your current job / or why did you leave your previous job.

· What is important to you in your job, what do you look for.

· What special aspects of your education and training have prepared you for this position.

· What courses have been most helpful to you in your work.

· Could you take us through your experience to date, particularly that which you think is most relevant to this job.

· Briefly could you summarise your work history and education for me.

Job performance:

· Everyone has strengths and weaknesses as workers, what are your strong points and what areas would you say needed most improvement.

· When you have been told, or discovered that you have a problem in a job, what have you typically done to improve things, can you give me an example.

· How do you cope with conflict / give an example.

· If you were offered this job, what would you do in the first 3 / 6 months.

· What kind of people do you find most difficult to deal with and why.

· Have you ever had responsibility for staff, can you tell me how you managed this.

· How would you go about setting up support and supervision for staff.

     What do you think the challenges might be in this.

· How would you build a positive staff team.

· Have you any management experience.

· How would you describe your management style.

· What, if any, experience have you in applying for funds.

· Tell us about a successful funding application you have made.

· What experience do you have in relation to financial accountability and quarterly / annual returns.
· Have you ever done any public presentations, if yes how do you prepare.

· What is your experience of facilitating groups.

· What is you experience in report writing and annual reports.
· What are some of the problems you experienced in your current / previous work. Which frustrated you the most and what did you do about it.

· If I asked your most recent employer what they would say about your strengths and weaknesses, what might they say.

· What has been the most pressure you have been under in your job, how did you cope.
General questions:

· What annoys you most.
· Do you consider yourself thoughtful and analytical or do you make up your mind very fast.

· The last time you did not know what decision to take, what did you do.
· What is your greatest ambition and or professional goal.

· What do you consider to be your greatest achievement.

· Where would you like to see yourself in 4 / 6 years.

· How would you pass on your skills.

· Why should we offer it to you.

· Have you any questions you would like to ask us.

DOCUMENT 11: SOME SPECIFIC QUESTIONS FOR 

CO-ORDINATOR / OUTREACH DEVELOPMENT WORKER INTERVIEWS

Questions in relation to community development specifically for Co-ordinators or Outreach Development Worker positions:

· What do you understand by ‘community development’ and why might this be different to other forms of voluntary community activity.

· What are the key principles / values associated with community development.

· What do you think is the value (if any) to this project of being part of a national FRC Programme.
· What is your knowledge of area (or similar area), what might be the issues facing people in the area and what would be the role of an FRC in responding to those issues.

· How is an FRC different (if at all) from other forms of voluntary and community organisations or activity.

· How (specifically) do you involve people, particularly those who have not previously been involved at community level.

· What is your understanding of the issues for the Traveller community.

· What role can you see an FRC / CDP playing in addressing discrimination and racism.

· What is your experience of facilitating groups, what do you understand about group dynamics.

· What do you understand about influencing policy and what role should a CDP / FRC play in this.

· Are you familiar with this community / or a community like this.

· Have you had experience of working in such a community.

· What do you imagine to be the main issues / problems facing people in this area.

· What do you think are the causes of these issues.

· What (if any) role has the CDP / FRC in responding to these issues.

· How specifically (select a particular issue) might the FRC / CDP do that.

· What do you think are the main voluntary / community / statutory groups that the project should make links with at local, regional and  national level.

· What kind of voluntary experience have you had which is relevant to this job.

· Have you experience of working for a local, voluntary management committee.

· What do see is the role of the voluntary Management Committee within the Project. What do you think, or would you imagine to be both the positive and negative aspects of working for such a committee.

· What do you understand to be the role of a Project Co-ordinator with the Voluntary Management Committee.

· In what ways might a Project Co-ordinator support the Management Committee.
DOCUMENT 12:  SOME SAMPLE QUESTIONS FOR ADMINISTRATORS
· Can you give us an example of your organisational skills.
· What kind of filing system do you use.

· Tell us about your training and education relevant to this administrative role.

· What do you think your role will be with the Project Co-ordinator.
· As there will have to be quarterly accounts and a yearly audit to be done, can you tell us tell us about your accounts experience.
· What experience do you have in managing finances, quarterly returns and dealing with accountants etc..

· What is you approach to dealing with the general public, and what do you think are some of the essential skills for carrying out reception duties.
· Have you used a payroll package, if so, which package have you used.
· What is your understanding of confidentiality.
· What is your understanding of Community Development. 

5. 
MANAGING THE  INTERVIEW PROCESS

STEP 1:
ORGANISATION FOR INTERVIEW PROCESS 



The Panel should arrive early on the date of the interviews to 




ensure that all is organized as follows:
· Each member of the panel MUST HAVE a copy of each persons Application Form along with an Individual Assessment Form  (See Sample Doc No 13) attached to each application;
· Each member of the panel and each candidate should have access to a glass with a fresh bottle of water;
· There should be a sitting area where candidates can wait and which the interview process cannot be heard;
· Tea and coffee are available to the panel at designated times;
· That each member of the panel is clear what they are doing.

STEP 2:
INDIVIDUAL ASSESMENT OF CANDIDATES 



DURING INTERVIEW PROCESS



The interviews should be gone through as planned and each 




candidate should be asked at the end of the process if they have 




anything to ask the panel.



Members of the panel can make notes as the interview proceeds 




on the Assessment Form provided. However care should be taken as to 



how things are written in case forms may be requested at a later date.



When the candidate leaves the room each member of the Panel 




should fill out their Individual Assessment Form prior to any discussion and 


mark each candidate out of 10 for the following 6 areas:

· Skills and abilities;
· Knowledge;
· Previous work experience;
· Relevant training and qualifications;
· Values;
· Personality.


Add up the final score (up to a maximum of 60) and put at the 




bottom of the form.



A brief discussion can take place at this stage before seeing the 




next candidate.

STEP 2:
COLLECTIVE SCORING


At the end of the interviewing of all candidates the panel must take 



time to make an overall assessment.



The Chair will put the names of each candidate onto 





The Collective Assessment Sheet (See SAMPLE DOC. N0 14) which is 


the collective assessment form and each member of the panel will give 


their total score based on the scoring method supplied and outlined below:

· 0   – 30 = Poor (Not recommended)

· 31 – 40 = Adequate (Possible recommendation)

· 41 – 50 = Good ( Recommended)

· 51 – 60 = Outstanding ( Highly recommended)

STEP 3:
OVER ALL RECOMMENDATIONS


A discussion should then take place regarding the overall 




recommendations of 1st, 2nd and 3rd choice candidates for the post.



These must be brought to the VBOM for discussion and ratification 



as close as possible to the interview process. 



All information from the interview procedures should be kept in a 



file for a minimum of 1 year.

	SAMPLE DOCUMENTS IN THIS SECTION INCLUDE:

SAMPLE DOC. No. 13:  Individual Assessment Sheet of each candidate for    

                                             each member of the panel 
SAMPLE DOC. No. 14:  Collective Assessment Form for adding up total scores 
                                      and making recommendations. 



	DOCUMENT13: INDIVIDUAL INTERVIEW ASSESSMENT SHEET FOR POST OF: 
______________________________________________


	Name of interviewer____________________ Name of candidate________________________



	1. Skills and abilities

(Rate out of 10)
	Any comments on candidates skills and abilities



	
	

	2. Knowledge

(Rate out of 10)
	Any comments on candidates knowledge

	
	

	3. Previous experience

(Rate out of 10)
	Any comments on candidates previous experience

	
	

	4. Relevant training and qualifications

(Rate out of 10)
	Any comments on candidates relevant training and qualifications

	
	

	5. Values

(Rate out of 10)
	Any comments on candidates values

	
	

	6. Personality

(Rate out of 10)
	Any comments on candidates personality

	
	


	TOTAL SCORE FOR INTERVIEWS: 


	


MAXIMUM SCORING FOR INTERVIEW PROCESS = 60
· 0     to   30  =  Poor  (Not recommended)

· 31   to   40  =  Acceptable (Possible recommendation)

· 41   to   50  =  Good   (Recommended)

· 51   to   60  =  Outstanding  (Highly recommended)

	DOCUMENT 14: OVERALL ASSESSMENT SHEET / RECOMMENDATIONS FOR POST OF :
_______________________________



	CANDIDATES NAME
	NOT RECOMMENDED


	POSSIBLE
	RECOMMENDED
	HIGHLY RECOMMENDED

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	RECOMMENDATIONS FOR POSITION

	Recommended 1st choice:  



	Recommended 2nd choice:



	Recommended 3rd choice:




6. CHECKING REFERENCES AND OFFERING THE POST AND MANAGING THE INDUCTION PROCEDURES 
STEP 1:
CHECKING REFERENCES 



Referees can be contacted by telephone of first preference candidate 


requesting a written reference based on the Reference Check List (See 


Sample Doc. No 15). This should be sent to referees and on return of 


documentation along with ratification from the VBOM the position can be 


offered. 
STEP 2:
OFFERING POSITION



If references checked out and the Board have ratified the decision to offer 


the post then ring candidate and offer position over the phone. 



Explain fully that this will be subject to a successful probationary period


and successful Garda Vetting process being completed. As it can take up 


to 10 weeks for a Garda Vetting Form to be completed the candidate will 


be expected to send back with their letter accepting the position the 


following items:

· A completed copy of the Garda Vetting Form (See Document No 16);

· A copy of any previous Garda Clearance Forms;

· A signed copy of a filled out General Declaration Form (See Document No 17).



If the candidate accepts the offer over the phone then send out written 


offer using letter outlined below ( See Sample Doc. No 18). 


When candidate has accepted in writing  then write to all other 



candidates 
who were unsuccessful using letter below. (See Sample 


Doc. No 19).
STEP 3:
HANDLING ANY REQUESTED FEEDBACK 




FROM UNSUCCESSFUL CANDIDATES



There may be times when a candidate may request feedback from 



the interview process. Sometimes this is just a genuine need to 



gather information that may help them with future interview 




procedures. In  which case verbal feedback over the phone should 



be sufficient. 



This could mean covering the following 3 areas:

· What the interview panel thought they did well;
· What the gaps were;
· That there were other candidates that had more relevant experience / or did better in the interview process.



However there are times when a candidate may feel that they were 



unfairly treated and will ask for written feedback. If the candidate is 



looking for written feedback then the interview panel need to be 



more careful. 



This could be handled by simply giving them the scores that they were 



given out of the total number of points allocated and stating that there 



were more experienced candidates who did better in the process. Also 



you should wish them well going into the future.



The Project is not obliged to give candidates any written notes from 



the interview process as they are not a state or government agency.

STEP 4:
NEGOTIATING TERMS


Meet with candidate and agree starting dates, probationary period and any other 


issues 
in relation to the terms and conditions of employment offered in the 


letter of appointment.



Inform the FSA of starting date, this will draw down funding for 



wages etc..

	SAMPLE DOCUMENTS IN THIS SECTION INCLUDE:

SAMPLE DOC. No. 15:  Sample Reference Check List
SAMPLE DOC. No. 16:  Garda Vetting Form

SAMPLE DOC. No. 17:  General Declaration Form
SAMPLE DOC. No. 18:   Sample letter offering the position. 
SAMPLE DOC. No. 19:  Sample letter to unsuccessful candidates 



DOCUMENT 15: REFERENCE CHECK FORM 
	JOB TITLE:
	

	CHECKED BY:
	

	DATE:
	


	NAME OF PROSPECTIVE EMPLOYEE:
	

	REFEREE:
	

	REFEREE TITLE:
	

	ORGANISATION:
	

	TELEPHONE NO.
	


	What was his / her position and primary responsibilities?


	

	How would you describe the quality of his/her work?


	

	Was the person punctual? How would you rate his / her attendance?


	

	How did he/she get along with other people (e.g. supervisors, co-workers, children)

	

	How would you characterise his/her work in general?


	

	When and why did the person leave the job?


	

	Can you confirm the starting and ending employment dates?


	

	Was there any Disciplinary Action taken against this person?


	

	Would you rehire this person, if not why not?

	

	Is there anything we haven’t asked that you would like to share with the Project?


	


Additional Comments

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	SAMPLE DOC. No. 16:
GARDA VETTING FORM
	
	PROJECT NAME:
ADDRESS:




	SURNAME:
	PREVIOUS NAME (if any):

	FORENAME:
	ALIAS (if any):
	

	DATE OF BIRTH: (dd/mm/yy)                                                                                     
	PLACE OF BIRTH:

	HAVE YOU EVER CHANGED YOUR NAME?                   
	   YES
	
	     NO
	

	IF YES PLEASE STATE FORMER NAME:

	

	PLEASE STATE ALL ADDRESSES FROM YEAR OF BIRTH TO PRESENT DATE (include all addresses outside the Republic of Ireland):

	HOUSE NO.      
	STREET                                                 
	TOWN                               
	COUNTY                   
	POST CODE        
	      COUNTRY                    
	YEAR                    FROM         
	YEAR     TO 

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


           Have you ever been convicted of an offence in the Republic of Ireland or elsewhere?

	No
	    
	Yes
	
	 If yes, please provide details below  & also details of all prosecutions,                               successful or not, pending or completed, in the State or elsewhere
	


	DATE
	COURT
	OFFENCE
	COURT OUTCOME

	
	
	
	

	
	
	
	

	
	
	
	


	DECLARATION
To Commissioner, An Garda Siochana, Central Vetting Unit

I, the undersigned who have applied for the position of  ________________________ hereby authorise An Garda Siochana to furnish the Family Resource Centre (FRC), a statement that there are no convictions recorded against me in the Republic of Ireland or elsewhere, or a statement of all prosecutions, successful or not, pending or completed, in the State or elsewhere as the case may be.

I am aware that any information resulting from this inquiry may be shared within the FRC network nationally, in the event that I apply for a position within any area of the FRC network.


Signature of Applicant : _____________________________________     Date : ____________________________   

Please print name: ______________________________

For  FRC office use only

FRC Manager:   __________________________________________    Location:   _________________________________
Authorised Signatory: ____________________________  Reg. No.:______________________ Date : ________________
Please print name:  _________________________

_____________________________________________________________________________________________________
FOR CVU OFFICE USE ONLY

According to Garda records there are no previous convictions recorded against the above named applicant
OR the following convictions appear on Garda Records: ________              OR the following convictions pending: _______
NOTE: Checks were carried out by this office based on the information supplied. The convictions supplied may apply to the subject of your enquiry. Please verify before use.











Signed:  ___________________________________  Member I/C                 

Expiry of clearance: _________________________
                                                          
	HOUSE 
NO.
	STREET
	TOWN
	COUNTY
	POST
CODE
	COUNTRY
	YEAR FROM
	YEAR
TO

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


DOCUMENT 17: GENERAL DECLARATION FORM
          NAME OF PROJECT:      

          FAMILY RESOURCE CENTRE GENERAL DECLARATION

This declaration will accompany the Garda Vetting Form be retained in the employees records until the Garda Vetting Process is completed

“I ___________________________________

 of ___________________________________________________________________

sincerely declare as follows:-

1. This declaration relates to my position as _________________________ with the 
Family Resource Centre and to my suitability to hold such position with the Family 
Resource Centre.

2. I hereby declare that to the best of my knowledge and belief there is nothing in relation 
to my conduct, character or personal background of any nature that would 
adversely affect the position of trust in which I would be placed by virtue of my 
involvement with the Family Resource Centre.

3. I hereby confirm that I am not subject now to any investigation or pending 
prosecution 
by the Garda Siochana or other Police Force on a matter that could adversely affect 
the position of trust in which I would be placed by virtue of my involvement with the 
Family Resource Centre or which could adversely affect the effective discharge of my 
duties.

4. I further declare that I have given my irrevocable consent to the Ballymote Family 
Resource Centre – Garda Vetting Office to make or cause to be made full 
enquiries with the Central Vetting Unit of An Garda Siochana in relation to my 
suitability to hold a position with the Family Resource Centre.

5. I further declare that by making this declaration, I shall undertake, without 
delay, to 
notify the Family Resource Centre of any conviction received during my involvement 
with the Family Resource Centre and understand that any 
such convictions may be 
subject to a risk assessment by the Family Resource Centre.  

6. I also declare that I shall undertake, without delay, to notify the Family Resource 


Centre if I become the subject of a Garda Siochana or other Police Force 
investigation 
into a matter that could adversely affect the position of trust in which I would be placed by 
virtue of my involvement with the Family Resource Centre or which could 
adversely 
affect the effective discharge of the duties of the position.

7. I make this Declaration consciously believing it to be true for the satisfaction of the 
Family Resource Centre.

SIGNED: __________________________________       

Print Name__________________________________

DATE: ____________________

DOCUMENT 18: SAMPLE LETTER OF APPOINTMENT
CONFIDENTIAL

Name.

Address.

Date.

Dear

POST OF:________________________________________

Following your interview for the above post and satisfactory references from your referees.  I am pleased to formally confirm the offer you the post of……………

subject to the completion of a successful Garda Vetting process and Probationary Period of 6 months.

The current Garda Vetting  Process takes up to 10 weeks. We would therefore very much appreciate it if in the interim you could send back the following items with your formal letter of acceptance:

a).
Any Garda Clearance Forms you may have from previous positions;

b).
Completed Garda Vetting Form attached with this letter;

c).
Completed General Declaration Form also sent with this letter.

In addition the following information outlines the main terms and conditions of employment with the Project. 
1)
Salary:

You will be placed on _____per annum,______________________scale.


(Incremental increases subject to funding.)

2)
Commencement Date


I confirm that your starting date will be ________________________

3) Status of Post and Probationary Period

Your post is full ……………. and subject to an initial 6 month probationary contract.  If you are successful after completion of the probationary period a longer-term contract will be offered subject to funding.

4)
Annual leave:

You will be entitled to ………….. days paid holidays each year.

5)        Hours weekly:

You will be required to work a_______hour week exclusive of meal breaks.  Work carried our after office hours will be claimed back through time in lieu.

We will arrange to meet prior to your starting date to discuss the above and any other terms and conditions once we receive your acceptance letter.  You will also be given the Staffing Hand Book which outlines all your term and conditions within the first week of your employment with the Project. We look forward to meeting with you and wish you well in your new appointment.

Yours sincerely

DOCUMENT 19: SAMPLE LETTER FOR UNSUCCESSFUL CANDIDATES
ADDRESS

DATE

Dear

Thank you very much for taking the time to participate in the interview process with the …………….. for the position of …………..   Unfortunately, on this occasion you were not successful in being offered the position. However, I would like to wish you every success in your future endeavours.

With very best wishes,

______________________________

6. MANAGING THE INDUCTION PROCESS 
Once the recruitment process is completed the Projects is committed to ensuring 

new workers receive the support and information they require to assist them to 

carry out their responsibilities. All new employees will have an induction period at 

the commencement of their employment. The duration and content of this will 

vary according to the needs of the employee and the position. 

A meeting with the VBOM should take place to ensure that the induction is well planned and 


organised. The following things should be in place:
· Employers Registration No. / Tax Clearance Cert.;
· Methods for paying employee;
· Comfortable working environment / premises;
· Induction process in terms of meeting people at local level and possible visits to other Projects;
· Staffing hand Book given to employee in first month;
· Staff Support and Supervision process and structure agreed and implemented;
· Appraisal process at 3 months and 6 months before offering long term contract subject to funding.

It is important that the induction period is experienced by new employees as positive and empowering. This is outlined in more detail below.

1.  The first week:


During the first week the person directly responsible for the employees supervision should take time out to provide the following:

· Background and values of the Project;
· Background to the specific FRC Programme structures and funding;
· Operational environment in which the employee will be working eg. Local politics, groups and agencies along with the history of community activity;
· Explanation of the position and what it entails;
· Information in relation to the areas of work;
· Administrative procedures, Terms and Conditions of employment, Health and Safety requirements, Contract and Support and Supervision Policy etc..

2.  Reading up of background information:


Time will be provided to each worker to read relevant written policies and materials and to come back with further questions and concerns.
3.  Meeting colleagues:

Meetings will also be arranged with other team members, VBOM members as appropriate and where possible. 

4.  Meeting with other agencies:
Arrangements will be made for workers to meet with relevant  agencies and other 

organisations within the locality. This will happen either in conjunction with the direct supervisor or on an independent basis.

5. Regular support and supervision:
New workers and their designated supervisor / supervisors will meet on a two weekly basis  in the first 2 / 3 months and monthly whilst in the probationary period. Once the 

probationary period has been completed supervision will take place every four to 

six weeks. 

7. MANAGING THE PROBATIONARY PERIOD 
The Project will confirm the offer of a long term contract with workers on the successful completion of successful Garda Vetting process and Probationary period. It is the responsibility of the allocated supervisee to manage this process with new employees. The Probationary period provides ample time for workers to become comfortable and competent in the position and for both the new worker and other stakeholders in the Project to be able to develop a solid and trusting working relationship. Throughout this time the Project should be committed to ensuring that each employee understands  and is  familiar with demands of the post and that there is full discussion with the employee regarding any problems or difficulties that may arise. 

For any full-time or part-time position there will be a probationary period of 6 
months, with an appraisal at 3 and 6 months. This will be carried out through participation in regular support,  supervision procedures which will operate as follows:
· The 3 and 6 monthly  appraisals for a Co-ordinator can be undertaken by two members of the Staffing Sub-group (SSG);
· For other staff this will be carried out by  a member of the SSG and the Co-ordinator;
· Appraisals will be based on information gathered through regular support and supervision sessions and progress of work from the Job description;  

· Should there be concerns with regard to the workers performance this 


Should be  flagged as openly and as honestly as possible within the support 

     and supervision sessions and appraisal meetings; 
· Where there is an ongoing difficulty the probationary period may be extend for a further 3 months and the Project will ensure that the worker will be given appropriate support to find ways in which to make changes;
· Should there still be difficulties arising after the extended 3 month period the employee may still be let go in accordance with the provisions of the Minimum Notice and Terms of Employment Act, 1973.
1. End of probationary period:
Normally the final  appraisal will take place at 6 months. However, if extended it 

will take place at  9 months. If at this stage there is a decision to offer a long term 

contract yet there are still some concerns with regard to the employees suitability  

for the position, this will be written into the employees records along with a 

strategy for change. Reviews of this will take place through regular supervision 

sessions. 

2. Ending the contract during the probationary period:

During the period of probation the contract can be terminated by either party in 

accordance with the provisions of the Minimum Notice and Terms of Employment

Act, 1973.

8. FOR NEW PROJECTS: 

Other pieces of work that need to be in place to support the Projects employment practice. 
STEP 1:
COMPLIANCE ISSUES



Make sure that the Project has the following in place:

· Tax Clearance Certificate and Employers Registration;
· Appointed Auditors and Accountant;
· Bank account and signatories;
· Financial accountability structures in place;
· Start-up grant drawn down;
STEP 2:
PREMISES



Making sure that all work is undertaken in relation to accessing 



premise:

· Agreement and contract in place re work to be undertaken and leasing arrangements;
· Re-costing of equipment and purchasing it;
· Letter heading designed and printed up to include:




~ Name / address / telephone / email etc.




~ List of directors



~ Logo




~ Incorporation of FSA and National Development Plan 



              Logo’s
· Health and safety statement, policy and procedures. This can be developed when premises and worker are in place and using the start up funding to buy in expertise to develop the policy. (Will cost about 2,500 euro).

STEP 3:
ACCOUNTABILITY TO FUNDERS / 





ACCESSING ADDITIONAL STAFF



The following work needs to be undertaken on covering all accountability 


commitments to the funders and 
Companies Office as well as in 



accessing additional workers:

· Ensure quarterly returns are completed and sent in on time to the FSA;
· Have first AGM and appoint Officers (preferable near the time when the Project has to have their audited accounts completed and sent into funders etc.);
· Annual Audited Accounts will also have to be sent to the FSA and the Companies Office by the end of March;
· Ensure that the Project talks to the FSA about downloading the SPEAK Self Evaluation Computer Programme . The Co-ordinator can get information on how to use it from another Project or from the RSA. This must be in by the end of March;
· Annual Progress Report if required is usually expected into the FSA on a certain date. As this changes you will need to talk to the FSA about the date and accessing the appropriate form which the Co-ordinator can fill in;
· After six months of having a Co-ordinator in place the Project should be able to advertise for a part time Administrator / talk to the FSA;
· 6 months after that you should be able to advertise for an part time Outreach Development Worker / talk to the FSA.
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