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INTRODUCTION 

Thank you for your interest in this job with Deaflink.  We want to recruit the right people. This 

document contains information about Deaflink, the recruitment process and our employment 

terms and conditions, which you may find useful. 
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ABOUT DEAFLINK NORTH EAST 

Our Organisation  

Technically Deaflink North East started on the 1st of April 2012 – the date we became an 

independent limited company and a charity. However Deaflink has a bigger history in Newcastle.  If 

you would like to know more about our history then please look on our website 

www.deaflink.org.uk where you will also find examples of our work and the latest Annual Report. 

 

We work with all people experiencing hearing loss – this includes profoundly deaf; Deafblind; 

people with cochlear implants and hard of hearing.  We have identified British Sign Language (BSL) 

users as our primary client group in recognition of the significant barriers that they face in today’s 

society. 

 

Our Strategic Aims: (WHAT WE WANT TO ACHIEVE) 

 Improve access to employment, education, health, leisure and social 
opportunities for all D/deaf, Deafblind and Hard of Hearing people in 

Newcastle and the North East.   

We do this by providing information in a variety of formats. We hold forums where 

we have people presenting information about their services or changes to the benefits 

systems or issues specific to the D/deaf communities.  These forums are open to all 

BSL users.  We also have smaller, specific groups for example the Men’s Group; Hard 

of Hearing group and Healthy Deaf Minds group.  

 To raise awareness of the needs of these excluded groups to statutory and 

voluntary/private organisations and agencies 

We rely on the information from the Deaf communities of what they are experiencing 

to ensure that we are honest and accurate in giving feedback to our partners 
(Councils, Health Services etc.). We arrange focus groups and meetings to ensure that 

Deaf people have access to decision makers and can make their own views clear. 

 To act as a consultative group offering training support and advocacy 

Sometimes we are asked to help an organisation review its services to the D/deaf 

communities. 

 

Deaflink Statutory and voluntary income 

Today, much of the funding comes from grants from statutory agencies such as the Local Authority 

and the Clinical Commissioning Group. The rest of our funding is from grant giving organisations 

and fundraising.   

Equality and valuing diversity 

Our commitment to equality and diversity means that we welcome and celebrate working in a 

multi-cultural and diverse society and believe that no one should be unfairly treated. Being a good 

employer is essential to us.  Every employee has a responsibility in fulfilling our commitment to 

equality and diversity. This is crucial to our responsibilities as an employer and service provider. 

We also believe that staff who feel isolated, excluded or think they have been treated unfairly will 

be supported through the organisation’s policies and procedures for grievances, discipline and 

dealing with harassment.  

http://www.deaflink.org.uk/
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APPLYING FOR A JOB AT DEAFLINK 

As part of Deaflink’s equality and diversity policy we want to ensure that every applicant is treated 

fairly and we cannot stress this enough.  

 Your application form is very important and this section is designed to help you to complete 

it.  

 If you already work for Deaflink, we still require the same range of information in relation to 
the job you are applying for.   

 We want to know about your skills not what jobs you have done.   

 You might have skills by being a volunteer or time management skills being a parent or 
through playing in a sports team; please tell us it’s not just paid work that’s important. 

 

The application form has two sections and Part 2 of the application form will be separated from 

your application before being given to the short listing panel to allow for a fair assessment of your 

application.  The information in part 2 will advise the person organising the recruitment process of 

whether there are particular requirements for the interview.  They will also get the data from all 

applications and look at types of people who applied for the post, and more importantly – who did 

not apply. 

 

The job description and person specification 

 Every job advertised by Deaflink has a job description and person specification 

 The job description outlines the main duties of the post 

 The person specification describes the knowledge, experience and skills required for the job 

 Do you have the right skills and experience? If you do please think how you would describe 
this on your application form – give us examples.  

 

Completing the application form 

 Read through the application form carefully before you write anything  

 Make sure that you are clear about what is being asked.  

 You may find it helpful to do a rough version first – this avoids mistakes  

 Do not send a CV we will not look at it. 

 This application form must be completed in black ink or typed 

 

Part 1.      

Employment history 

 Include any relevant voluntary, paid or part-time work that you have had.  

 If you have not been in paid employment or have not worked for a long time, think carefully 
about any other relevant experience, not necessarily in a formal work setting, that you may 

have gained e.g. as coach of a sport team; secretary of a social club.  

 Please also make sure that you include details of your current or most recent job, even if 

you feel that the job is not relevant to your current application.  

 Explain the main duties of your job, including things that you are or were responsible for, 
but do not go into too much detail. You will have the opportunity to expand on the skills 

and experience that are most relevant to your application later in the form. 

 Provide details of your past employment, starting with the most recent job and explain any 

gaps. 
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Education, training and qualifications  

 List qualifications in this section.  

 Include any other qualifications or training courses you have attended that you feel are 

relevant.  

 If you are offered the job, we will need to see the qualification certificates. 
 

References 

 All appointments are subject to satisfactory references 

 We will request references if we decide to offer you the job – not before.  

 One should be your most recent employer and one other (not related). 

 If you have not worked in paid employment, you may provide the name and address of 

anyone who knows you well and who will be able to confirm the information you have 

provided and comment on your suitability for the job. 

 Deaflink reserves the right to contact any other past employers where it seems necessary.  

 Internal candidates should give their managers as a first referee. 

 

Most relevant experience/reasons for applying 

This section of the application form is very important. Use it to show us how your knowledge, 

experience and skills match the points listed in the person specification. 

Use the headings from the person specification. It is very important to address each point on the 

person specification.   

We have asked some questions in the application form but use the final section of part 1 to add 

relevant information that has not been written anywhere in your application. 

You should not just repeat your employment history or tell us your ‘story’ but think about the 

skills we are looking for and tell us how you meet them. 

Do not just state that you can do the job or have done the job before. 

If needed you can continue on extra paper. Each additional page must be numbered and must 

include your name and the job title of the position you are applying for.   

Key Points: 

 The only information that is used to decide whether or not to shortlist you is the 

information provided in your application form part 1.  

 You might know us but please do not assume that we know your skills and 
experience – when you fill in form pretend you don’t know us. 

 When you fill in form you must show us that you understand the requirement.  

For Example, Must be a good team player.  If you just say “I am a good team 

player” then you will not score any points.  If you say “I am a good team player 

because I help people when they are busy, I make coffee if they look stressed, I 

know that we all have different roles.  I have worked in teams at …………” then 

you will score more.  Do this on every point of the Person Specification – tell us 

what you understand the skill/knowledge is and what experience have you got.  

 Please remember to sign the declaration. 
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Part 2 

Equality and diversity monitoring 

At Deaflink we are committed to a policy of equality and diversity to ensure that all applicants are 

treated fairly. Please complete the equality and diversity monitoring form to help us monitor our 

recruitment process and to promote our equality and diversity policy. All information given in this 

section is private and confidential and is used only for statistical monitoring purposes.  

DBS Checks 

All posts within Deaflink will be subject to a standard disclosure check, and some posts involve 
more detailed enhanced checks. Deaflink will obtain the disclosure from the Disclosure and Barring 

Service (DBS), which is part of the Home Office. The DBS will check the background of job 

applicants to make sure that they do not have a history that would make them unsuitable for 

certain posts.   

Other information 

You must complete this section accurately as the information you provide here helps us to comply 

with the Asylum and Immigration Act 1996. We are unable to offer employment to someone who 

does not have the right to live and work in the UK. If you are offered the post, it is conditional on 

you providing proof of this right e.g. passport. 

Declaration 

When you have completed the application form read through it carefully, checking for any errors 

and to make sure you have not missed anything out. Then sign the declaration on the first page and 

date it to confirm that the information is correct.  

Interviews 

The letter with this pack will give the interview timetable. If the date is a problem, please tell us as 

soon as possible. We might be able to make changes. 

BENEFITS AND TERMS OF EMPLOYMENT 

Deaflink has a set of employment policies and guidelines that help us work effectively and fairly with 

our employees.  These conditions apply to all staff employed throughout Deaflink projects and will 

be given to the successful applicant at the start of their work with us.  Here is a summary of general 

terms of employment. 

Leave 

Deaflink entitlement starts at 33 days per year, rising to 38 days a year based on length of service, 

(this includes statutory and general national holidays). Deaflink also offers maternity, maternity 

support, adoption and special leave schemes, in addition to statutory parental and paternity leave. 

Part-time/flexible working/job-share 

Deaflink has always been committed to considering flexible working requests. Our conditions of 

service are designed to increase the variety of work available to those individuals not seeking to 

work full-time. This will enable employees to balance their work and home responsibilities and 

benefit the organisation. 

Deaflink pension scheme 

Deaflink recognises the importance of pension provision as part of an employment package.  

Deaflink offers a 6% contribution to pension scheme which will be discussed with the successful 

applicant.  
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Training and development 

Our aim is to provide opportunities for all employees to learn and develop within Deaflink. We are 

committed to ensuring high-quality training and development that is relevant to the job holder and 

the organisation. We work with employees to identify learning needs and to find the solution that 

best fits their need.  

Probationary period 

All new employees of Deaflink must serve a probationary period, normally of three months. During 

this period employees must demonstrate satisfactory conduct and ability for permanent 
appointment to the post. 

Appraisal and performance reviews 

Deaflink is committed to building the skills and potential of all employees as part of its strategic 

aims and objectives. A key aspect of this process involves employees participating in regular one-to-

one sessions and an annual appraisal. 

 

RECRUITMENT COMPLAINTS PROCEDURE 

Applicants for jobs in Deaflink will be selected on their ability to fulfil the requirements of the post 

they are selected for, based on the guidelines set out in our policy for recruitment and selection. 

If you consider that the recruitment process has been managed in a discriminatory or unfair 
manner, or if there is any aspect of our process that did not comply with our standards, you may 

register a complaint. 

Procedure 

Your complaint will be investigated within 10 working days from the date the complaint was 

received (or reasons should be given for a revised timetable). Please note: 

 All complaints must be in writing and directed initially to the Chair of Deaflink. 

 The Chair will then forward the complaint letter and a copy of the acknowledgement to the 

 appropriate officer.  

 The officer to whom the complaint has been directed will be responsible for investigating 

 the complaint. In circumstances where it is considered appropriate an investigator will be 

 appointed. 

 Following the investigation, the officer to whom the complaint was referred will decide 

 whether the complaint has any substance and, if necessary, determine appropriate action. 

 The officer to whom the complaint was referred to will inform the Chair of the outcome 

 before contacting the person who complained. 

 This procedure does not exclude any right the applicant may have to apply to an 

 employment tribunal. 


