WPP Guidelines for Completing Provider Application Form


These guidelines are intended to assist you to correctly and fully complete the application form. Please note that incomplete forms will be returned to you for completion.  Making an application is the first step in the process.  All applications will be reviewed, however, only those that meet the programme criteria will be approved.  For further information please contact the FÁS National Contact Centre (NCC) on Freephone 1800 611 116.
PART A
Description of the Business: It may not be obvious from the name of your business what sector you are in and what type of work activity you are involved in.  Writing a clear description here will make it easier for us to understand your core business.

Contact Person: one person should be nominated to be responsible for the Work Placement Programme and their contact details given, so that FÁS can easily contact you with updates, queries etc.

Employer’s Registered Number: this number must be entered.

Number of Employees: It is a requirement for you to state the total number of employees in your business. Total number of employees should be given, regardless of whether some are part-time and others full-time.  If you are local branch office of a national organisation and are making an application, please only specify the number of employees in your local branch.  In order to qualify for a placement, a business or a local branch must have a minimum of 10 employees.
Number of placements offered:  This is the number of individual placements that your business or local branch is offering.  This can be 1 – 10 max or 10% of your total employees, whichever is lower.  Local branch offices of national organisations will be regarded as an individual providers for the purpose of the programme.

Hours per week:  Only full-time placements (i.e. standard working week) are acceptable.
PART B 
Work Placement Title: The title given here should accurately describe the work placement given in the following sections e.g. HR Administrator, Programmer, etc.
Area(s) of activity in which placement is offered: This section should give an overview of the department or occupational area within your business where the participant will be placed, e.g. work placement in the HR Department, working as a HR Administrator in the staff development area or work placement in the IT Department as a Programmer. If the placement involves a form of rotation between different departments then this should also be clearly stated. 
Elements of experience offered: It is very important that this section is clear and unambiguous.  When writing this section it is useful to begin by thinking about what skills you would be looking for in a person to fill a position in this specific role. Then once you have this list of skills, it is important to state clearly what skills you would realistically expect a participant to have acquired at the end of the 6 month work placement in the role.  This should be a list of skills that you are offering the person the opportunity to develop while they are on the placement. This can be most clearly stated in the following way.   
At the end of the 6 month placement the participant will be able to: 

· Operate the HR database and update records 

· Write up performance development reports

Again, if the placement involves a form of rotation between different departments, then the skills that you are offering the person the opportunity to develop in each department should be stated. 
Person Specification:  In this section you provide information that will assist FÁS to match a person to your work placement.  You should specify the person skills required for this placement such as good communications skills, personality type, e.g. Good Interpersonal Skills with the ability to communicate in a clear manner. If the placement is for the WWP1 Graduate stream, you should give details of any education and training requirements, e.g. specify any level, named award, specific subjects required. Also, if relevant, you should specify any special requirements, e.g. good colour vision, ability to work at heights, full class B driving licence, etc.
Work Placement Programme 1 (WPP1 Graduates): When stating that you would like to offer a graduate placement you are stating that you are looking for a graduate who has attained, before 2009, a full award at level 7 or above on the National Framework of Qualifications.  As a general rule, a full award at level 7 is an Ordinary Bachelors Degree.  Some examples of named awards that lead to an Ordinary Bachelors Degree at level 7 are:  BA Hospitality Management (Level 7); BSc. in Computer Applications (Level7); BAgrSc (Hons) Food & Agribusiness Management (Level 7) etc.  If the placement that you offer does not require someone to have this level of certification, or higher, then you should instead select the WPP2 option.
For further information on ‘award types’ and ‘named awards’ visit the National Framework of Qualifications (NFQ) website at www.nfq.ie , and go to the ‘Employer or Recruiter‘ section and click on the fan diagram.  For information on the variety of named awards that lead to awards at level 7, or higher, visit the websites of Colleges and Universities and review their course prospectuses. 
If you believe you can offer a placement under both streams, you should complete and sign a separate application form in respect of each.
PART C
Declaration of intent:  you must complete this section and sign and date it.  By signing this declaration you are confirming that all items listed from a) to f) inclusive, are true and correct.
Next Steps 

Where applications are received fully completed, FÁS National Contact Centre (NCC) staff will register the details under your company account on our system. While you may view these details on your account, you are not permitted to change the information. If you would like change the content of the application, you must complete, sign and return a new application form.

Your work placement opportunity will be assigned to a FÁS Employment Services Office in your region.  If your application is approved this local Employment Services Office will match interested and eligible clients to your vacancy, where appropriate.  Eligible clients will be given your contact details to apply directly to you for your consideration.  When you have made your selection please complete the Work Placement Commencement Form and return it to the local Employment Service Office.
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