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1 .  I ntroduction  
 

This guide is  for doctors applying for training post s in  psychiatry in England and Wales at CT1 level 

commencing in August 201 2. All applications will be managed using  an  online  application system , 

which can be accessed via a link on  the College  website.  

 

The recruitment portal  will be available  for CT1 applications from 12: 00 noon  GMT on Thursday , 1 

December 201 1 until 12 : 00 noon GMT on Wednesday , 21 December 2011 .  

 

In developing the system, the  College has followed the Medical Specialty Training (England) Medical 

Programme Boardôs general framework for recruitment to specialty training. The psychiatry national 

recruitment service involves:  

 

¶ A single web -based application form  

¶ Standardised short listing framework managed by deaneries  

¶ Interviews organised and run by deaneries in accordance with national criteria  

 

This guide  aims to provide useful information  on how to complete the application form and  some 

pointers as to what the assessment panels will be looking for.  We hope that th e guide, along with all 

the other information available on the College  website, will address most of your questions. You will 

find  additional advice on the  Medical Specialty Training (England)  website . 

 

 
 

IMPORTANT NOTE  
Before you register with the 

recruitment portal it is essential that 

you familiarise yourself with ALL the 

documents available on the national 

recruitment pages  of the College 

website, especially the person 

specifications, the sample application 

form, the shortlisting framework and 

the applicantôs guide. 

http://www.rcpsych.ac.uk/training/nationalrecruitment.aspx
http://www.rcpsych.ac.uk/training/nationalrecruitment/applicationsforpsychiatry.aspx
http://www.mmc.nhs.uk/
http://www.rcpsych.ac.uk/training/nationalrecruitment.aspx
http://www.rcpsych.ac.uk/training/nationalrecruitment.aspx
http://www.rcpsych.ac.uk/training/nationalrecruitment.aspx
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2 .  Timeline  
 

There will be two rounds of national recruitment in 201 2. Round 1 is open to CT1 applications only. 

Round 2 is op en to both CT1 and ST4 applications. The table below provides key dates for psychiatry  

recruitment to  CT1 and ST4  posts in 201 2. 

 

2.1 Timeline  
 

Stage  
Round 1  

CT1  
Round 2  

CT1 & ST4  

Advertisement  24 Nov. -  21 Dec. 2011  10 Feb. ï 8 Mar. 2012  

Application  1 ï 21 Dec. 2011  17 Feb. ï 8 Mar. 2012  

Longlisting  28 Dec. -  14 Jan. 2012  9 ï 23 Mar. 2012  

Shortlisting  16 ï 27 Jan. 2012  26 -  30 Mar. 2012  

Interviews  20 Feb. ï 7 Mar. 2012  23 Apr. ï 18 May 2012  

Offers  
As soon as possible after interviews 

but not late r than 9 Mar.  2012  

As soon as possible after interviews 

but not later than 2 3 May  2012  

Holding  Ends 16 Mar. 2012  Ends 31 May 2012  

Clearing  26 ï 30 Mar. 2012  1 ï 7 Jun. 2012  

 

2.2 Important changes  in 2012   
 

Single Applications  

In  2011 we introduce d a sin gle application process and a single interview for successful candidates . 

At the time of application, y ou can  rank up to four  deaneries in your  preferred order  and your 

application will be submitted to your first preference deanery only . 

 

Your application  will first be long - listed centrally and then, if successful, forwarded to your top 

ranked, i.e.  first preference,  deanery . Following consideration of the number of applicants to 

psychiatry training in the last two years the National Psychiatry Recruitment  Board 

agreed that, subject to interview capacity, shortlisting may be waived for CT1 applications  

in 201 2  recruitment  ï see the important note .  

 

 

IMPORTANT NOTE  

All deaneries have agreed to offer a minimum interview ca pacity of 3:1. However, if some deaneries 

are unable to accommodate all their candidates  then all  deaner ies will be required  to use  

shortlisting to select candidates for interview using  the national criteria. If you meet the minimum 

interview threshold set  in the national short - listing framework  but do not achieve a score high 

enough to secure an interview in your first choice deanery you may be offered int erviews at your 

2nd , 3 rd  or 4 th  preference deanery provided there is spare capacity. If successful at interview you 

may only receive an offer from the deanery where you were interviewed. You will no longer be 

eligible for posts in your 1st  preference deane ry at this stage.  

http://www.rcpsych.ac.uk/training/nationalrecruitment/applicationsforpsychiatry.aspx
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Exclusion Policy  

In 2012 the entry criteria  for all specialties and at all levels will 

include a new requir ement ï trainees who have previously 

resigned or been  released from a training programme will 

not be eligible to apply for the same specialty , unless  

exceptional circumstances can be demonstrated.  The 

exclusion policy applies within the same specialty, or in case of 

psychiatry, the group of psychiatric specialties.  

 

If you fall into this category you must submit the following 

documentary evidence:  

¶ a letter of support from the Postgraduate Dean (or designated Deputy )  of the deanery from  

which you  were releas ed; OR  

¶ a letter of support from your most recent educational/clinical supervisor if you are not 

currently in a recognised training post; AND  

¶ Evidence of any mitigating circumstances that should be taken into account when considering 

your application to re -enter the training programme.  

 

Should the Postgraduate Dean not support your  application, you may appeal to the Recruitment 

Lead whose decision will be final. The Recruitment Lead may be the recruitment team at the office 

managing recruitment  to your speci alty , or at the deanery to wh ich  you are appl ying . 

 

GMC registration/reference number  

To further enhance the robustness of the recruitment process and the security of the application 

portal your GMC number will now be used to validate your registration wi th the application portal. 

Please ensure your GMC number is typed correctly and that your name is entered exactly as it 

appears on the GMC register or any GMC documentation.  

 

Immigration  

In April 2012 the UK Border Agency will close the Tier 1 (Post Study  Work) immigration route. This 

route has previously been used by non -UK and non -EEA doctors who have graduated from a UK 

medical or dental school and have successfully completed their Foundation Programme.  

 

You are eligible to be considered for specialty t raining in both Round 1 and 2 if:  

 

¶ You are a UK or EEA national;  

¶ You are a non -UK or non -EEA national and your immigration status allows you to work without 

restriction in the UK;  

¶ You are a non -UK or non -EEA national, you graduated from a UK medical or den tal school, your 

immigration status currently entitles you to work in the Foundation Programme and you would 

have previously been eligible for Tier 1 (PSW). You will need to apply for Tier 2 sponsorship, but 

you will be exempt from the Resident Labour Mark et Test (RLMT) in this instance.  

 

If you are a non -UK or non -EEA national with the limited leave to remain in the UK and do not fall 

into one of the above categories, you are eligible to apply for core and specialty training in Round 2.  

You will require T ier 2 sponsorship and will be subject to the RLMT.  

 

You will find further information regarding immigration  on the De partment of Health website.   

 

Anti - plagiarism software  

To further enhance the robustness and fairness of the national recruitment process we have now 

installed anti -plagiarism software in our recruitment system. The programme identifies similarities 

withi n submitted applications. If plagiarism is detected it is flagged up to the Longlisting Panel for 

case by case assessment.  

IMPORTANT NOTE  

Examples of what 

constitutes a removal from 

training would include an 

ARCP outcome 4 or 2; or 

failure to progress after 

two or more failed RITA E.  

http://www.mmc.nhs.uk/specialty_training/specialty_training_2012/overseas_applicants/guidance_for_overseas_applican.aspx
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3 .  Preparing your application  

 

3 .1 Consider the entry criteria  
 

You should read the CT1 national person specification  for psychiatry to determine whether you are 

eligible  and meet  the entry criteria listed there .  

 

The minimum entry requirements at all levels are as follows :  

 

1.  Eligibility for full registration with the General Medical Council (GMC) and holding a current 

licence to practise at the time of appointment  

2.  Eligibility to work in the UK  

3.  English language skills  

4.  Match to specialty level  

5.  Evidence of achievem ent of Foundation competence by time of appointment in line  with GMC 

standards  /  Good Medical Practice  

6.  Ability to provide a complete employment history  

7.  Commitment to psychiatry  

 

3 .1.1 Eligibility for full registration with the General Medical Council (GMC)  and holding a 

current licence to practise at the time of appointment  

 

You need to be eligible 1 for full GMC registration by the application closing date and hold full 

registration by the time of appointment. With effect from 16 November 2009, all doctors wishing to 

practise medicine in the UK are required by law to hold both registration and a licence to practise. 

This applies to full time, part time, locum, private and NHS practitioners.  

 

Please visit the GMC websi te f or further information.  You will need to provide evidence of eligibility 

for full GMC registration and licence or your GMC licence to practise at any interview you attend.  

 

3 .1.2 Eligibility to work in the UK  

 

Before you  can take up a psychiatry train ing  post , you will need to demonstrate that you are eligible 

to take up employment in the UK. In accordance with the Immigration, Asylum and Nationality Act 

2006, some applicants may be considered before others on the basis of their immigration status.  

 

Doctors who are not UK or EEA nationals and whose immigration status entitles them to work 

without restriction in the UK will be considered on an equal basis with UK and EEA nationals.  

 

Other non -UK or non -EEA nationals with limited leave to remain in the UK and whose employment 

will require Tier 2 sponsorship are subject to the Resident Labour Market Test (RLMT).  As the RLMT 

will not be deemed to have been satisfied in Round 1 of recruitment to psychiatry , applicants in this 

category are asked to consider applying during Round 2.  Applicants may only be considered if there 

is no suitable UK or EEA national candidate for the post.  

 

Evidence of immigration status should normally consist 

of a date stamped passport and accompanying letter 

from the Home Office. P lease be mindful that 

immigration regulations may change at any time. You 

are therefore advised to visit  the UK Border Agency  

website  (UKBA) for  up - to -date information.  

 

3 .1.3 English language skills  

 

If your undergraduate training was not in English, you will need to provide  written evidence of your 

English language skills, e.g. your IELTS (International English Language Testing System) results 

showing the score of 7 in all domains in the academic module achieved in a single sitting within 24 

months of the time of application; OR a letter from a UK medical supervisor/employer attesting to 

your competence in English at the appropriate level.  

                                                 
1
 If you have completed an acceptable internship either overseas or in the UK you will be eligible for full registration with a licence to practise. If you have 

not completed an acceptable internship you will be eligible for provisional registration with a licence to practise. 

IMPORTANT NOTE  

In all matters relating to 

immigration and visa status, 

applicants should contact the UKBA. 

Please be aware that the psychiatry 

recruitment helpdesk is unable to 

answer q ueries relating to 

immigration.  

http://www.rcpsych.ac.uk/training/nationalrecruitment/applicationsforpsychiatry/personspecifications.aspx
http://www.gmc-uk.org/
http://www.ukba.homeoffice.gov.uk/
http://www.ukba.homeoffice.gov.uk/
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If the outcome of your IELTS test  will not  be available by the ap plication closing date of  Wednesday,  

21 December  201 1, please tick the relevant box on your application form (óotherô). Your application 

will be processed and you will be required to bring the evidence of your results to any interview you 

attend.  

 

If your undergraduate training was in English, but not in the UK, you will need to provide written 

evidence of this. Suitable evidence includes an original letter or certificate from the institution where 

you qualified confirming that the language of instruction a nd examination was English .  

 

If you are an EEA nationa l, even though you  do not need to demonstrate your  English language 

skills for the purpose of GMC registration and licensing, it is required  for the purposes of 

employment. It is the local employerôs responsibility to check your  ability to communicate to the 

required standard for the post.  You will need to provide evidence of your English language skills at 

any interview you attend . 
 

3 .1.4 Match to specialty level  

 

When  applying for training at  CT1 level , your experience in psychiatry (including locum and FTSTA 

posts) either in the UK or overseas, must not exceed eighteen months by August 201 2. This does 

not include time spent in the UK Foundation Programme.  

 

3 .1.5  Evidence of achievement of Foundatio n Programme Competenc ies (FC) by Aug  201 2  

 

The foundation programme competencies are as follows:  

¶ Good clinical care  

o History, examination, diagnosis, record keeping, safe prescribing and reflective 

practice  

o Time management and decision making  

o Patient safety  

o Infection control  

o Clinical governance  

o Nutrition care  

o Health promotion, patient education and public health  

o Ethical and legal issues  

¶ Maintaining good m edical practice  

o Learning  

o Research, evidence and guidelines  

o Audit  

¶ Teaching and t raining  

¶ Relationship with patients and communication skills  

¶ Working with colleagues  

¶ Probity, professional behaviour  and personal health  

¶ Recognition and management of the acutely ill  

o Core skills in relation to acute illness  

o Resuscitation  

o Management of the ótakeô 

o Discharge planning  

o Selections and interpretation of investigations  

¶ Practical procedures  

Further information about the above competencies can be found on the Foundation Programme  

website.  

 

FC categories that meet t he entry criteria  (for CT1 applications  only )  are summarised 

below :  

 

FC Category 1 -  Applicant is currently on a UK or UK affiliated f oundation p rogramme  

If you are a UK foundation trainee applying before you have completed your foundation programme, 

you will need to confirm the name of your foundation school at  the application stage and at  any  

http://www.foundationprogramme.nhs.uk/pages/home
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interview you attend.  Any offer will be conditional upon the successful completion of the foundation 

programme and the award of the Foundation Achievement of Compet ency Document (FACD 5.2) by   

Wednesday  1 August 201 2. If you are undertaking a óstand alone ô FY2 post that is NOT part of a 

recognised foundation programme attached to a UK foundation school, then you must indicate this 

on the application form and you will  be required to submit alternative evidence as detailed below.  

 

FC Category 2 -  Applicant has an FACD 5.2 from a f oundation p rogramme completed 

within 3 years of starting CT1 training  

If you have completed a UK Foundation programme within the last three ye ars (since 1 August 

200 9), you will be asked to confirm that you have been awarded an FACD 5.2 and you MUST attach 

a scanned copy of your FACD 5.2 to your application.  You will be expected to provide the original 

certificate at  any  interview  you attend . If  your FACD 5.2 was obtained before the deadline specified 

above you must submit an Alternative Certificate A or B.  

 

FC Category 3a -  Applicant is submitting an Alternative Certificate A OR  

FC Category 3b -  Applicant is submitting an Alternative Certificate  B  

If you have not undertaken a UK foundation programme within the last three years (since 1 August 

200 9), you will need to provide evidence that you have satisfactorily completed:  

 

¶ 12 months of either a pre - registration internship 2 or FY1 post AND 12 mont hs full time in 

posts approved for the purposes of medical education by the relevant authority ; OR  
 

¶ 12 months of either a pre - registration internship or FY1 post AND 12 months full time 

experience at a publicly funded hospital in at least two specialties l isted in appendix 1; OR  
 

¶ 12 months of either a pre - registration internship or FY1 post AND a 12 -month full time FY2 

post  

 

AND 

 

¶ Obtain a n alternative certificate A or B signed by a clinical consultant 3 with whom you have 

worked for a minimum of three  months  (whole time equivalent) since 1  Aug ust  200 9 

confirming that you  have  achieved foundation competence . 

 

To decide which certificate is appropriate for you please check Appendix 1  listing specialties  with 

acute medical responsibility  (Certificate A) and those without (Certificate B).  

 

FC Category R -  Applicant is a Refugee and is unable to provide standard documentation  

If you hold refugee status and are unable to provide standardised evidence of hav ing achieved 

equivalent foundation competencies, you should contact your first preference deanery for advice 

before submitting your application.  
 

The following applies to all FC categories where evidence is required  

It is not sufficient to submit the docum entary evidence of your foundation competences; you must 

also demonstrate that you have completed 24 months of internship type experience. If you are a 

non -UK applicant and completed your internship as an integral part of the medical training in the 

last y ear of your medical school then you still need to complete, by the end of July 2012 , 12 months ô 

experience after full registration with the regulatory authority in your country in a post approved by 

the relevant authority for the purposes of medical educat ion.  

 

The GMC approved specialty curricul a for all UK specialt y training which  leads to the award of a 

Certificate of Completion of Training ( CCT) , stipulates that it is a mandatory requirement to 

complete a foundation year 1 ( F1)  and foundation year 2 ( F2)  before entering UK specialty training . 

 

You MUST  attach a scanned copy of your evidence of foundation competence to your application and 

this should be submitted  by the closing date for applications (12 : 00noon , Wednesday,  21 December 

201 1) . If for whatever reason you are unable to attach  your evidence to your online application 

                                                 
2
 An internship is a period of pre-graduate or post-graduate clinical experience that provides an acceptance foundation for future practice as a fully 

registered and licensed medical practitioner. Internships must be either a 12 month programmes that includes a minimum of 3 months in surgery and 3 
months in medicine OR a programme of at least 10 months duration that includes a minimum of 3 months in surgery and 3 months in medicine with an 
additional study period of up to 2 months OR the equivalent of 2 years full time post-qualification at a publicly funded hospital in at least two branches of 
medicine and surgery. 
3
 A Consultant includes GPs, Clinical Directors, Medical Superintendents, and anyone on the specialty register. 

http://www.rcpsych.ac.uk/pdf/FCs-App1.pdf
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before submission  you should  email  a copy to the National Longlisting Panel  

( juli ette.wilson@gmw.nhs.uk ) . If you do NOT submit your evidence by the closing date you will have 

failed the entry requirement for this criterion and your application will be rejected.  

 

Where the evidence received is incorrect (wrong documentation, wrong dat e, no signature etc.), you 

may  be given an  opportunity to provide documentation when available. At the very latest this 

evidence should be brought to interview.  
 

3 .1.6  Ability to provide a complete employment history  

 

Please take care when completing the e xperience section of the application form. All dates  must be 

consecutive from the date at which you obtained your primary medical qualification  to the date you 

make your application.   

 

Please make sure the dates do not overlap and that there are no unexpla ined gaps.  If there  are gaps 

of 29 days or more, you will be prompted to explain the reasons.  You MUST enter your FULL 

employment history, even if you undertook non -medical posts  or  voluntary work.  

 

Any career gaps must be adequately explained.  Failure to provide this information may prevent you 

submitting your application, or lead to  your application being rejected on the grounds that you did 

not meet the entry criteria.  

 

3. 1. 7  Commitment to Psychiatry  

 

You will need to demonstrate you are committed to tra ining and career in psychiatry.  You should 

read as much as you can about a career in psychiatry  and  the training system before applying. Y ou 

will find a lot of useful information on the College  website.  However, you can still apply to CT1 

psychiatry even if you have not had any prior experience in this specialty . 

 

3 .1.8 What information do I need to complete an application?  

 

¶ An e -mail address that you check regularly  which you will no t change during the process.  

¶ A password that you can remember so that you can log back in to the system. It  must have 

at least six  characters, containing letters and digits.  

¶ Your UK GMC registration and  licensing details, and a n ational insurance number if  you have 

them, or an explanation of why not if you do not have them   

¶ Your four preferred deaneries in rank order  

¶ Evidence of foundation competency (gained or expected)  

¶ Evidence of your right to work in the UK  

¶ Evidence of your language skills (IELTS score s if applicable)  

¶ Evidence of your fitness to practise  

¶ Dates of your medical qualifications, including your primary medical degree  

¶ Dates of your previous employment, including any gaps  

¶ Details of any other achievement s you wish to mention (e.g. honours, pri zes, other  

undergraduate or postgraduate degrees, other achievements, details about  teaching 

experience, audit, training courses, publications , etc.)  

¶ Details of three clinical referees including their names, addresses, email addresses  and 

telephone numbers  

 

For your benefit you can download  a copy of the application form in the Microsoft Word format 

before attempting to fill it in online. Please go to the College  website where you can download a 

printable version.  A generic sample of the application form, as advised by the Department of Health, 

is available on the MMC website.  

 

3.2 Decide which Deanery to apply for  
 

You can rank in order of preference up to  four deanery choices. You will submit your application 

form to your top preference deanery.  

 

Indicative vacancy information for each deanery is available on the College website. We strongly 

advise that you only selec t those deaneries at which you are prepared to be interviewed and 

potentially employed.  You can visit deanery  websites for further in formation on the areas the y 

mailto:juliette.wilson@gmw.nhs.uk?subject=Foundation%20competences
mailto:juliette.wilson@gmw.nhs.uk
http://www.rcpsych.ac.uk/training/studentassociates.aspx
http://www.rcpsych.ac.uk/training/nationalrecruitment/applicationsforpsychiatry.aspx
http://www.mmc.nhs.uk/
http://www.rcpsych.ac.uk/training/nationalrecruitment/applicationsforpsychiatry/contactsdeanerylinks.aspx
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cover. Allocation to training schemes is managed by the deaneries and all queries regarding 

geographical locations must be directed to the deanery in question.  

 

Unfortunately, there is no facility to formally link applications w ith that of a spouse or partner. 

Applicants should ensure that both partners indicate the same four deanery preferences in the same 

order, or specify only one (the same) deanery .  

 

Once your application form has been submitted, you will not be able to alte r your deanery ranking. 

Please consider your choices carefully before submitting your application.  

 

3.3 Consider the desirable criteria  
 

In a highly competitive system, your application should aim to document as many of the desirable 

criteria as possible. During the initial stages of application, the application form is your sole means 

of demonstrating your suitability for appointment and will be the only  source of information by which 

you  will be ranked prior to interview.  

 

Please look carefully at the CT1  person specification, available on the College  website.

http://www.rcpsych.ac.uk/training/nationalrecruitment/applicationsforpsychiatry/personspecifications.aspx
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4 . The Application Form  
 

4.1  How to register and access the application sys tem  
 

The CT1 application portal opens at  12:00noon  (GMT) on Thursday , 1  December 201 1 . 

 

To register, please go to https://trainingjobs.rcpsych.ac.uk/cac  and click on New Candidate. You will 

not be able  to register with the application system or access the  online  application form  until the 

application window opens . You will be initially asked to provide the following details when you 

register:  

 

¶ Your name  (exactly as it appears on the GMC register)  

¶ A vali d email address  

¶ A password  

¶ Your GMC registration number  

 

 
Once the system has validated these details you will  be taken to the section where you can rank 

your deanery choices. You can change your deanery  preferences right up to submission of the 

applicati on. Once you have submitted your application you will not be able to change your 

selections.  

 

We advise you to  access the recruitment portal  using MS Internet Explorer if possible  but the system 

is now compatible with most internet browsers such as Mozill a Firefox, Google Chrome, etc. If you 

do experience difficulties  when accessing the application system it may be due to compatibility 

issues and we would recommend that you switch to IE7 or above.  

 

 

https://trainingjobs.rcpsych.ac.uk/cac


NATIONAL RECRUITMENT TO PSYCHIATRY TRAINING 2012 ς !tt[L/!b¢Ω{ D¦L59 

Page 12  

4. 2  Your login and password  
 

4. 2 .1 Your email address is your login name  

 

The email address that you register with will become your login name. Please be careful when typing 

it. When asked to confirm your email address, please do 

not cut and paste it from the one above. You MUST enter 

it again. You will have to  type in your email address to log 

back in to the system when you need to access it at a 

later date.  

 

4. 2 .2 Choose your email account carefully  

 

The majority of communication with you during the 

recruitment process will be by email and via your account 

on the application system. Please choose a secure email 

address that you can access easily and frequently. Failure 

to check your email regularly may mean that you do not respond to requests in time, and your 

application may fail to progress or be rejected  as a result.  

 

Due to common firewall restrictions and the functionality of Hotmail  accounts , this often causes 

problems wit h email communication . Therefore, it is recommended that you do NOT use a Hotmail 

email account to register with the system.  

 

Furthermor e, some NHS Trust email filters may block emails from the system. If this is the case, 

please use an alternative email account.  You can only change your email address after you have 

submitted your application. This can be done within the application form b y selectin g óUpdate 

contact Detailsô.  

 

Please choose an email account that will not suddenly expire  (for example, if you are currently using 

an internet provider account like AOL and your co ntract is due to come to an end ) .   

 

The email address you provide  at registration and use to login to your account should be quoted in 

all correspondence.  

 

4. 2 .3 Your password  

 

Your password MUST have at least six  characters and we strongly advise that you choose a 

password with a mixture of UPPER and lower - case letters , and numbers.  

 

You must be careful when entering your password. If you enter it incorrectly on three occasions you 

will be unable to gain access to your application form until you have received a reminder email. If 

you forget your password y ou can  request  a reminder by clicking on the link on the lo gin page.  The 

reminder will be sent to the email address that you have registered on the system.  

 

Please ensure that you keep your login details securely.  Your password is not accessible to anyone 

but you.  Passwords are held encrypted in the application system  database.  Do not write them down 

or store them on your computer in a way that might be accessed by others.  It would be impossible 

to detect any unauthorised or fraudulent changes to your application once it  has been submitted. 

Therefore,  please ensure that you take great care with your login and password details.  

 

4.3 The application window  
 

12:00noon  (GMT) , Thursday,  1  Dec ember  201 1  to 

12 :00 noon (GMT) , Wednesday , 2 1  December  201 1  

 

Please start filling in y our application as s oon as possible 

after the application system  has opened.  It is likely that you 

will need several sessions lasting between one and two  hours 

each.  You should a im to submit  your application  well before 

the closing date.  You will NOT recei ve any reminder email s 

IMPORTANT NOTE  

In line with the provisions of the Data 

Protection Act 1998 the College will 

destroy all personal data of 

candidates who applied in 201 1 six 

months after the start date of 

training posts, i.e. on 1 Feb. 201 2. 

 

IMPORTANT NOTE  

DO NOT submit your application 

on the last day of the application 

window. The portal gets 

extremely busy and you may 
miss the deadline! !  
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to complete your application. Once you have submitted your application, you will receive an email to 

confirm your submission has been received.  

 

Please note that late applications will NOT be accepted  under any circumstances . If you have started 

your application before the closing time, but do not submit  it until after the deadline , your 

application will NOT be accepted.  If you are experiencing difficulties  when submitting your 

application you must notify the helpdesk via email  in advance of the closing date .  

 

Our experience shows that over 50% of all applications are normally submitted just before the 

closing deadline which significantly slows down the portal . You are strongly  advised to submit your 

application as early as you can to allow extra time for any system delays. Please note that late 

applications will not be accepted under any circumstances.  

 

4.4 G eneral p oints  
 

Only applications submitted via the online application portal  can be accepted.  You can only submit 

ONE application for CT1 psychiatry.  

 

The online application form is divided into separate sections. Each section is represented online by a 

different page. Pages are delineated by the menu on the right hand side of the screen.  

 

Please take care when completing your application form and make sure you read each question 

carefully. Answers need to be relevant, well constructed and appropriate. When you have completed 

each section, this will be shown by a green tick. Incomplete sections will have a red cross, so it will 

be very obvious to you which sections you need to complete. You will not be able to submit your 

application until every section has a green tick, although you will be able to edit sections marked 

with g reen ticks before submission.   

 

Please note, however, that a green tick denotes only the fact that all mandatory fields are 

populated. It does not mean that you have provided all the required information. This will be 

determined by the National Longlisting  Panel and by the deaneries at the shortlisting stage. If your 

application is found to be incomplete, you will have failed to meet the entry criteria and may be 

rejected on these grounds. The onus is on you  to ensure  that your application is complete befor e 

submit ting  it.  

 

We have introduced a new feature in 2012 which automatically 

saves the data you enter in your application. However, i t is  still  

recommended that you click on the ósaveô button at the bottom 

of each page regularly. If you do not save the section and 

attempt to navigate away from that page after 10 minutes of 

inactivity , the data will be saved automatically and you will see 

the save icon for that section in the right -hand menu . If you 

attempt to move away from the page without saving it before the 

10 minutes of inactivity you will see a pop -up box asking you to 

save your data. Please click óCancelô and scroll down the page to 

click on the óSaveô button. You can return to any section you have previously saved to edit your 

answers up until the time you submit your application form.  If you attempt to  use the óComplete 

Sectionô button  but have not completed all mandatory fields, you will see an  ó!ô symbol against 

incomplete mandatory fields.  

 

It is recommended that you keep and print off hard copies of all text sections (e.g. usin g MS Word) 

for future reference . 

 

Completion of the form is your own responsibility and the content must be your own.  Do not use 

someone elseôs material or share yours. You can discuss various aspects with your supervisor or 

training programme director . The system uses a nti -plagiarism software which can detect any form of 

standard answer. If this happens you may be  refer red  to the GMC for plagiarism.  

 

If you wish to delete your whole application you may do so. However, it is important  that you only 

do this if you are absolutely certain you wish to start again.  If you delete your application all 

information, including you r registration details, will be removed from the system and you will need 

to register again to start over.  Go to the óNew Userô option and re-register.  

IMPORTANT NOTE  

Please remember to save the 

page you are editing every 

time you enter a large amount 

of data or text . The system 

will time you out after 1 0 
minutes of inactivity . 

mailto:nationalrecruitment@rcpsych.ac.uk
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4.5  Word counts, spelling and grammar check, formatting  
 

The application form does not have spelling an d/or grammar checking as a facility.  Therefore we 

recommend that you check your spelling and grammar before submitting your application . It is 

suggested that you check these aspects using other software wh ich features a spelling/grammar 

checking facility, such as MS Word, before pasting  it  into the application form.  Please e nsure you 

paste  your information  into the correct section.  

 

The method of word -counting in the application form is slightly di fferent to that used by MS Word, 

as fewer words are allowed on the application form . The only character that is recognised by the 

word count, other than letters and numbers, is the apostrophe.  All other punctuation characters are 

ignored.  Below are some examples:  

  

¶ The cat's food. (3 words; MS Word count = 3 words)  

¶ A&E (2 words; MS Word count = 1 word)  

¶ Bose-Einstein (2 words; MS Word count = 1 word)  

¶ red@black (2 words; MS Word count = 1 word)  

 

MS Word can be used to give a rough approximation of the word count, but it should be noted that 

MS Word recognises punctuat ion characters and so a count using MS Word is likely to be slightly 

lower than that produced by the word count validation on the application form.  

 

You  should  enter your text into the application form text box at an early  stage, then press 'save',  

even if  it is not complete . A pop -up message will  appear to inform you if you  have exceeded the 

maximum amount of words.  You can then  adjust your text accordingly.  You will not be able to 

submit you r application form if you have exceeded the designated word count .  

 

Any use of wild card characters to exceed the word count is regarded as cheating.  If you do this, the 

information you have provided in that section of your application may be disregarded. Please note 

that any formatting, such as bullet points and indent s, is NOT saved by the web -based system, so 

please ensure your text makes sense as it stands, without this type of formatting.  

 

4 .6 Application  Form  section s 
 

4. 6.1  Personal Information  

In this section y ou wi ll need to enter your contact details.  
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You w ill need to state whether you have a disability that will require special arrangements to be 

made for interview, whether you wish to be considered for the Guaranteed Interview Scheme 4 and 

whether you wish to work part - time.  

 

 
 

There is also a question abo ut deferred start dates, but please note this is only allowed on statutory 

grounds.  If you are planning to work overseas  and start psychiatry training after August 201 2, 

please apply in  next yearôs recruitment process. 

 

4.6.2 Foundation competence s 

 

Please  see section 3.1.5 of this guide for full details of how to evidence your foundation competence.  

 

 
 

                                                 
4
 To be eligible for GIS you must be considered disabled under the Disability Discrimination Act 2005. Disabled candidates may be given a guaranteed place 

at assessment centre within their preferred deanery, irrespective of their ranking, provided their application is eligible and meets the entry criteria. 

http://www.legislation.gov.uk/ukpga/2005/13/contents
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4.6.3 Medico - legal details  

 

This section will ask you for details of your right to work in the UK, dates of any permits and details 

of your English languag e skills.  You will also need your national i nsurance number, or an explanation 

of why you do not have one.  

 

 
 

4.6.4 Fitness to practise, criminal convictions, driving offences  

 

In this section you MUST provide details of all criminal convictions including  road traffic offences. 

You do NOT need to declare parking offences, f or example, but you must declare any offence s of 

driving with excess speed. This should be declared in question 1 of the Fitness to practise section:  

 
Are you currently bound over or have you ever been convicted of any offence by a court or court martial in the United 
Kingdom or in any other country?  
 

You should provide details of any offence for which you may go to court or are awaiting a hearing in 

court. This includes if you were arr ested for an offence and are waiting to hear if you will be 

charged.  

 

The post you are applying for is exempt from the óRehabilitation of Offenders Actô and therefore any 

cautions or convictions you may have received cannot be considered óspentô and must be declared.  

 

You must adhere to Good Medical Practice which requires that you do your best to make sure that 

any documents you write or sign are not false or misleading. As such, if you are in any doubt, please 

declare it. Should you receive an offer of employment, your employer is obliged to carry out a CRB 

(Criminal Records Bureau) check at enhanced level. If you do not declare something that 
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subsequently comes to light, this will be taken very seriously and you may find yourself dismissed 

from work and  reported to the GMC.  

 

The information on the óFitness to Practiseô page of your application is strictly confidential to the 

members of human resources / administrative staff registered with the College to process your 

application, and the Head of School of Psychiatry / delegated officer(s) responsible for considering 

whether your declaration is, or is not, material to your application. The Head of School of Psychiatry 

/ delegated officer(s) from your first preference deanery may wish to contact you about any 

declarations you make, to give you the opportunity to provide further information. In the event that 

you are offered a post, this information will be passed on, in confidence, to your new employerôs 

human resources department. Where material exceptions  do arise, it does not necessarily mean that 

you will be rejected. An applicant may be accepted in cases where a material incident occurred 

several years ago and there is no evidence of any recurrence, and the applicant continues to be 

registered with the GMC. 

 

 
4.6.5 Qualifications  

 

Primary Medical Qualification  

 

This section asks you  to provide details of your medical degree, with dates.  Your primary medical 

qualification is not scored, but additional qualifications may receive a score.  
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Additional U ndergraduate Degrees and Qualifications.  Maximum score  = 2  points per 

shortlister  

 

You should enter any other relevant undergraduate degree s. Please note that it is important to 

select the correct statement from the dropdown menu , taking particular care w ith the intercalated 

degree.  You must then complete the text box (word limit = 30) to give further information (e.g. title 

of course / degree, dates  etc.). If you have furt her qualifications to add, select  óadd qualificationô. If 

you want to change it, sel ect  ódelete qualificationô and re-enter, as appropriate.  

 

You may find you are unable to view the full sentence on the application form. If this is so, please 

refer to the sentences below , which are identical and in the same order, to select your choice.  

 

These are the statements  that you can select  (the numbers in brackets show the short listing mark 

for that statement ) :  

 

¶ Primary medical qualification with honours, or Intercalated BSc with 1 st  class honours (2)  

¶ Intercalated BSc, BMSci (1)  

¶ Unclassified degr ee, no prizes or honours (0)  

¶ Other: please specify  
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Postgraduate Degrees and Qualifications.  Maximum score  = 2  points per shortlister  

 

The following is a list of the options you can select for Postgraduate Degrees and Qualifications. 

Please note the di fference between a dissertation MD (e.g. some MDs done as part of the medical 

qualification in the Indian subcontinent) and a research -based MD. A dissertation MD acquired as 

part of the medical qualification should not be listed here.  

 

Each space for this  has a ódrop-downô list that allows you to select the most appropriate description. 

You must then complete the text box (word limit = 30) to give further information (e.g. title of 

course / degree, dates etc.).  If you have further qualifications to add, se lect óadd qualificationô. If 

you want to change it, select ódelete qualificationô and re-enter, as appropriate.  

 

You may find you are unable to view the full sentence on the application form. If this is so, please 

refer to the sentences below , which are id entical and in the same order, to select your choice.  

 

These are the statements that you can select  (the numbers in brackets show the shortlisting mark 

for that sta tement ):  

 

¶ PhD on a relevant topic; research -based  or taught /research  MD (2)  

¶ Other relevant evidence of merit, e.g. MRCP or MRCGP (1)  

¶ No postgraduate qualification (0)  

¶ Other -  please specify  

 
4. 6.6  Supporting Information  

 

This section has a number of important domains which are marked, and it is a key section for you to 

spend some time on. Please  do your best to enter something relevant in each text box. Completion 

of the text boxes is not mandatory if you have no evidence for the section. You must justify any 

sentences selected which claim achievements. Future achievements, i.e. those to be achie ved after 

Monday 2 1 December 201 1, should not be recorded.  

 

Additional achievements  (word limit = 30 for each achievement) . Maximum score = 2  

points per shortlister  

 

This section has space for other relevant achievements, such as honours degrees, merits, 

distinctions and prizes. Add each achievement in a separate box from the ódrop-downô list, and select 

the most appropriate description. Because medical schools use different terminology, you will have 

to judge which category to select. Please provide furthe r information in the text box.  
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You may find you are unable to view the full sentence on the application form. If this is so, please 

refer to the sentences below, which are identical and in the same order, to select your choice.  

 

These are the statements t hat you can select  (the numbers in brackets show the short listing mark 

for that statement ):  

 

¶ More than one undergraduate or postgraduate prize, award, or distinction  (2)  

¶ One undergraduate or postgraduate prize, award, or distinction (1)  

¶ No prizes or distin ctions (0)  

¶ Other -  please specify  

 

If you do not have any of these additional achievements, but you are otherwise eligible, your 

application will still be considered.  

 

Achievements outside Medicine  (word limit = 100) . Maximum score = 4 points per 

shortlist er  

 

This is a free text box. If you give one or more examples of an achievement, ensure that you include 

details of your role, the effort required, and the relevance of the achievement in relation to 

psychiatry training.  For example, just stating that you were head boy / girl will not attract as many 

marks as a statement that includes the relevance of this to your application and future training.  

 

 
 

Presentations  (word limit = 100) .  Maximum score = 5  points per shortlister  

 

In this section please provide details of your most relevant presentations and / or posters to local 

bodies, regional or national societies.  You should select from  the  ódrop-downô list  the statement  that 

applies to you. You can select only ONE statement. Please provide an explanation ab out your choice 

and describe your personal contribution to the work in the text box. You can mention other relevant 

presentations/posters here if you wish providing you do not exceed the word limit. However you will 

have an opportunity to present your port folio, or parts of it, if you are invited to an interview. Do not 

include audit presentations here,  please  use the separate Audit section.  

 

You may find you are unable to view the full sentence on the application form. If this is so, please 

refer to the se ntences below, which are identical and in the same order, to select your choice.  
 

These are the statements that you can select  (the numbers in brackets show the short listing mark 

for that statement ) :  

 

¶ I have given a presentation at an international level ( 5)  

¶ I have presented a poster at an international level (4)  
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¶ I have given a presentation at a national level (4)  

¶ I have presented a poster at a national level (3)  

¶ I have given a presentation at a regional level (3)  

¶ I have presented a poster at a regional lev el (2)  

¶ I have given a presentation at a local level (1)  

¶ No presentations or posters (0 )  

 

Publications  (word limit = 150) .  Maximum score = 5  points per shortlister  

 

In this section please provide details of your most relevant publications. You should selec t from the 

ódrop-downô list the statement that applies to you. You can select only ONE statement. Peer -

reviewed journals include the BMJ, Lancet, New England Journal of Medicine and most specialty 

journals. If you are unsure, visit the journalôs website to determine whether submissions are peer -

reviewed.  

 

Please provide  full citation details (as in Pubmed, but excluding your own name) of any published  

work, specify any abstracts and give a statement about your personal contribution to the work  in the 

text b ox.  You can mention other relevant publications here if you wish providing you do not exceed 

the word limit. However you will have an opportunity to present your portfolio, or parts of it, if you 

are invited to an interview.  

 

You may find you are unable to  view the full sentence on the application form. If this is so, please 

refer to the sentences below, which are identical and in the same order, to select your choice.  

These are the statements that you can select  (the numbers in brackets show the shortlisti ng mark 

for that statement. They do not show in the dropdown menu but are included here for information):  

 

¶ I am the 1st/2nd/3rd, or last author of more than one peer - reviewed publication (5)  

¶ I am the 1st/2nd/3rd, or last author of one peer - reviewed publica tion (4)  

¶ I am a named author (any rank) of a publication or published case report (3)  

¶ I had a letter published (2)  

¶ I had an e - letter published or have clear evidence of research activity as yet unpublished (1)  

¶ I have no publications (0)  

 

Teaching  (word lim it = 150) .  Maximum score = 4 points per shortlister  

 

In this section please provide details of your teaching experience.  You should select from the ódrop-

downô list the statement that applies to you. You can select only ONE statement.  Your experience 

migh t not exactly match a statement, but please use your judgement in selecting the most 

appropriate statement. Attendance at mandatory, short training - to - teach sessions (most Foundation 

programmes and many undergraduate programmes include some mandatory train ing on how to 

teach) do NOT count as formal training in this context. We are looking for evidence of a more 

substantial training course in teaching methods; typically, but not always, training in different 

teaching methods lasting at least a week.  

 

Please provide full details about the type of teaching, your personal contribution and details of any 

feedback obtained in the text box.  

 

You may find you are unable to view the full sentence on the application form. If this is so, please 

refer to the sentences b elow, which are identical and in the same order, to select your choice.  

 

These are the statements that you can select  (the numbers in brackets show the short listing mark 

for that statement ) :  

 
¶ I have been actively engaged in teaching different groups & hold  a teaching qualification (4)  

¶ I have been actively engaged in teaching different groups and undertaken formal training in teaching (3)  

¶ I have been actively engaged in teaching of different groups (2)  

¶ I have been teaching junior colleagues and medical stude nts (1)  
¶ I have no teaching experience (0)  
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Clinical Audit  (word limit = 250) .  Maximum score = 5 points per shortlister  

 

In this section please provide details of clinical audit experience. You should select from the ódrop-

downô list the statement that applies to you. You can select only ONE statement. Your experience 

might not exactly match a statement, but please use your judgement in selecting the most 

appropriate statement.  

 

Please provide  full  details, giving titles and dates , and describing  your co ntribution, what the  audit 

show ed, w hether  the audit  was  presented or published and w hether  the audit cycle closed  in the 

text box.  

 

You may find you are unable to view the full sentence on the application form. If this is so, please 

refer to the sentences  below, which are identical and in the same order, to select your choice.  

 

These are the statements that you can select  (the numbers in brackets show the short listing mark 

for that statement ) :  

 

¶ I have completed an audit cycle and described service change ( 5)  

¶ I have completed an audit cycle (4)  

¶ I have presented results of audit at departmental or educational meeting (3)  

¶ I have been involved in audit but cycle not completed (2)  

¶ I have had token involvement in audit (1)  

¶ No audit activity (0)  
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Suitability fo r psychiatry  (word limit = 200).  Maximum score = 8  per shortlister  

 

In this section please describe how you believe you meet the person specification requirements for 

the psychiatry CT1 or ST4 training programme you are applying for. Include the particula r skills and 

personal attributes that make you suitable for a career in this specialty. Please use the text box to 

provide fresh supporting information. Do not simply repeat the information you have already 

provided in previous sections.  

 

Commitment to psy chiatry  (word limit = 2 00).  Maximum score = 8  points per shortlister   

 

In this important section please describe any activities you have undertaken and achievements 

accomplished which demonstrate your commitment to a career in psychiatry. Please provide t he 

information that does not appear elsewhere in your application.  

 

Management, Leadership, Team working and Communication skills  (word limit = 200).  

Maximum score = 3 points per shortlister  

 

In this section you need to describe your activities and achiev ements which demonstrate your 

management skills, your experience of working in a team and your ability to communicate 

effectively in all aspects of your professional and clinical work, relevant to a career in psychiatry.  



NATIONAL RECRUITMENT TO PSYCHIATRY TRAINING 2012 ς !tt[L/!b¢Ω{ D¦L59 

Page 24  

 
 

 

4.6.7 Experience  

 

In this secti on you are asked to list all your previous posts  in reverse order , starting with the current 

/ most recent. You will need to document the name of the person you worked for, the post you were 

in, the level you worked at and the name of the Trust, together w ith dates. You must list each 

separate component of your Foundation posts, rather than óFoundation Year 1 postô and óFoundation 

year 2 postô, each of which covers several separate attachments. Select  óAdd new postô for each post 

you wish to list.  If you ma ke an error, select  óDelete postô, and then re -enter correctly.  

 

The form will ask you if you have any gaps in your career history . Please note that if you select óNoô 

and  there are any significant time gaps between the posts you have entered, the system w ill not 

allow you to submit the form unless you have provided  an  adequate explanation.  

 

You cannot submit the form without at least one post entered in this section. Obviously, if you do 

not have any career experience whatsoever then you will not be eligib le for psychiatry training.  

 

There is also a section you can  complete on future scheduled posts you will be taking up.  This 

section is completed in the same manner as that relating to previous posts, described above.  

 

Please note that this section is not m arked.  
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4.6.8 Equal opportunities  

 

This section includes the equal opportunities monitoring information required by the National Health 

Service  (NHS)  to monitor their recruitment practices. In order to comply with the obligations placed 

on them under eq ualit y legislation, employers are obliged by law to collect and analyse this 

information. Y ou are asked to provide your age, gender, ethnic origin, religious beliefs, and whether 

you have a disability.  

 

Deanery -designated human resources / recruitment adm inistrators are the only individuals with the 

right to access this information.  They will liaise with your employing organisation to help them 

ensure they are adhering to equality and diversity guidelines.  The recruitment panels do not have 

permission to a ccess this information at any time during the scoring process.  
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4.6.9 References  

 

This section asks you to list three referees.  One MUST be your current  or most recent supervisor, 

familiar with your clinical development. The other two referees should re late to your most recent 

previous posts. For all three referees you will need to provide  their address, email, contact number 

and dates you worked with the referee.  

 

The absence of a reference from a recent referee might raise some questions. A recent refe ree may 

be unavailable for very good reasons (e.g. retirement, ill -health etc), in which case you should 

approach your next most recent supervisor.  

 

Please remember to check with your referees that they are able to provide you with a reference  

within the t imeframe of this recruitment round . They will have to agree to complete a standard 

reference  form  for you.  It is usually helpful for a referee to have your latest CV, or at least talk to 

you about your application.  

 

The practices for collecting reference s differ from deanery to deanery. You will find a useful table on 

the College website that explains this issue. It is your responsibility to ensure your references are 

submitted. References are not used in the scoring process, but are required by your prospe ctive 

employer prior to issue of a contract.  Even if your application is successful, you cannot start your job 

until your references are received and deemed satisfactory.  

 


