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Guidance Notes on Completing RBFRS Application Forms

Please read these notes carefully

Before you write anything, carefully read through the application form and these notes from start to finish to ensure you are clear about what is being asked.  You may find it helpful to do a rough draft first. Please provide as much information as you can by completing every question on the form in black ink.  Please do not enclose CVs or documents other than this application form (and continuation sheets if and where applicable).  Additional documents will not be taken into account when assessing your application.

Electronic versions of the application documents are available to download from the RBFRS website www.rbfrs.co.uk under the current vacancies link. Please note: the latest version of these forms are provided as Word documents; ensure you save and / or print copies of the application if you would like to retain a copy for your records.

Data Protection Act 1998

Under the Data Protection Act 1998, the data provided on completed application forms will only be used for the specific purposes of Human Resource Management and will not be further processed in any manner incompatible with that purpose.  We may be legally obliged to disclose some information to another applicant if they challenge the selection decision, but personal details will always be removed.

Equal Opportunities Monitoring

Royal Berkshire Fire and Rescue Service aims to ensure that people are recruited, selected, trained and promoted on the basis of job requirements, skills, abilities and other objective criteria.  We will ensure that no applicant is treated less favourably, or disadvantaged, by a personal characteristic, condition or requirement which is not necessary for the safe and effective performance of the job.

To help us to comply with legislation and good practice, please complete the Equal Opportunities Monitoring part of the application form.  This information will be used for monitoring purposes only and will not be linked to an individual.  It will not be available to those involved in the selection process. We are not legally required to collect data on employees’ religion or sexual orientation.  However we have committed to doing so because this information makes us better informed about the effectiveness of our equality policies.  If you are employed, this information will not form part of your personal record file.

To avoid information that indicates an applicant’s age from being passed to the selection panel, employment dates are only requested on the monitoring form - this allows the Human Resources team to complete effective pre-employment checks.  Where gaps in service are identified this information will be passed to interviewers for clarification.

Application Form - Section A

This part of the form will not be forwarded to the shortlisting panel or the panel of interviewers. You will find details on the front of the form regarding the post you are applying for, the work location of the post and the closing date for the return of applications.

Personal Details

It is important that you complete this section accurately, as the information is required to process your application and is needed in order to communicate with you. National Insurance Number – You can obtain this information from the Department for Work and Pensions.  If appointed, you will be required to produce documentary evidence of your National Insurance Number before you take up the post.  If you do not have this, you will be asked for alternative documentation to show that you are allowed to work in the UK.

Pensions

If you are receiving a Local Government or Fire Service pension, (whether for age or ill health retirement), you must declare it.  The rules of these pension schemes require that in some circumstances we must deduct from your salary an amount equivalent to your pension.  You are strongly advised to contact the HR department before you apply, to discuss the likely financial implications.

Asylum and Immigration Requirements

In order to comply with the Asylum and Immigration Act 1996, we need to check relevant documents to confirm that you are entitled to work in the UK.  These will be requested at interview and are a requirement of all short-listed candidates.

Declaration of Offences

Having a criminal record will not necessarily disqualify you from employment, as all applications are considered strictly on their merit.  However, you must declare any offences which are not yet spent within the meaning of the Rehabilitation of Offenders Act 1974.  You should also declare any charges that are pending, as a subsequent conviction could lead to you being discharged from the Fire and Rescue Service. If you are unsure about whether your conviction is spent or unspent, please visit www.homeoffice.gov.uk for more information.

If the post is one which involves contact with children or vulnerable adults, Safeguarding provisions may apply.  These posts are identified as such in the Job Profile.  If Safeguarding applies, you must declare all convictions, whether they are ‘spent’ or not.  An Enhanced Criminal Records Bureau check will be carried out if your application is successful.
Relationships

You should declare any close relationships, (e.g. family, business, friendship etc), that you have with any serving Royal Berkshire Fire and Rescue Service staff or elected members of the Combined Fire Authority.  By being open about any such relationships, we can take steps to ensure that your application is handled impartially.
Additional Information
Please provide information for any secondary employment you wish to continue should you be successfully appointed.  This information is required to ensure there is no conflict with Royal Berkshire Fire and Rescue Service. If you are currently a volunteer reservist, or in the regular forces, or have recently left, please provide this information, particularly if you have a compulsory reserve liability.  To ensure the full operational effectiveness of Royal Berkshire Fire and Rescue Service we need to monitor the number of candidates who may fall within this category.
Application Form - Section B

This part of the form will be forwarded to the shortlisting panel and the panel of interviewers, where appropriate.

Previous Employment

Please include all work experience, including Reserved service in the Armed Forces and any voluntary work, particularly if you have not been employed on a full time basis.  Make sure that you briefly explain the main features, responsibilities and key skills of each job, but do not go into too much detail that is not relevant to the post you are applying for.  Please use a continuation sheet if you require further space to set out your full career history for the last 10 years.

References

Please provide details of two referees.  We require the names and addresses of your current or most recent employer plus a second referee, who should ideally be another former employer or a head teacher / college tutor.  Family members and personal friends are not acceptable as referees.  Referees will only be collected after interview and with your prior knowledge.

Education and Training

Please state here any qualifications you have obtained or training courses you have attended.  We are interested in knowing what you have achieved. If you have taken examinations, your results and grades must be specified.  Please include all schools, colleges, universities or apprenticeships.  You should also include any other relevant training and development you have undertaken in the last 10 years, (or longer if it is especially relevant).  If you are shortlisted you may be required to produce your examination certificates when you attend for interview.  Failure to do so may preclude you from any further assessment.
Suitability Statement

Use this space to show how you meet the essential and desirable criteria for the post as listed in the job description.  The more criteria you can show you meet, the greater your chance of being shortlisted for interview.  Don’t just list your skills and abilities, but try to put them into context by giving specific examples of how you have used them.  Remember that the shortlisting panel will only know what you tell them – they will not make any assumptions.
Submitting your Application Form

Completed application forms should be addressed to: 

HR Department, Royal Berkshire Fire and Rescue Service, 103 Dee Road, READING, RG30 4FS.

Forms must be received by 5pm on the closing date (unless otherwise stated).  Please do not address the envelope to a named individual – it might not be opened if that person is not in the office.  Please remember that an A4 envelope requires postage for a ‘large’ letter.  You are welcome to deliver your application in person if you wish.
Royal Berkshire Fire and Rescue Service, Headquarters, 103 Dee Road, Tilehurst, Reading, Berkshire. RG30 4FS

Web: www.rbfrs.co.uk    Phone: 0118 945 2888
Application Form - Section A
Office use only

Post reference number       


[image: image6.emf]
Applicant ref. number        
Please complete this section in CAPITAL letters

Post applied for        

Post location        
Title        

First / Given Name        

Family Name        

Previous Family Names        

Preferred First / Given Name        

Home Address        

     

     

Postcode        

Email Address        

Contact Telephone Number (Home)   
 FORMTEXT 

     

     (tick your preferred contact)

Contact Telephone Number (Work)

 FORMTEXT 

     
     (tick your preferred contact)

Contact Telephone Number (Mobile)            FORMCHECKBOX 
  (tick your preferred contact)

Date of Birth        
   Age        

National Insurance Number   

|    
|    
|    
|    
|   
|


Are you receiving any kind of fire service or local government pension?   Yes   FORMCHECKBOX 


No   FORMCHECKBOX 

Please complete all sections

Date of Employment

	Name of employer
	Start date (dd/mm/yyyy)
	End date (dd/mm/yyyy)

	     
	     
	

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


Declaration of Offences

Do you have any convictions which are not spent under the Rehabilitation of Offenders Act 1974 or are there any charges pending?
Yes   FORMCHECKBOX 

No   FORMCHECKBOX 

If YES please give particulars
          
     
N.B. If the post is subject to Safeguarding provisions you must declare all convictions, whether spent or not. An Enhanced Criminal Record Bureau check will be undertaken.

Relationships

Are you, to your knowledge, related to any member of the Fire and Rescue Service, Officer or elected member of the Royal Berkshire Fire Authority?
Yes   FORMCHECKBOX 

No   FORMCHECKBOX 

If YES, please give details          
Right to Work in the UK

Are there any restrictions on your right to live and work in the UK?

Yes   FORMCHECKBOX 

No   FORMCHECKBOX 

If YES, please give details         
Declaration

I declare that the information given to support my application is true and correct. I understand that any false or misleading information given in this application may render my Contract of Employment, if I am appointed, liable to termination.  Have read the guidance notes included with this application.

Signed
          




Date           
Office use only: Ref. number 
Equal Opportunities Monitoring

Please complete all sections

Please tick the appropriate boxes

Gender

 FORMCHECKBOX 
 Female
 FORMCHECKBOX 
 Male

Marital Status
 FORMCHECKBOX 
 Single
 FORMCHECKBOX 
 Married / Civil Partnership

 FORMCHECKBOX 
 Divorced
 FORMCHECKBOX 
 Separated




 FORMCHECKBOX 
 Widowed
 FORMCHECKBOX 
 Other
Dependents 

How would you describe your ethnic origin. Please tick the appropriate box.
	White
	Asian or Asian British

	 FORMCHECKBOX 
 White British
	 FORMCHECKBOX 
 Indian

	 FORMCHECKBOX 
 White Irish
	 FORMCHECKBOX 
 Pakistani

	 FORMCHECKBOX 
 Other White
	 FORMCHECKBOX 
 Bangladeshi

	Mixed
	 FORMCHECKBOX 
 Other Asian

	 FORMCHECKBOX 
 White and Black Caribbean
	Black or Black British

	 FORMCHECKBOX 
 White and Black African
	 FORMCHECKBOX 
 Caribbean

	 FORMCHECKBOX 
 White and Asian
	 FORMCHECKBOX 
 African

	 FORMCHECKBOX 
 Other Mixed
	 FORMCHECKBOX 
 Other Black

	Chinese or Other Ethnic Group
	

	 FORMCHECKBOX 
 Chinese
	Don’t Know / Prefer Not to Say

	 FORMCHECKBOX 
 Other
	 FORMCHECKBOX 
 Don’t Know / Prefer Not to Say


Do you consider yourself to be disabled?

If YES, please briefly say why          
If you are disabled and meet the essential requirements of the job, we will guarantee you an interview.

 -----------------------------------------------------------------------------------------------------------------------
 (Optional information – see guidance notes)
Please state your religion or belief, if any          
 (Optional information – see guidance notes)

Please tick the appropriate box

 FORMCHECKBOX 
 Heterosexual
 FORMCHECKBOX 
 Gay man

 FORMCHECKBOX 
 Gay woman / lesbian
 FORMCHECKBOX 
 Bi-sexual
 FORMCHECKBOX 
 Rather not say

How did you hear of this vacancy?

Please tick the appropriate boxes / give details

 FORMCHECKBOX 
 Job Centre

 FORMCHECKBOX 
 Agency
 FORMCHECKBOX 
 Word of mouth

 FORMCHECKBOX 
 Newspaper / Publication

If so, please state which publication     

 FORMCHECKBOX 
 Internet
Which website?           

 FORMCHECKBOX 
 Poster
Where?          

Other (please specify)          
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Additional Information

Do you have any secondary employment? If yes, please provide information below:
Employer Details:          

Are you a Volunteer Reservist (include Territorial Army)?

Yes   FORMCHECKBOX 

No   FORMCHECKBOX 

Were you in the Regular Forces?




Yes   FORMCHECKBOX 

No   FORMCHECKBOX 

If yes: Do you have compulsory reserve liability?


Yes   FORMCHECKBOX 

No   FORMCHECKBOX 

How long is the reserve liability?          

Royal Berkshire Fire and Rescue Service, Headquarters, 103 Dee Road, Tilehurst, Reading, Berkshire. RG30 4FS

Web: www.rbfrs.co.uk    Phone: 0118 945 2888

Application Form - Section B
Application Form – Section B

Office use only

Applicant ref. number   
Please complete this section in CAPITAL letters

Job applied for         

Employment and Education Details

Current / Last Employer’s Details
Employer’s Name          

Employer’s Address          

     

Post Code          

Telephone Number          

Job Title          

Reports to (Job Title)          

No. years experience in current role
 FORMCHECKBOX 
 Less then 6 months
 FORMCHECKBOX 
 6 months – 2 years
 FORMCHECKBOX 
 Over 2 years

No. years in organisation

 FORMCHECKBOX 
 Less then 6 months
 FORMCHECKBOX 
 6 months – 2 years
 FORMCHECKBOX 
 Over 2 years
Present / Final Salary          

Main Purpose, Responsibilities and Skills (please use a continuation sheet if necessary)
     

     

     

     

     

Reason for Leaving / Wishing to Leave          

	Leaving Date (if known) (dd/mm/yyyy)     
	Notice Period     


Previous Employment – Please complete details of your previous employers starting with the most recent. Last 10 years only. (Please use a continuation sheet if necessary).
	Name of Employer
	Position
	Length of Service
	Reason for Leaving

	     
	     
	 FORMCHECKBOX 
 Less than 6 months
	     

	     
	     
	 FORMCHECKBOX 
 6 months – 2 years
	     

	     
	     
	 FORMCHECKBOX 
 Over 2 years
	     


Main Features, Relevant Skills and Responsibilities          

     

     

     
	Name of Employer
	Position
	Length of Service
	Reason for Leaving

	     
	     
	 FORMCHECKBOX 
 Less than 6 months
	     

	     
	     
	 FORMCHECKBOX 
 6 months – 2 years
	     


	     
	     
	 FORMCHECKBOX 
 Over 2 years
	     


Main Features, Relevant Skills and Responsibilities          

     

     

     
	Name of Employer
	Position
	Length of Service
	Reason for Leaving

	     
	     
	 FORMCHECKBOX 
 Less than 6 months
	     

	     
	     
	 FORMCHECKBOX 
 6 months – 2 years
	     

	     
	     
	 FORMCHECKBOX 
 Over 2 years
	     


Main Features, Relevant Skills and Responsibilities          

     

     

     

Previous Fire and Rescue Service Employment

Have you previously been employed in any capacity by any Fire and Rescue Service?      FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

If YES, which Fire Service?          

Position          

	Date From (dd/mm/yyyy)     
	Date To (dd/mm/yyyy)     


References – please supply the names of two people who can provide references. One of these should be your current employer (or your most recent employer if you are not currently employed). The other will ideally be another former employer. Current or recent students should provide the name of their head teacher or college tutor. Referees will only be contacted if you are conditionally offered the post.

	Referee 1          
	Referee 2          

	Name          
	Name          

	Address          
	Address          

	     
	     

	Telephone          
	Telephone          

	Relationship to          
	Relationship to          


Education and Training

	Name of School, University, College, Other Training, Course, Apprenticeship
	Subject / Course
	Grade
	Expiry Date 

(if applicable e.g. First Aid)

(dd/mm/yyyy)

	     
	     
	
	

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


Current Membership of Professional Bodies

     

     

     

     

Driving Licence

(Information is only used for shortlisting where posts require it)

Do you hold a current driving licence?
 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

Do you have daily use of a car?

 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

Please specify the type of driving licence held          

     

Why do you think you are suitable for this post?

Outline the personal qualities and attributes that make you suitable for the post, and give details of any relevant skills, experience and achievements not previously mentioned (refer to the job description and person specification). Please ONLY use the space provided below for your response.
	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     


Note: when forwarding this application form, remember to include any continuation sheets.
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Royal Berkshire Fire and Rescue Service, Headquarters, 103 Dee Road, Tilehurst, Reading, Berkshire. RG30 4FS

Web: www.rbfrs.co.uk    Phone: 0118 945 2888
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