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Norfolk Fire and Rescue Service

	This Application form Part 2, the Application form Part 1 and the Operational Recruitment Monitoring form should be completed and returned as e mail attachments to jobs@norfolk.gov.uk 



Overview of the Firefighter Application Form – Part 2
The Firefighter Application Form Part 2 is made up of the following sections: 

· Section 1 – References
· Section 2 – Other Details
· Appendix 1 – The Equality Act 2010
· Appendix 2 – Data Protection Notice
· Appendix 3 – Employment of Persons with Criminal Convictions
· Appendix 4 – Criminal Convictions Form
· If, after reading through the recruitment material, you have any remaining questions, please contact jobs@norfolk.gov.uk
· All forms – the Application form Part 1, Application form Part 2 and the Operational Recruitment Monitoring, must be e mailed as separate documents to jobs@norfolk.gov.uk 
	SECTION 1 - References



	Please provide the name and contact details of two referees. If you are in work or have been employed, one of your nominated referees should be your current or most recent employer.  

You may not use relatives as referees. 



	Name:
	

	Telephone Number:
	

	Address:
	

	E mail address:
	

	Relationship to you:
	

	
	

	Name:
	

	Telephone Number:
	

	Address:
	

	E mail address:
	

	Relationship to you:
	

	Are you happy for these referees to be 

contacted at this stage ?
	 FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No

	If no please provide further details
	


	SECTION 2 – Other Details



	Arrangements for people with disabilities

Do you consider that you have a disability as defined by the Equality Act 2010 (see Appendix 1)
	       Yes   FORMCHECKBOX 
      No  FORMCHECKBOX 


	Dyslexia is considered to be a disability and if this condition applies to you, you should contact Human Resources to provide further details.  We normally ask for a report/post 16 assessment to confirm the type and extent of your dyslexia and then use this information to determine whether any reasonable adjustments can be made (for example additional time for the written tests).  Please note that without this evidence, we will not be able to determine whether any reasonable adjustments can be made.



	Rehabilitation of Offenders Act 1974 (Exceptions) and pre-employment checks
It is vital that we protect those who we serve and those who we employ, and that we employ individuals who reflect the values and behaviours of NFRS. Therefore, we will carry out appropriate pre-employment checks, including:

Social media and online presence  A check of publically available digital information to confirm that applicants meet our values and behaviours.

Baseline Personnel Security Standard the standard pre-employment screening for employees working in government departments
Disclosure and Barring Service Enhanced employees of fire and rescue authorities are excepted from the rehabilitation of offenders act 1974 and, due to their work with vulnerable people, firefighters are eligible for an enhanced check. An Enhanced certificate will contain details of both spent and unspent convictions, cautions, reprimands and warnings that are held on the Police National and may also contain non-conviction information supplied by relevant police forces, if it is deemed relevant. 
The presence of a criminal record or any other information disclosed during these checks will not necessarily prevent employment with Norfolk Fire and Rescue Service.  
Please make the following declaration and tick the appropriate box.
I have read the policy on pre-employment checks         FORMCHECKBOX 
 Yes                                                                            (see Appendix 3)  
I have information to declare                                           FORMCHECKBOX 
  Yes         FORMCHECKBOX 
  No  
If yes, please complete the disclosure form.  
Please note, where you are providing additional detail, the information will not be provided to

the Station Manager before the shortlisting stage. The information will only be considered 

if relevant to the job. 




	
	


                                                                                                                                   Appendix 1

The Equality Act 2010 
The Equality Act 2010 makes it unlawful for employers to discriminate against current or prospective employees for a reason relating to their disability.  They must make reasonable adjustments in order not to place a disabled person at a substantial disadvantage.

The Equality Act describes a disability as ‘physical or mental impairment, which has substantial and long term adverse effect on a person’s ability to carry out normal day to day activities.’

The definition is intended to cover all forms of physical and mental disability, including sensory impairment, learning disabilities and mental illness (that are clinically well-recognised conditions).   It includes people who have a disability where the condition is likely to last longer than 12 months, has occurred in the past or is likely to recur. Progressive conditions such as multiple sclerosis, cancer or HIV are covered by the Equality Act from the point of diagnosis.

The following are examples of impairments or long term conditions that could be considered a disability under this definition.  It is not an exhaustive list but is intended to give you a guide as to what might be included.

	Limited physical mobility
	Epilepsy
	Upper limb disorders

	Hearing impairment
	Multiple scelerosis
	Learning disability

	Long term back/neck problems
	Arthritis 
	Severe facial disfigurement

	Heart/circulation complaints
	Muscular dystrophy
	Speech impairment

	Severe allergies
	Schizophrenia
	Dyslexia

	Manic depressive illness
	Diabetes
	Severe agoraphobia


Fire and Rescue Authorities are required to assess applicants on an individual basis with regard to their suitability to perform the role of a firefighter.  Where identified or required, Norfolk Fire and Rescue Service will consider what reasonable adjustments could be made to enable you to proceed with your application, provided any such adjustments do not contravene Health and Safety legislation. Health and Safety legislation places the obligation on Fire and Rescue Authorities to ensure that individuals are safe at work for their own protection and that of others.  In the context of the Fire and Rescue Service “others” includes colleagues and members of the public.

Appendix 2

Data Protection Notice 
Norfolk Fire and Rescue Service regards the lawful and fair treatment of personal information as very important to successful operations and to maintaining confidence between those with whom we deal and ourselves.  

What information will we collect and how will we use it? 
We will collect personal data (such as your name and contact details) and sensitive personal data which is defined under the Data Protection Act 1998 as racial or ethnic origin, political opinions, religious beliefs, trade union membership, physical or mental health, sexual life, commission or alleged commission of any offence, proceedings for any offence committed or alleged to have been committed.  

Any personal data that is collected on this site, including any sensitive personal data, will be collected and processed in accordance with the Data Protection Act 1998. 
Personal data will be stored, processed, used and disclosed by us in the ways outlined below.  

· To enable you to apply online for jobs or to subscribe to alerts of posts which are of interest to you

· For recruitment, employment and monitoring purposes including obtaining references from third parties
· To assess data you have provided against other vacancies which it is felt may be suitable for you
· Shared with third parties where we have retained them to provide services or functions on our behalf, such as professional advisors / consultants, providers of disclosure and barring services for criminal conviction and barred list checks, tests forming part of the recruitment process e.g. psychometric evaluation or skill test

· Individuals not employed by Norfolk Fire and Rescue Service who are involved in the recruitment process such as partner organisations or other stakeholders 
· Shared with another party in the following circumstances:
· To investigate or prevent fraud
· As permitted by law
· With your consent

Anonymised sensitive personal data will be used for:

· Monitoring, analysing and reporting on equalities data
· Assisting us to take action to prevent inequalities
· Developing our policies and processes to take account of the diverse needs of our employees
Information Retention 

Your personal data will be retained for a minimum period of 6 months from the closing date before being removed from the system. You can request earlier removal of your personal data from the system, or request a copy of the personal data that Norfolk Fire and Rescue holds about you, by emailing jobs@norfolk.gov.uk
Appendix 3

Policy for Employment of Persons with positive disclosures
As an equal opportunities employer, Norfolk Fire and Rescue Service treats all applicants for positions fairly and equitably, including those with criminal records. 

All candidates will be selected for interview on the basis of their skills, qualifications and experience in relation to the requirements of the job but offers of employment will be conditional upon further assessment of the relevance of any disclosed information.
Applicants are asked to declare all information which may be relevant under our pre-employment checks.
Appropriate guidance on identifying and assessing the relevance of disclosed information is provided to those involved in the recruitment process and the presence of a criminal record or any other information disclosed during these checks will not necessarily prevent employment with Norfolk Fire and Rescue Service.  
. 

Where applicable, applicants will be given the opportunity at interview to discuss the subject of any declared offences or other matters in relation to the post.  To check if disclosed information will impact on your application please contact Human Resources.

Norfolk Fire and Rescue Service has a DBS checks policy and procedure for dealing with Disclosures and Disclosure information which meets the sta
ndards of the DBS Code of Practice and that copies of the policy are available on request. 

Any information revealed in a Disclosure, which gives cause for concern to Norfolk Fire and Rescue Service, will be discussed with the individual before any conditional offer of employment already made is withdrawn. 

Details of Criminal Convictions and other relevant information
You are required to declare any criminal convictions, investigations or other relevant information. This will be checked before any offer of employment is made.

	First Name:
	

	Last Name:
	

	Station applied for:
	

	Are you currently, or have you been subject to any criminal conviction, which is spent or not yet spent under the Rehabilitation of Offenders Act 1974?   Yes   FORMCHECKBOX 
      No   FORMCHECKBOX 



	Details of offences:
	

	Date of conviction:
	

	Judgement and sentence:
	

	Are you currently, or have you been subject to, any criminal investigation which could be considered relevant to the role of firefighter?

	Details of alleged offences:
	

	Date of investigation:
	

	Details of any charges pending:
	

	Is there any other relevant information that you consider relevant?

	Details:
	

	Date of occurence
	


	Signed:
	

	Dated:
	


Please note that by signing this form with an electronic signature you are confirming that the above statement is correct, as if the document has been signed and dated by hand.

