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	Form No.: 238
Rev. 07/2010


Application for

Appointment as

Police Staff

In Devon & Cornwall Police

	Title:
	     
	


	Initials:
	     
	


	Last name:
	     


	Post applied for:
	     


	Post number:
	     


	Location:
	     


	Closing date:
	     


	Where did you see this vacancy advertised?
	     


	For Office Use Only

	

	     


	Ref. No.:
	     


Please read these instructions before completing this form

· Read through the application form and other information supplied in this pack before completing it.

· Check the closing date and give yourself plenty of time to complete the application.

· Section 4 is very important


This is the information, along with your qualifications, that will be used to decide if you will be invited to the next stage of the selection process.  Make sure you cover the essential requirements listed in the role profile for the job.  When have you demonstrated the skills and knowledge required?  What have you achieved with these skills?  Don’t just look for examples from paid work experience - also consider the skills you use in other areas of your life.

· Write clearly in black ink.  It can be hand written or typed.  This will make sure that photocopies are clear and easily read.

· Do not send a CV as it will not be considered.  Make sure all the information you want to tell us is on the application form.

· Do a rough draft first.  It helps avoid mistakes and ensures your application is organised and impactive.

· After completing a draft, leave it for a while and then look at it again.  This can often highlight an alternative or better approach.

· Also, ask someone else to read your draft.  They may notice spelling mistakes or areas you might have missed, no matter how often you have checked it.

· Make sure you have completed all sections.  If a section is not applicable, write ‘N/A’ clearly.

· Keep a copy of the completed form as if you are called for the next stage in the selection process you will find it useful.

· Post your application well before the closing date.  Late applications will not be considered.

Please note that when returning applications you must ensure that the correct amount of postage has been paid, as any under-paid applications will be excluded from the process.

Data Security

We will take all reasonable steps to ensure the security of your personal data.  However, we must remind you that external e-mail is an insecure medium.  If you choose to send the completed form to us electronically you do so at your own risk.  You may prefer to print the completed form and post it to us.
	1. Personal Details

	Current last name:
	     

	Previous last name(s) if applicable:
	     

	First name(s):
	     

	Title (Mr / Mrs / Miss / Ms):
	     

	National Insurance No.:
	     


	Permanent address:

	

	     

	Postcode:
	     


	Address for communication if different to above:

	

	     

	Postcode:
	     


	Telephone (home):
	     

	Telephone (work):
	     

	Mobile:
	     

	Email:
	     


	Date of birth:
	     

	Town of birth:
	     

	Country of birth:
	     


	Previous addresses in last five years (with dates)
	Dates

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


	2. Qualifications

	Please list any formal qualifications or professional memberships you have achieved that are required for the role and shown in the role profile.

	Date(s)
	Qualification
	Level gained

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


	Other relevant learning

	Please show here any other relevant training or courses attended, along with any current studies being undertaken.

	Duration and date(s)
	Type of training or course

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     



	3. Work History

	Please include paid / unpaid / voluntary work.  Please show current or most recent work first and show work for the last 10 years.  If you have undertaken periods of other responsibilities such as raising a family or caring, please include these as well.

	Name of employer (if applicable)
	Job title
	Dates
	Reason for leaving

	
	
	From
	To
	

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	What period of notice will your current employer require?
	     


	4. Your Knowledge, Skills and Experience

	What essential knowledge, skills and experience do you have which meet the requirements of the role as shown in the role profile?  This can include examples of paid / unpaid / voluntary work; raising a family or caring and roles within clubs or committees.

	

	     


	4. Your Knowledge, Skills and Experience Continued

	

	     


	For Official Use Only

	Application Ref. No.:
	     

	Shortlisted:
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	By whom:
	     


	5. Referees

	Please name two people who will provide references in support of your application.  One should be your current or most recent employer, but not a relative or serving police officer.  If you are a recent school leaver, a teacher or work placement adviser may be able to assist.  If you have any queries about references, please contact the enquiries telephone number in the covering letter.  If one of your referees knows you by any other name, please indicate.  You must inform these referees that you will be seeking a reference and intend to give their details to the police as part of your application.  If you don’t want us to contact them at this stage, don’t give us their details now and we will seek references at a later date.


	Referee One

	Current employer

	Referee name:
	     

	Employer:
	     

	Position held:
	     

	Address:
	     

	Postcode:
	     

	Telephone No.:
	     


	Referee Two

	Other (this should not be a relative or a serving police officer)

	Referee name:
	     

	Employer:
	     

	Position held:
	     

	Address:
	     

	Postcode:
	     

	Telephone No.:
	     


	6. Driving Licence

	If the role profile states a driving licence is essential for the role, please complete the box below:

	Licence No.:
	     

	Categories (if applicable):
	     


	7. Rehabilitation of Offenders

	Due to the nature of police work, all posts are exempt from Section 4(ii) of the Rehabilitation of Offenders Act 1974 (Exceptions Order 1975) and therefore all applicants MUST disclose information about any convictions and cautions.  This includes those which are spent.  If you are appointed by Devon & Cornwall Police and it later becomes known that you have failed to disclose these convictions/ cautions, this could result in dismissal or disciplinary action.

	Have you or your partner ever been charged, summonsed, convicted or cautioned for an offence or has an order been made against you by a court or court martial?  (To include spent fixed penalty offences and any involvement whatsoever with the police).

	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
If Yes, please give details

	Date(s)
	Offence(s)
	Result

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


	8. Declaration

	I confirm that all the information provided in this application is true to the best of my knowledge and belief.  I understand that if I have made a false statement, or withheld any relevant information, it will result in dismissal or the withdrawal of any offer of employment.  I understand that I must inform any individuals named on this form that I intend to submit their details as part of this application.

	Signed:
	     

	Date:
	     


	Please Note

	Whilst we welcome enquiries to research details, canvassing will disqualify the candidate.


	Data Protection Act 1998

	Please note that the information supplied on this form may be held on computer and that the enquiries made in processing your application may include reference to personal data held in police records.


	Completed Application Form

	Please return your completed application form to:
     
Or by e-mail to:      


