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Thank you for applying for a post with Cleveland Fire Brigade. This
information has been provided to help you understand how our
recruitment process works and how best to fill in your application
form.

Recruitment Pack

v Application form (which includes Equal Opportunities Monitoring)

v" Job Description and Person Specification : Provides detail relating to the purpose
of the job, the main duties involved, the values and behaviours required, essential
and desirable things you need to have and how these will be measured during the
recruitment process

v Dates relating to specific aspects of the recruitment and selection process

v Cleveland Fire Brigade Values and Behaviours Framework

Data Protection

As part of any recruitment process, Cleveland Fire Brigade collects and processes personal
data relating to job applicants. We are committed to being transparent about how we collect
and use data and to meet data protection obligations.

You can find out about your rights and how we will protect your data in our Privacy Policy
which is available in the Recruitment Pack and is also available on Cleveland Fire Brigade
website: www.clevelandfire.gov.uk
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Guidance Notes for completion of Application Form

The following guidance is provided to assist you to complete your application form. It is
important that you complete your application fully as this forms part of the selection process
for the next stage of the recruitment process.

If you require a different format, please contact the Human Resources Department on
01429 872311 or by emailing: recruitment@clevelandfire.gov.uk

Remember to note the closing date for returning your application form and
appropriate email address

Part ONE:

1. Current/Most recent employment: Please provide full details of your current duties
and responsibilities.

2.  Employment History: Detail all previous posts, starting with the most recent first. As
part of our commitment to safeguarding practices for young children, young people
and vulnerable adults, you are required to provide details of any gaps in your working
history.

3. Qualifications and Training: Please provide full and accurate details about your
education, training and professional qualification. If successful, you will be asked to
provide certifications to verify your qualification.

4. Membership of Professional Bodies: Relevant to post.
5.  Work related course/training: Detail information relevant to the post.

6. Skills and experience relevant to the post: Take each criterion on the person
specification in turn and describe how you meet this requirement by giving examples
where you have best displayed this element. Simply stating that you have each
requirement will not be considered as suitable evidence. You can use examples from
work, education, voluntary work, personal like and social experience etc.

Part TWO:

This information enables us to monitor our recruitment process in relation to our Diversity
and Equality policy and will not be made available to those assessing your application. The
information supplied will be treated in the strictest confidence.

7. Personal Details: Allowing us to contact you and ensuring your eligibility to work in
the UK. At interview you will be required to produce relevant documentation e.g.
passport or proof of National Insurance number combined with Birth certificate etc.
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10.

11.

12.

13.

14.

Specific requirements: The Brigade has a policy of guaranteeing interviews for
people with disabilities who fully meet the essential criteria or competency
requirements of the post. Under the Equality Act 2010 a person is disabled if they
have a physical or mental impairment which has a substantial and long term adverse
effect on their ability to carry out normal day to day activities.

Declaration of Convictions: The Brigade will consult the guidelines under the
Rehabilitation of offenders Act 1974. Your application will not be considered if you
have any unspent convictions (please see www.nacro.org.uk for further guidance).

Driving Qualifications: Only considered if driving is an essential part of the role.

References: please provide two referees; one should be your current or most recent
employer. We do not find it acceptable to take up references from relatives or friends.
Any offer of employment is subject to satisfactory references being obtained and
successful candidates will have to provide employer references for the previous 3 year
period.

General Declaration: If electronic copy submitted, successful candidates will be
requested to sign declaration during the selection process.

Post applied for: Please detail the job title of the post in full.

Equal Opportunities Monitoring Questionnaire: As an equal opportunities
employer we welcome applications from members of the community who are under-
represented in the Brigade. Completion of this section of the application form will help
us to ensure equality of opportunity. Please note that this information forms no part of
the recruitment process, it will be detached from your application on receipt and will
only be used for statistical purposes.

(Further details are available on our website - www.clevelandfire.gov.uk

Return your completed application form marked confidential to the
email address as stated in the job advert
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