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Introduction

Thank you for downloading an application pack for a post within Nottingham Energy Partnership.  Before you start to complete your application form, please check you have all of the documents listed below:

· Job Advert 
· Application form and Checklist
· Job description

· Person specification

If any of the above are missing, please call Nottingham Energy Partnership on 0115 985 9057 or email alison.mcguire@nottenergy.com
The Application Form

The main points to remember when filling in your application form are:

1.
You need to clearly show how your skills and experience meet the requirements listed on the person specification by giving examples of your experience, knowledge and abilities and detailing your qualifications.
2.
If you do not do this you will not be shortlisted and therefore, we will not be able to offer you an interview.

3.
Fill in all sections of the form as fully as possible as we will not be able to make assumptions about your abilities.

4.
CVs will only be considered alongside fully completed forms.

5.
Make sure you return the form to us before or on the closing date, as we do not normally accept late applications.

6.
Please email your completed application form to alison.mcguire@nottenergy.com.

7.
If you wish to post your application please mark the envelope "Application Form" and post it to Nottingham Energy Partnership, Affordable Warmth, Waterway House, Waterway Street, Nottingham.  NG2 3DY.

What Next?

Due to the large number of applications we receive, unfortunately we cannot acknowledge receipt of your application form.  If you have not been contacted within 10 working days of the closing date, please assume that you have not been shortlisted.

If you have been shortlisted for an interview you will receive confirmation (by letter/ email/ telephone) of the details of the interview including the date, time, location etc;  If you require any adjustments or equipment to enable you to fully participate in the interview process please do not hesitate to call or email Nottingham Energy Partnership providing details.

Applicant Contract

We want to promote our reputation as an employer of choice by ensuring all our applicants are treated fairly.

If you apply for a job with Nottingham Energy Partnership we will:

1.
Only consider a CV alongside a fully completed application form.

2.
Aim to let you know if you have been shortlisted within three working days of the closing date.

3.
Ask you what adjustments you might need to assist you to participate fully in any selection test(s) and /or interviews (s).

4.
Give you three working days notice of any test(s) and /or interview(s).

5.
Let you know the outcome of any test(s) and /or interview(s) within five working days of the last test/interview unless we have advised you otherwise.

6.
Respond to your request for feedback if you have not been appointed provided you ask us within four weeks of us notifying you of the outcome.

If you would prefer to complete your application form manually, and submit it by post we will

endeavour to get this sent to you within two working days of you requesting it.

PRIVATE AND CONFIDENTIAL

Job Application Form








     
Vacancy Details
	Job title


	     


	Ref


	     

	Grade


	     

	Closing date


	     

	Department


	     



Personal Details
	Surname


	     

	Forenames


	     

	Address


	     

	Postcode


	     

	Telephone home


	     

	Telephone work


	     

	Mobile


	     

	Email


	     


	Are you currently in any form of regular paid employment/work?            Yes                     No     



Present Employment
	Name and address of present employer


	     

	Job Title


	     

	Date commenced


	     

	Brief description of duties and responsibilities


	     

	Grade


	     

	Salary/wage £


	     

	Other financial benefit


	     

	Job title of immediate supervisor


	     

	Period of notice


	     



IF YOU ARE RETURNING THIS APPLICATION IN THE POST 

PLEASE MARK IT WITH ‘APPLICATION FORM’ AND SEND TO:

NEP, Affordable Warmth
Waterway House, Waterway Street
Nottingham, NG2 3DY
Previous employment (earliest first and including any government training initiative, temporary, unpaid and voluntary work experience). The reason for leaving must be stated in every case.

	From

Month/

Year
	To

Month/

Year
	Employer
	Job title and grade
	Wage/

Salary
	Reason for leaving

	     

	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     


Education – Proof of qualifications may be required at interview

	Date

From
	To
	Schools, Colleges attended – including 

part time
	Qualifications gained or pending – please state subject and level
	Grade

	     

	     
	     
	     
	     

	     

	     
	     
	     
	     

	     

	     
	     
	     
	     

	     

	     
	     
	     
	     

	     

	     
	     
	     
	     

	     

	     
	     
	     
	     

	     

	     
	     
	     
	     

	     

	     
	     
	     
	     

	     

	     
	     
	     
	     


Membership of professional bodies

	Body
	Grade of membership
	Whether by exam
	Date



	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     

	     


Attendance at training courses relevant to your employment

	Organising body
	Course title
	Duration
	Date



	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     


Information in support of your application

	Please attach additional A4 sheets to explain how you meet each of the criteria on the person specification for this post.

You should draw on your knowledge, skills and experience, etc gained from paid work, training, domestic responsibilities, education, leisure interests and voluntary activities.

Please note that C.V.s will only be considered alongside a fully completed application form.



References

Please give the names of two referees who may be contacted in respect of your application.  The first must be from your current/last employer (or head teacher if you are a school leaver). The second should be from a previous employer (or a person who you have worked for in a voluntary/unpaid capacity or a teacher if you have no employment history).

	Name and address:

     

	Name and address:

     

	Position:

     
	Position:

     

	Telephone No:

     
	Telephone No:

     

	May we contact prior to interview?

Yes                                No    

	May we contact prior to interview?

Yes                                No    


REHABILITATION OF OFFENDERS ACT (1974)

	Before completing this section please refer to the enclosed guidance notes on the Rehabilitation of Offenders Act. Please complete either Section (a) or (b) as appropriate.

	(a) Posts which are NOT exempt under the Rehabilitation of Offenders Act

Do you have any previous convictions which are ‘unspent’ under the terms of the Rehabilitation of Offenders Act?

Yes                                No     
	(b) Posts which are exempt under the Rehabilitation of Offenders Act

Do you have any previous convictions (including convictions which for other purposes would be classed as ‘spent’ under the terms of the Rehabilitation of Offenders Act)?

Yes                                No    


	If yes, please give details of offence(s) and sentence

     
	If yes, please give details of offence(s) and sentence

     


General details

	From what source did you learn of this vacancy?
	     


	Are you related to a senior officer of Nottingham Energy Partnership If so, please state name and relationship.


	     

	Please give details of any dates during the next four weeks when you would not be available for interview.


	     

	Please tell us about any requirements that you would like us to consider, to ensure your full participation in this recruitment and selection process. E.g. wheelchair access, sign language interpreter, additional reading time etc.
	       


Equal opportunities monitoring

Nottingham Energy Partnership has a policy of equal opportunity, which recognises that its workforce should reflect its customer/service user base. It aims to ensure all job applicants receive equal treatment when applying for jobs whatever their racial or national origin, religion, disability status, sex, age, sexual orientation and former convictions.

We want to find out whether this policy is working and take steps to ensure further progress is made to achieve this aim. Therefore, we need to ask the following questions of all the applicants who apply to join the Partnership.

Please note that the final decision on appointment will always be made on merit and the information you provide in this section will not form part of this decision.

	Date of Birth:
	     

	Age:
	     

	Sex:
	     
	Do you consider yourself to be disabled?
	     


	Do you have any long-term illness, health problems or disability that, with or without the use of aids or medication, limits your daily activities? (please see ‘Notes for disabled applicants for definition of long-term and aids)

Yes                                No    



My racial/ethnic origin is:

	A. White
	B. Mixed
	C. Asian or Asian British
	D. Black or Black British
	E. Chinese or Other Racial Group

	British  
	
	White & Black   Caribbean
	
	Indian  
	
	Black Caribbean 
	
	Chinese  


	

	Irish  
	
	White & Black   

African
	
	Pakistani  
	
	Black African 
	
	Other Racial Group 
	

	Other White 
	
	White and   

Asian
	

	Bangladeshi  
	
	Other Black 
	
	
	

	
	
	Other Mixed 
	
	Other Asian  


	
	
	
	
	


My religion is:

	None  


	
	Buddhist  
	
	Hindu  
	
	Jewish  
	

	Muslim  


	
	Sikh  
	
	Other  
	
	
	

	Christian 
	  


	(including Church of England, Catholic, Protestant and all other Christian denominations)


Confidentiality, security and disclosure

	Information requested on this form relating to sex, race, religion and disability is required solely for monitoring and statistical purposes and will not be used as part of the selection process. You are advised that information given relating to current or previous employment, educational or professional qualifications and spent or unspent convictions may be checked with the appropriate persons or bodies if you are shortlisted for this post.


Declaration

	I declare that the information given in this application is true, that I have not canvassed (either directly or indirectly) any senior officer of Nottingham Energy Partnership and will not do so. I accept that should I not have provided full and accurate information it could result in me not being appointed, an offer of employment being withdrawn or disciplinary action being take against me.

	Signed:



	Date:         



Policy Statement on the Recruitment of Ex-Offenders

Nottingham Energy Partnership (NEP) is committed to the protection of all those people who use its services and of its employees. NEP is also committed to the promotion of Equality & Diversity and welcomes applications from people who have a criminal record as long as that does not affect its duty of care to others.

The employment and management of people with criminal records has to be approached in a balanced and responsible way, whilst not unfairly discriminating against people with a criminal record.

The Criminal Records Bureau (CRB) will provide a Disclosure giving details of a person's criminal record and information held by the Department of Health and the Department for Education and Skills. NEP will use the CRB to assess an applicant's suitability for employment in certain occupations and will comply with the CRB Code of Practice whilst undertaking to treat all applicants fairly.

NEP will:

· Undertake not to discriminate unfairly against any subject of a disclosure check on the basis of conviction or other information revealed.
· Actively promote equality of opportunity for all and welcome applications from a wide range of candidates, including those with criminal records.
· Only request a disclosure check where it is necessary. 
Having a criminal record will not necessarily bar anyone from working with NEP. This will depend on the nature of the position and the circumstances and the background of the offence.

Rehabilitation A

Please note that the post you are applying for is covered by the provisions of the Rehabilitation of Offenders Act 1974.

This means that you:

· Only need to tell us of convictions that are not spent (including cautions and reprimands).


Under the Rehabilitation of Offenders Act if someone is convicted of an offence and is not convicted again for a specified period of time (see below) then that conviction can be considered “spent” and does not need to be mentioned on your application form or at interview.

The specified periods of time set out by the Act are:

	Sentence
	Rehabilitation period

	Prison sentence, corrective training or detention in a young offenders institution for between 6 and 30 months
	10 years*

	Prison sentence or sentence of detention in a young offenders institution for a term not exceeding 6 months.
	7 years*

	Fine or other sentence not expressly covered by the Act
	5 years*

	Order for detention in a detention centre
	3 years

	Conditional discharge or probation
	1 year

	Absolute discharge
	6 months


* The rehabilitation period is halved in respect of a person under 18 years of age at the date of conviction.

The Act also applies to sentences imposed by courts outside the UK.

Please be aware that sentences over 30 months are never spent.

Please note that any convictions that are not spent must be declared.

If you are unsure whether you have to declare a previous conviction, please contact the Citizen’s Advice Bureau or your Probation Officer or a Solicitor.

We will not discriminate against ex-offenders and if you have given details of previous convictions this will not necessarily prevent you from getting the job and will only be taken into account if it relevant to the type of work you will be doing.

Any information you give us will be kept confidential and only used in connection with your application. 

Rehabilitation B

Please note that the post you are applying for is exempt from the Rehabilitation of Offenders Act 1974 under Section 4 of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975.

This means that you: -

· Must disclose on your application form all previous convictions 

(Including cautions and reprimands).

Under the Rehabilitation of Offenders Act certain convictions can be considered as spent but not where the post you are applying for is in one of the following areas:

Solicitor; Chartered or certified accountant; working with people under the age of 18 or over the age of 65, people suffering from serious illness or mental disorder of any kind, people addicted to alcohol or drugs, people who are blind, deaf or dumb and people who are substantially and permanently handicapped by illness, injury or deformity; work relating to leisure or recreational activities for people under the age of 18 if you would have access to people under the age of 18; working in a school or establishment of further education. (Wording taken from Rehabilitation of Offenders Act)

As the post you are applying for falls into one of these categories you must declare all previous convictions.

Please note that if you are applying for a post that involves unsupervised access to young children and/or vulnerable adults then you will also have to undergo a police check with the Criminal Records Bureau before your employment commences. 
Job Application Checklist

Before you submit your Application Form to alison.mcguire@nottenergy.com, please ensure you have completed all sections.  If any sections are incomplete, we will not be able to process your application. 
Please confirm you have completed each section by ticking the boxes below.
 FORMCHECKBOX 
  Personal Details

 FORMCHECKBOX 
  Present Employment

  Previous Employment

  Education

  Membership of Professional Bodies

  Attendance at training courses relevant to your employment

  Personal Statement - Information in support of your application (very important)

  References

  REHABILITATION OF OFFENDERS ACT (1974)

  General Details

  Equal Opportunities Monitoring

  Confidentiality, Security and Disclosure

  Declaration

Guidance to the job application process





The information requested in this form is important in assessing your application. Please complete accurately and in full. Please read the information enclosed with this form before completing your application form.





OFFICE USE ONLY





Test:          Date         Time


Interview:   Date         Time





Offer:


Appointable:





Date received 








To help us reduce our costs, we do not automatically acknowledge receipt of application forms or write to unsuccessful applicants.


IF YOU HAVE HEARD NOTHING WITHIN 2 WEEKS OF THE CLOSING DATE, PLEASE ASSUME THAT YOUR APPLICATION HAS BEEN UNSUCCESSFUL.








