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Please complete the application form in type or in black ink (for photocopying purposes). If black ink is used, please use block capital letters.

All sections of the form must be completed, if any section does not apply to you please indicate this by entering “N/A” in that section.

Once completed you should send the two forms (Application form and Equal Opportunities in Employment Monitoring) to:

Chief Fire Officer

Tayside Fire and Rescue Headquarters

Blackness Road

Dundee

DD1 5PA

APPLICATION FORM

Section 2 – Part-Time Working/Job Sharing

Part-time working and job sharing is viewed as a way of increasing the number and range of opportunities for people who find full-time work impracticable.  If you wish to be considered for part-time or a job share arrangement, please indicate this on your application form by specifying your preferred days and hours.

Section 3 – Guaranteed Job Interview Scheme
Tayside Fire and Rescue is committed to positive action in the recruitment, employment and retention of people with disabilities.  We guarantee an interview to any applicant who has a disability and who meets the minimum selection criteria for that post.

This section requests information about your disability relevant to the job for which you are applying.  Please regard this as an opportunity to let us help you, by outlining any aspects of the job which may present some difficulty and any suggestion you may have for overcoming them.  Please continue on a separate sheet if necessary.

This information is valuable because it will enable us to consider your application on its merits and to avoid the risk of making assumptions about your disability.  In some cases, it will also be important in terms of Health and Safety, access to work locations, or alerting us to any potential need for aids/adaptations in the workplace.

If you do not wish your application to be considered under the Guaranteed Job Interview Scheme you have the opportunity to opt out of the Scheme in the relevant section on the front page of the application form.

Selection Criteria

Selection of candidates for interview is based on identifying the person with the attributes i.e. skills, experience, qualifications and personal qualities, which best meet the nature/demands of the job.  Every job is unique, requiring a different level and breadth of skills, etc.  To ensure we accurately identify the attributes for any post the selection criteria are divided in to two categories:

· ESSENTIAL – Those attributes without which a person will be unable to perform a major part of the duties of the post

· DESIRABLE – Those attributes which, whilst useful, are not essential to have in order to be able to carry out the duties of the post

Under the Guaranteed Job Interview Scheme, we will ensure that if you meet the minimum criteria, you will have the opportunity to attend for interview.

Employment Disability Unit (EDU)

The Employment Disability Unit (EDU) offers an extensive range of services to assist people with health problems and disabilities secure and sustain employment.

The EDU has Job Clubs in Dundee and Perth where advice and guidance on all aspects of job search is provided along with computer and Internet facilities and other specialist equipment as required.  The EDU also has a Support Team skilled in supporting clients through the employment process.

In addition, the EDU manages the Workstep Programme and provides Work Experience Placements.

For more information, please contact the Employment Disability Unit, Dunsinane Avenue, Dundee, DD2 3QN, Telephone:- 01382 828180, Text Phone:- 01382 814948 or Email:- disability.unit@dundeecity.gov.uk
Section 4 – Qualifications and Training

This section should be used to give details of all qualifications including secondary school education, and further and higher education courses, such as HNC, City and Guilds, professional qualifications.

Please do not send certificates or photocopies of certificates at this stage. You will however be asked to produce certificates at a later stage of the recruitment process. 

Section 5 – Employment History
Please follow the guidance given in the application form.

Section 6 – Previous Employment

Please follow the guidance given in the application form.

Section 7 – Additional Information
Please follow the guidance given in the application form and include as much detail about yourself, your skill, knowledge, experience, that you consider to be relevant for the post you are applying for.

Section 8 – Miscellaneous

The nature of the duties of the post for which you have applied requires confirmation that you have no previous convictions for any offences that would reflect upon your suitability for appointment.  However, if you do have a record of offences this will not necessarily disqualify you as all applications are considered strictly on their merit.  Additionally, if you have any charges pending, these should be entered on the form and these will also be treated on merit.

Section 9 – Referees

Please ensure that two persons are nominated and follow the guidance on the application form.

Section 10 – Declaration

It is an offence, under the Board’s relevant disciplinary procedures, to knowingly or through wilful neglect, make any false, misleading or inaccurate oral or written statement in connection with an appointment.

Please ensure that the application form is signed and dated.

EQUAL OPPORTUNITIES IN EMPLOYMENT MONITORING FORM

This sheet is used for statistical purposes only and will not form part of the selection process. It will be detached from your application form. 

Please follow the guidance notes on the back of the Equal Opportunities in Employment Monitoring Form.

COMPLAINTS PROCEDURE

If you believe at any stage in the recruitment/selection process, that you have been unfairly disadvantaged or discriminated against, please write to the Chief Fire Officer.  You can be assured that your complaint will be investigated thoroughly and that a statement of the outcome of the investigation will be made available to you.

DATA PROTECTION

Information provided by you on this application form will be used, stored or processed for use during the recruitment process. Once the recruitment and selection process is complete, the information will be held for a period of 4 months and will then be destroyed, in accordance with the Data Protection Act 1998. If you do not wish this information to be used for these purposes please indicate where applicable on the application form.  If you are successful, the information will continue to be held as part of your personnel record.
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TAYSIDE FIRE AND RESCUE
	

	
	
	REF NO:


	
	
	


	Please type or print in black ink.  Failure to follow guidance note may result in the application being withdrawn.


	POST:
	HR Manager
	LOCATION:
	Blackness Road, Dundee



	SECTION 1:  PERSONAL DETAILS:
	
	

	Surname & Initials
	     
	Telephone Numbers:

	
	
	
	

	Address
	     
	Home
	     
	

	
	
	
	
	
	

	
	     
	Mobile
	     
	

	
	
	
	
	
	

	
	     
	
	
	

	
	
	
	Current Full
	
	

	
	     
	Post Code
	     
	Driving Licence
	Yes FORMCHECKBOX 
 No FORMCHECKBOX 
 *
	

	
	
	
	
	
	

	Email Address
	     
	
	



	SECTION 2:  JOB SHARING/PART TIME

	Are you applying for this post on a Job Share Basis?
	Yes FORMCHECKBOX 
 No FORMCHECKBOX 
 *

	Are you applying for this post on a Part Time Basis?
	Yes FORMCHECKBOX 
 No FORMCHECKBOX 
 *

	Please state your preferred employment arrangements (days/hours)
	

	
	

	SECTION 3:  GUARANTEED JOB INTERVIEW SCHEME   (Please see ‘Application Form Guidance’ for advice on this section)



	If you have a disability and can offer the skills and experience we consider essential for the post, we will guarantee you an interview.

	Do you consider yourself to have a disability?
	Yes FORMCHECKBOX 
  No  FORMCHECKBOX 
 *

	Do you wish your application to be considered under this scheme?
	Yes FORMCHECKBOX 
  No  FORMCHECKBOX 
 *

	If yes, please give any information which may be relevant to your ability to carry out the duties of the post

	

	

	SECTION 4:  QUALIFICATIONS AND TRAINING:

	Secondary/Further Education (subjects and dates) - include grades of pass, etc

	     


	Other Training/Job Related Courses (with dates)

	     

	

	PLEASE CONTINUE ON SEPARATE SHEET AS NECESSARY
	* Select as appropriate


	SECTION 5:  EMPLOYMENT HISTORY

	

	PRESENT/MOST RECENT EMPLOYMENT

	

	Post Title
	     

	

	Employer's Name and Address
	     

	
	     

	

	Date of Start
	     
	Date of Finish
	     

	
	
	(if appropriate)
	

	

	Current Annual Salary/Weekly Pay
	     
	

	

	Please outline your main duties:-

	     

	

	SECTION 6:  PREVIOUS EMPLOYMENT  Please provide details of all your previous work. Please include any unpaid/voluntary work

	

	Employers Name and Address
	Post Title and Brief Outline of Duties
	Dates

From/To
	Reason for Leaving

	     
	     
	     
	     

	
	
	
	



PLEASE CONTINUE ON SEPARATE SHEET AS NECESSARY
	SECTION 7:  ADDITIONAL INFORMATION

	

	Please state why you are applying for this post and highlight any knowledge or skills you consider relevant to this position. Please include any skills or knowledge gained through voluntary work, unpaid work, community activities, or through domestic or family experience.

	     

	



PLEASE CONTINUE ON SEPARATE SHEET AS NECESSARY


	SECTION 8:  MISCELLANEOUS

	

	Are you related to any Elected Member or Principal Officer of Tayside Fire and Rescue
Board?  If yes please state nature of relationship.
	Yes FORMCHECKBOX 
  No FORMCHECKBOX 
 *

	

	

	CRIMINAL CONVICTIONS

	

	Have you ever been found guilty of any offence by a Court of Law which is not now regarded as spent under the terms of the Rehabilitation of Offenders Act 1974? (see note below)
Yes FORMCHECKBOX 
  No FORMCHECKBOX 
 *

	

	

	Date


	Details of Offence
	Sentence

	     
	     
	     

	
	
	

	

	Note: Further guidance on the Act can be found in the booklet 'A Guide to the Rehabilitation of Offenders Act 1974' issued by HM Stationery Office.  Further information is available from the Citizens Advice Bureau.




	SECTION 9:  REFEREES



	
	CHARACTER REFERENCES:- Please complete this section naming two persons who must not be related to you but one should be your present employer (if employed).  Requests for references to your employer will not be made until the final stages of the application.

	

	
	Name
	Address
	Profession
	Capacity Known
	

	
	1       
	     
	     
	     
	

	
	2       
	     
	     
	     
	

	
	
	


Please tick the box if you do not wish your referees to be contacted without your consent

	Referee 1
	 FORMCHECKBOX 

	       Referee 2
	 FORMCHECKBOX 




	SECTION 10:  DECLARATION

	

	CANVASSING: Canvassing of any members or officers of Tayside Fire and Rescue Board, directly or indirectly, in connection with an appointment, will disqualify the candidate.


	I declare that to the best of my knowledge the information given in this application is true and correct.

	I confirm that I am/am not* content for Tayside Fire and Rescue to use, store and process the information given in this application.

	

	Signature
	     
	
	Date
	     

	
	
	
	
	

	
	
	
	
	

	CLOSING DATE FOR RECEIPT OF APPLICATIONS:
	Friday 25 July 2008
	

	
	
	
	
	



*  Select as appropriate

TAYSIDE FIRE AND RESCUE

JOB DESCRIPTION

HUMAN RESOURCES MANAGER

CORE PURPOSE

For all roles within Tayside Fire and Rescue, assist the organisation to meet its mission statement of providing the highest standard of fire safety and emergency response services to all the communities served by Tayside Fire and Rescue, working towards the primary aims of Prevention, Intervention, People and Performance.

JOB PURPOSE
To deliver a professional personnel advisory and employee development service to Tayside Fire and Rescue ensuring that new and ongoing developments in human resource management are reflected in the service provided.

KEY Responsibilities

1. Policy development

2. Absence monitoring

3. Performance Management

4. Management of the HR Department
5. Equality and Diversity
6. Human Resource Administration

JOB ACTIVITIES

1. 
Policy development

a. Implement HR policies and procedures and advise line managers as required.

b. Review and monitor HR policies recommending changes in line with employment legislation and drafting revised policies and procedures.
c. Provide support and advice on HR matters and employment legislation to the senior management as appropriate.

d. Implement job evaluation systems and process to ensure that Tayside Fire and Rescue complies with Equal Pay, and other, relevant legislation.

e. Provide support to senior managers in matters of discipline, grievance, change management as required.

f. To see external professional advice and liaise with external employment law professionals on matters as appropriate.

g. Provide interpretation and advice on contractual matters in connection with terms and conditions of employment, ensuring the organisation’s employment practices are compatible with any local or nationally agreed contract terms.

h. Advise on trade union recognition and involvement, providing specialist advice and guidance on negotiation and consultation methods with employees/employee representatives.
i. Develop a formal staff appraisal scheme for all staff.

2.
Absence monitoring

a. Monitor sickness absence utilising statistical information and liaising with other departments as necessary.

b. Assist line managers to monitor employee’s sickness absence by advising on procedures, and attending formal sickness absence interviews in accordance with agreed Attendance Management Procedures.

c. Monitor and review the Attendance Management Policy and Procedures and liaise with Occupational Health and Wellbeing Unit on cases as required.

3.
Performance Management
a. Oversee the personnel administration function of the HR system.

b. Oversee the production of regular statistical returns, and maintain a range of databases and spreadsheets appropriate to the function of the HR department.

c. Ensure that all data held on employees complies with data protection legislation.

a. Develop and produce reports for the performance management system as required.

4.
Management of the HR Department
a. Lead and manage the HR Department in the delivery of a high quality services to staff and managers.
b. Manage the workloads of staff and ensure their effective deployment.

c. Develop skills and expertise within the team, encouraging all team members to maximise their capabilities and contribution.
d. Carry out appraisal and attendance management meetings, discipline and grievance procedures as required.

5.
Equality and Diversity
a.   Maintain an updated knowledge of equal opportunities practices and associated legislation.   In conjunction with the Brigade's policy on Fair Practice at Work, ensure that the Brigade's recruitment and selection practices reflect equality of opportunity.
b. Carry out a rolling programme of equal opportunities awareness training for uniformed and non uniformed employees.
c. Ensure that all equal opportunities data is recorded and monitored on a determined basis.
d. Liaise with local schools and councils in connection with promoting the Fire Brigade to young people as a career option.

6.
Human Resource Administration

a. Ensure that all contracts of employment are legal and satisfy Tayside Fire and Rescue’s requirements, advising line managers as necessary on offer letters, statements of employment particulars and other contractual changes.

b. Advise line managers on conditions of service matters.

c. Oversee the Long Service Award Scheme for support personnel and liaise with the Watch Manager HR ensuring the correct documentation is sent out to those who will shortly receive the Award.

d. Draft general correspondence concerning HR issues such as acknowledging retirement, standard sickness correspondence, etc.

e. Liaise with the Occupational Health and Wellbeing Unit regarding Aids to Vision for employees, draft necessary documentation, send off to provider for the necessary spectacles and other aids to be delivered.

TAYSIDE FIRE AND RESCUE
PERSON SPECIFICATION

Human RESources Manager
	Criteria
	Essential Requirements
	Method of Testing
	Desirable Requirements
	Method of Testing

	Health & Physical Attributes
	Good attendance record

Meet medical requirements for the post
	Reference

Pre-employment medical examination 
	
	

	Educational Qualifications
	Relevant professional qualification/degree

Membership of the CIPD
	Application Form

Application Form
	Graduate
	Application Form

	Occupational Experience


	Proven track record of generalist experience in a personnel department

Successful track record of developing and implementing HR policies and procedures

Experience of implementing, 

or developing, a computerised personnel system

Knowledge and understanding of employment law

Hands on experience of disciplinary, grievance and attendance management procedures  

Preparation of, and variation of, contracts of employment

Experience of providing training sessions
Awareness of public sector Equality and Diversity issues

Line management experience
	Application Form

Application Form/Interview

Application Form/Interview

Application Form/Interview

Application Form

Application Form

Application Form/Interview
Application Form/Interview
Application Form/Reference
	Awareness of changes within UK Fire and Rescue Service

Awareness of implementation of Single Status agreement within Local Government

Knowledge of performance management
	Application Form/Interview

Application Form/Interview

Application Form/Interview

	Skills/Abilities


	Excellent interpersonal and people management skills

Excellent verbal, written and communication skills

Strong organisational skills

Confidential and discreet at all times

Able to work on own initiative, manage own time, prioritise and meet tight deadlines

Strong IT skills and experienced user of HR systems
	Interview

Application Form/Interview/Reference

Application Form/Reference

Reference

Reference

Application Form
	Calm and professional manner

IT qualifications/training – such as ECDL
	Interview/Reference

Application Form

	Specific Requirements
	Commitment to principles of fairness and dignity at work

Full driving licence

Standard Disclosure check
	Application Form /Interview

Application Form
	
	


	TAYSIDE  FIRE  AND  RESCUE  BOARD

EQUAL  OPPORTUNITIES  IN  EMPLOYMENT  MONITORING  FORM

Application for the post of:     
HR MANAGER
Ref No:  Official Use Only      


Are you an existing employee of Tayside Fire and Rescue Board?

Yes FORMCHECKBOX 
  No FORMCHECKBOX 

Are you related to any elected member or principal officer of Tayside Fire and Rescue Board?

Yes FORMCHECKBOX 
  No FORMCHECKBOX 

Select as applicable

Please answer the following questions using the guidance notes overleaf:
1 What is your ethnic group?

A  WHITE

 FORMCHECKBOX 

Scottish


Other British:

 FORMCHECKBOX 

English

 FORMCHECKBOX 

Welsh

 FORMCHECKBOX 

Other, please specify

 FORMCHECKBOX 

Irish

 FORMCHECKBOX 

Any other white background, please specify

     
B  MIXED

 FORMCHECKBOX 

Any Mixed background, please specify

     
C  ASIAN, ASIAN SCOTTISH, ASIAN ENGLISH, ASIAN WELSH, OR OTHER ASIAN BRITISH

 FORMCHECKBOX 

Indian

 FORMCHECKBOX 

Pakistani

 FORMCHECKBOX 

Bangladeshi

 FORMCHECKBOX 

Chinese

 FORMCHECKBOX 

Any other Asian background, please specify

     
D  BLACK, BLACK SCOTTISH, BLACK ENGLISH, BLACK WELSH, OR OTHER BLACK BRITISH

 FORMCHECKBOX 

Caribbean

 FORMCHECKBOX 

African

 FORMCHECKBOX 

Any other Black background, please specify

     
E  OTHER ETHNIC BACKGROUND

 FORMCHECKBOX 

Any other background, please specify

     
2
I am:
 FORMCHECKBOX 

Male

 FORMCHECKBOX 

Female

3
I am:
 FORMCHECKBOX 

Married/Civil Partnership

 FORMCHECKBOX 

Other

4
I would consider myself as having a disability
 FORMCHECKBOX 

Yes

 FORMCHECKBOX 

No

5
I belong to the following religious group:

 FORMCHECKBOX 

Church of Scotland

 FORMCHECKBOX 

Church of England

 FORMCHECKBOX 

Roman Catholic

 FORMCHECKBOX 

Other Christian, please specify

 FORMCHECKBOX 

Buddhism

 FORMCHECKBOX 

Hinduism

 FORMCHECKBOX 

Muslim

 FORMCHECKBOX 

Judaism

 FORMCHECKBOX 

None

 FORMCHECKBOX 

Sikhism

 FORMCHECKBOX 

Other, please specify:

     
6 What is your sexual orientation?

 FORMCHECKBOX 

Bisexual 

 FORMCHECKBOX 

Heterosexual/Straight 

 FORMCHECKBOX 

Gay man

 FORMCHECKBOX 

Other

     
 FORMCHECKBOX 

Gay woman/Lesbian 

7 My date of Birth is:

     
8
How did you find out about this vacancy?:

     



	TAYSIDE  FIRE  AND  RESCUE  BOARD

EQUAL  OPPORTUNITIES  POLICY  IN  EMPLOYMENT

GUIDANCE NOTES

POLICY  STATEMENT

Tayside Fire and Rescue Board is working towards equality in employment and has adopted a policy which aims to ensure that no job applicant or employee receives less favourable treatment on the grounds of sex, race, colour, ethnic or national origin, marital status, sexual orientation, age, class, ethical or religious beliefs, disability, trade union affiliation, or any unrelated medical condition, or is being disadvantaged by conditions or requirements which cannot be shown to be justified.

WHY HAVE AN EQUAL OPPORTUNITIES POLICY
An equal opportunities policy can eliminate the possibility of unfair or unlawful discrimination and can contribute to ensuring that all job applicants are considered solely on merit.

MONITORING
The process of monitoring helps to measure overall progress (from applying for a job and joining, to leaving the job) and shows whether equal opportunities policies are effective.

The information is treated in strictest confidence and will play no part in the selection process.  This section will be separated from the rest of the form before your application is considered.

DETAILS FOR COMPLETION OF THIS SECTION ARE AS FOLLOWS:-

1

ETHNIC GROUP

Please answer this question by choosing one section from A to E, then tick the appropriate box to indicate your cultural background.  If your cultural background is other than those stated, please specify in the space provided.

2

GENDER

Please answer this question by ticking the appropriate box.

3

MARITAL STATUS

Please answer this question by ticking the appropriate box.  

4

DISABILITY

Please indicate whether or not you consider yourself to have a disability by ticking the appropriate box.  A disability may be a physical or mental illness which has a long term adverse effect on a person’s ability to perform day-to-day activities.  Further guidance can be obtained from your local Employment Service office.

5

RELIGION

This may be defined by reference to religious belief or lack of religious belief.

Please answer this question by ticking the appropriate box.

6

Sexual Orientation 

Please answer this question by ticking the appropriate box.  If you tick other, please specify.

7

DATE OF BIRTH

Please answer this question by writing your Date of Birth excluding the day, ie Month and Year only, eg December 1972.

8

ADVERTISEMENT

Please state where you saw the advertisement for this post in the space provided eg Job Centre, Dundee Courier, etc.




