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	For HR use only

	
	
	Date of receipt
	     

	
	
	

	
	Human Resources                                                                 
REC1
	

	
	Selection Process Application Form – External Applicant
	

	
	

	Section 1 – Job for which you are applying

	

	Job title
	     
	

	

	Location
	     
	

	

	Post ref
	     
	

	

	Grade
	     
	

	

	Section 2 – Personal details

	

	Title (Dr, Mr, Mrs, Miss, Ms)
	     
	

	

	Forename(s)
	     
	

	

	

	Surname
(BLOCK CAPITALS)
	     
	

	

	Surname at birth, if different
	     
	

	

	National Insurance number
	     
	

	

	Home address
	     
	

	
	Post code
	     
	

	

	Home tel. no. including area code
	     
	

	

	Email
	     
	

	

	Address for communications 

(if different)
	     
	

	
	Post code
	     
	

	

	Daytime contact no. or mobile no.
	     
	

	

	Nationality at birth
	     
	

	

	Present nationality
	     
	

	

	If you are not a British or Commonwealth citizen by birth, are you a citizen by:
	

	

	· naturalisation or
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	

	

	· other means?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	

	


	

	Please give your naturalisation 
certificate number (if applicable)
	     
	

	

	Are you subject to immigration control?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	

	

	If ‘Yes’, please specify
	     
	

	

	Have you ever possessed the 
nationality or citizenship of any foreign country, or any Commonwealth country, other than the United Kingdom?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	

	

	If ‘Yes’, please give full details 
including dates
	     
	

	

	Registration number (if applicable)
	     
	

	

	Are there any restrictions on your continued residence or employment 
in the UK?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	

	

	If ‘Yes’, please specify
	     
	

	

	Do you hold a full, valid UK driving licence for a motor car?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	

	

	Section 3 – Disability

	
	Yes
	
	 No
	
	

	Do you wish to declare a disability?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Note: Candidates who declare a disability will automatically be put forward to the interview stage provided they satisfy the essential requirements, if any.
	

	

	Do you need anything to assist you to attend interviews? If you do please enter details below.

	
	     
	

	


	Section 4 – Career history

	

	Please give a brief career history covering the last 5 years starting with your present or most recent employment.

	

	
	Name and address of employer
	Dates Employed
	Brief details of position held and the type of work
	Reason for leaving
	

	
	
	From
	To
	
	
	

	
	     
	     
	     
	     
	     
	

	
	     
	     
	     
	     
	     
	

	
	     
	     
	     
	     
	     
	

	
	     
	     
	     
	     
	     
	

	
	     
	     
	     
	     
	     
	

	

	Time not accounted for – Please give details of any periods of unemployment, self-employment or time overseas.

	

	
	     
	

	

	
	Have you ever worked for a 
Government department?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	If ‘Yes’, please give details

	

	
	Department
	     
	

	

	
	Type of contract (for instance, FTA, casual, permanent)
	     
	

	

	  
	Dates
	         From
	     
	      To
	     
	

	


	
	Section 5 – Essential criteria
	

	

	
	· When completing this part of the form you should refer to the full job description which lists the skills and experience required for the post. Please give specific examples to demonstrate your level of skills. You should explain what you did, why and how you did it and what the outcome was.
· Please note that your ability to write logically and concisely will be taken into account in the selection process.
	

	

	
	     

	

	
	
	

	
	
	


	
	Section 6 – Desirable criteria

	

	
	     

	

	
	
	

	
	
	

	
	Section 7 – Essential requirements
	

	

	
	     
	

	
	
	

	
	
	


	
	Section 8 – Referees
	

	

	
	Please tick the appropriate box to indicate whether reference may be made to your current employer now.
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	

	

	
	Personal referees
	

	
	Give names, addresses and occupation of two personal referees whom we can approach. They should be people who know you well but not employers, partners or relatives, and should have given permission for their names to be used.
	

	

	
	Name
	     
	

	

	
	Address
	     
	

	
	
	Post code
	     
	

	

	
	Occupation
	     
	

	

	v
	Name
	     
	

	

	
	Address
	     
	

	
	
	Post code
	     
	

	

	
	Occupation
	      
	

	

	 Educational references

	
	If you have undertaken any education or training within the last 3 years, give names and address of school, college or university and if appropriate the name of your tutor, course director or training advisor to who reference can be made.

	

	
	Name and address of school, college or university
	Name of tutor, course director or training advisor
	Date attended
	

	
	
	
	From
	To
	

	
	     
	     
	     
	     
	

	
	     
	     
	     
	     
	

	
	     
	     
	     
	     
	

	
	     
	     
	     
	     
	

	


	Section 9 – General information
	

	

	Please give dates when you are 
unable to attend an interview
	     
	

	

	When could you start work if 
successful?
	     
	

	

	Where did you see this vacancy advertised?
	     
	

	

	We must interpret strictly and impartially the prescribed conditions regarding nationality but we cannot investigate fully the eligibility of every candidate before interview. You should therefore satisfy yourself of your eligibility before applying.
	

	If you are successful at interview, a complete enquiry into your eligibility will be made.
	

	


	Section 10 – Declaration
	

	

	I have given details that are true and complete to the 
best of my knowledge and belief.
Warning: If you give information you know is false, or you have withheld any relevant information, this could lead to your application being rejected.
	
	Signature
	
	

	
	
	Name 
(BLOCK CAPITALS)
	     
	

	
	
	Date
	     
	

	
	
	
	

	The Agency is an equal opportunities employer. It has a policy that there should be no discrimination or harassment on the grounds of age, race, colour, nationality (subject to the Civil Service Nationality Rules), ethnic or national origin, belief, sexual orientation, gender, marital status or disability.

Applications are, therefore, welcomed from all suitably qualified people.



	

	Data Protection

The RPA abides by the Data Protection Act 1998. The information you provide on this form will be used for recruitment and any subsequent 
staff administration purposes.
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	Rural Payments Agency  PO Box 69  Reading  RG1 3YD.  Tel 0118 953 1020.  Fax 0118 953 1126.

The Rural Payments Agency is an Executive Agency of the Department for Environment, Food and Rural Affairs.
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