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EEMMPPLLOOYYMMEENNTT  AAPPPPLLIICCAATTIIOONN  FFOORRMM

Our application form is divided into three separate sections: PERSONAL INFORMATION; COMPETENCY FORM and EQUAL
OPPORTUNITIES MONITORING FORM.  When your application is assessed, you will be selected on the basis of the COMPETENCY
FORM.  The PERSONAL INFORMATION and EQUAL OPPORTUNITIES MONITORING FORM will be detached on receipt and will be held
by our HR Department for information and monitoring purposes only.  These sections will not be seen by the interviewing panel.

PPlleeaassee  ccoommpplleettee  aallll  99  ppaaggeess  aaccccuurraatteellyy  aanndd  cclleeaarrllyy..

PPLLEEAASSEE  WWRRIITTEE  CCLLEEAARRLLYY  IINN  BBLLAACCKK  IINNKK

TThhiiss  ffoorrmm  iiss  aavvaaiillaabbllee  iinn  aa  ddiiffffeerreenntt  ffoorrmmaatt  iiff  rreeqquueesstteedd..

PPrriivvaattee  aanndd  CCoonnffiiddeennttiiaall

PPEERRSSOONNAALL  IINNFFOORRMMAATTIIOONN

Position applied for

Where did you hear about this vacancy?

If yes, please provide details

When would you be available to start? How much notice do you require?

Surname

Forenames

National Insurance number

Mr/Mrs/Miss/Ms/Other

Full-time Part-time

If offered this position, will you continue
to work in any other capacity?

Yes No

Contact details (please tick box to
indicate your preferred contact detail)

Home

Email address

Business

Mobile

Current home address including length
of residence (please provide further
details on a separate sheet if necessary)

Home address(es) during the last five
years including length of residence
(please provide further details on a
separate sheet if necessary)

11



PPEERRSSOONNAALL  IINNFFOORRMMAATTIIOONN

EEMMPPLLOOYYMMEENNTT  IINNFFOORRMMAATTIIOONN
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Please give details of each employment or occupation over the previous ten years. Please note that we may apply to any employer listed for a
reference. Attaching a CV is not acceptable (please provide further details on a separate sheet if necessary).

RReeff

Do you require a Work Permit to work in
the UK?

Yes No

If yes, do you possess a valid Work
Permit?

(Proof of eligibility to work in the UK will be
requested if a position is offered)

Yes No

Name and address of employer:

Postcode:

Tel:

Please give a brief description of your duties and responsibilities, numbers managed, reporting relationships and activities in which you have
been involved. Examples of any special achievements would be of particular interest. Please also include details of any career progression
(please provide further details on a separate sheet if necessary):

Current post held:

Date from:

Date of appointment to company:

Reason for leaving:

Date of leaving:

Period of notice:

Present salary and benefits details:

PPRREESSEENNTT  EEMMPPLLOOYYMMEENNTT

PPRREEVVIIOOUUSS  EEMMPPLLOOYYMMEENNTT
Please note: This section must be fully completed, attaching a CV is not acceptable (please provide further details on a separate sheet if necessary).

Dates: From/To
Day/Month/Year

Name, address and tel
number of employer

Reason for leaving Salary on leavingJob title and main responsibilities



EEMMPPLLOOYYMMEENNTT  IINNFFOORRMMAATTIIOONN

RREEFFEERREENNCCEESS

33

RReeff

EEMMPPLLOOYYMMEENNTT  GGAAPPSS
Please detail any gaps between employment or times when you were not working within the past ten years (please include periods of maternity
leave, inability to work due to injury or illness, time taken off for travelling, etc).

Dates: From/To
Day/Month/Year

Reason Please give contact name and address of
local Benefit Office or personal referee (NNOOTT
a relative), who can verify these details

Please provide names and addresses of referees covering a continuous period of at least ten years up to the present date. One of your referees must
be your present or most recent employer or educational establishment. The others should be from previous employers and/or educational
establishments (please provide further details on a separate sheet if necessary).
Please ensure that TTHHRREEEE references are given.

Referee 1 Referee 2 Referee 3

Name:

Job title/Position:

Company name:

Address:

Tel:

May we contact the above for reference
purposes prior to the issue of an offer of
employment? Yes No

Name:

Job title/Position:

Company name:

Address:

Tel:

May we contact the above for reference
purposes prior to the issue of an offer of
employment? Yes No

Name:

Job title/Position:

Company name:

Address:

Tel:

May we contact the above for reference
purposes prior to the issue of an offer of
employment? Yes No

QQUUAALLIIFFIICCAATTIIOONNSS  AANNDD  TTRRAAIINNIINNGG

Beginning with the most recent, please give details of any relevant qualifications/training, to include grades where applicable (please provide further
details on a separate sheet if necessary). The Society will require certificates to be produced at interview.

Educational establishment/awarding body Qualification gained, subject and grade Membership of professional body, to include
FSA Appointed Person status (if applicable)



DDRRIIVVIINNGG  IINNFFOORRMMAATTIIOONN

AADDDDIITTIIOONNAALL  IINNFFOORRMMAATTIIOONN
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RReeff

Do you have a full current driving licence?

(If you are invited to attend interview and your current driving licence is relevant to your
application, please bring it with you)

Yes No

Do you have your own transport?

This information is requested so that we can assess your suitability for driving duties and ensure that we comply with our insurance obligations. We
may be asked to disclose this to our insurers for inclusion in our car scheme (if applicable). There may also be occasions when you could be asked to
drive Hinckley and Rugby Building Society vehicles for business purposes.

Yes No

Do you have any current convictions or
endorsements on your driving licence?

Yes No

If yes, please provide details

Please only complete this section if you have additional information to provide relating to the personal information section of this form, including
anything else relevant to the role that you would like us to be aware of.



RREEAASSOONN  FFOORR  AAPPPPLLYYIINNGG  FFOORR  TTHHIISS  PPOOSSTT
Please give your reasons for making this
application, detailing your main
attributes, and state why you feel you
should be offered the position that you
are applying for

CCOOMMMMUUNNIICCAATTIIOONN
Please give an example which
demonstrates your ability to
communicate effectively

PPLLAANNNNIINNGG  AANNDD  OORRGGAANNIISSIINNGG
Please describe a situation when you
were required to plan and organise
effectively

55

CCOOMMPPEETTEENNCCYY  FFOORRMM

RReeff

In this section you are asked to outline how your knowledge, skills and experiences meet the competencies required for this role. You should draw
on your experiences from your current or previous roles or from other relevant situations (such as activities outside work).
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RReeff

CCOOMMPPEETTEENNCCYY  FFOORRMM

TTEEAAMM  WWOORRKK
Please give an example of when you
have worked as part of a team and what
you achieved as a result

CCUUSSTTOOMMEERR  SSEERRVVIICCEE
Please describe a time when you have
provided excellent customer service

AACCHHIIEEVVEEMMEENNTTSS
What do you consider to have been your
greatest achievement and why?
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AADDDDIITTIIOONNAALL  IINNFFOORRMMAATTIIOONN
Please only complete this section if you have additional information to provide, relating to the Competency Form.

CCOOMMPPEETTEENNCCYY  FFOORRMM



88

RReeff

FFIINNAANNCCIIAALL  SSEERRVVIICCEESS  RREEGGUULLAATTIIOONNSS

CCOONNSSEENNTTSS  AANNDD  DDEECCLLAARRAATTIIOONNSS

Please answer the following questions:

Have you ever had a County Court or Civil Court judgement registered against you?

Have you ever defaulted or made late payments on any financial agreements?

Have you ever entered into an Independent Voluntary Agreement?

Have you ever failed to repay debts or come to a compromise/settlement with your creditors?

Have you ever been made bankrupt or insolvent/faced bankruptcy proceedings?

Have you ever had your estate sequestrated (confiscated)?

Have you ever had a mortgage on a property which has been in arrears, surrendered voluntarily or repossessed?

Have you ever had any application/approval/authorisation to transact business in the financial services sector
refused or revoked?

Have you ever been disqualified as a company director?

Have you ever been a director, secretary or partner of a financial services business that has ceased to trade, gone
into insolvency, liquidation or administration?

Have you ever been convicted of any offence that is not treated as spent under the Rehabilitation of Offenders
Act 1974?

Have you ever been dismissed from any office or employment?

Are you currently under any disciplinary investigation by an employer, regulator, police, governing body or agency?

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

IIMMPPOORRTTAANNTT

IIff  yyoouu  hhaavvee  aannsswweerreedd  yyeess  ttoo  aannyy  ooff  tthhee  aabboovvee  qquueessttiioonnss,,  pplleeaassee  pprroovviiddee  iinnffoorrmmaattiioonn  oonn  aa  sseeppaarraattee  sshheeeett  ooff  ppaappeerr..

If I am successful at interview stage, I consent to the Society applying for employment references, a credit reference search and CRB disclosure being
carried out for the purpose of determining whether the information supplied in this application is accurate and at any point in the future as deemed
necessary by the Society. I understand that if offered the position, employment will be subject to satisfactory employer references and the results of
any other background checks that may be required, including a Financial Sanctions list check. (Please note that employment related credit searches
are not logged by the credit reference agency and will therefore not affect your credit status.)

I consent to the information in this application and the information gained through or during any employment with the Society being held by the
Society and its business partners for pension administration, statistical and analytical purposes (which may involve the Society forwarding details to
other companies for research or statistical purposes) and employment administration purposes (which may include sensitive personal data as defined
by the Data Protection Act). This information will be supplied to credit reference agencies and other organisations for the detection of fraud and
other criminal activity. The information may be held by the Society for up to 6 years after any employment ceases with the Society.

I consent to information being obtained from third parties for the purpose of HR administration. I expressly consent to the holding of any medical
evidence that may be required by the Society now or during any future employment with the Society.

I understand that if any details in this application change over any employment period with the Society, I must notify HR Department to ensure that
the details the Society holds are accurate and I must inform the Society of any notifiable events that occur during my employment that are listed in
this application.

I understand that it is my responsibility to notify the Society of any spent convictions that need removing from my file, if appropriate.

I understand that proof of any qualification will be requested if I am invited to attend for an interview.

Should I be unsuccessful, my details will be kept on file for six months, unless I specifically request that this should not be the case. I consent to the
Society using these details to contact me if a suitable vacancy arises in the future.

I declare that to the best of my knowledge and belief, the information given in this application is correct and complete. I understand that if I am
appointed, any of the following will render me liable to disciplinary action, which may include dismissal: (i) any false statement; (ii) failure to disclose
medical information; (iii) failure to disclose any criminal convictions where required to do so.

VVEERRIIFFIICCAATTIIOONN  OOFF  IINNFFOORRMMAATTIIOONN

II  cceerrttiiffyy  tthhaatt  aallll  iinnffoorrmmaattiioonn  wwhhiicchh  II  hhaavvee  pprroovviiddeedd  iiss  ccoorrrreecctt  ttoo  tthhee  bbeesstt  ooff  mmyy  kknnoowwlleeddggee,,  aanndd  tthhaatt::
aallll  qquueessttiioonnss  rreellaattiinngg  ttoo  mmee  hhaavvee  bbeeeenn  aaccccuurraatteellyy  aanndd  ffuullllyy  aannsswweerreedd
II  ppoosssseessss  aallll  tthhee  qquuaalliiffiiccaattiioonnss  wwhhiicchh  II  ccllaaiimm  ttoo  hhoolldd
II  hhaavvee  rreeaadd,,  aanndd  iiff  aappppooiinntteedd,,  aamm  pprreeppaarreedd  ttoo  aacccceepptt  tthhee  ccoonnddiittiioonnss  sseett  oouutt  iinn  tthhee  ccoonnttrraacctt  ooff  eemmppllooyymmeenntt  aanndd  jjoobb
ddeessccrriippttiioonn,,  aanndd
II  uunnddeerrssttaanndd  tthhaatt  aannyy  ffaallssee  iinnffoorrmmaattiioonn  ggiivveenn  mmaayy  rreessuulltt  iinn  aa  jjoobb  ooffffeerr  bbeeiinngg  wwiitthhddrraawwnn,,  oorr  iiff  aallrreeaaddyy  aappppooiinntteedd  tthhaatt  mmyy
eemmppllooyymmeenntt  mmaayy  bbee  iimmmmeeddiiaatteellyy  tteerrmmiinnaatteedd..    

Signature: Date:

Once the recruitment procedure is completed, all paperwork relating to the recruitment process will be stored (for six months) and then destroyed.
If you are a successful candidate, relevant information may be taken from this form and used as part of your personnel record. 

••
••
••

••
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EEQQUUAALL  OOPPPPOORRTTUUNNIITTIIEESS  FFOORRMM

RReeff

This section of the Application will be detached on receipt and will be held by our HR department for information and monitoring purposes only.
This section will be treated as confidential and will not be seen by the short listing panel or used as part of the selection process.

Hinckley and Rugby Building Society is committed to a policy of treating all its employees and job applicants equally.  No employee or potential
employee will receive less favourable treatment or consideration on the grounds of race, colour, religion, age, nationality, ethnic origin, sex,
disability, marital status, religious belief, sexual orientation, gender reassignment or by virtue of being a civil partner.  

To enable us to monitor the recruitment and selection process effectively, please answer the following questions as appropriate.

The HR Department will use this form for statistical purposes and retain it for OONNEE year.  Your completion of this form would be greatly appreciated,
however you are under no obligation to complete this form if you choose not to.

Male Gender reassignmentFemale

Age Date of birth

Nationality

Single DivorcedMarried/Civil Partner Widowed

WWhhiittee IrishBritish Other*

MMiixxeedd White and Black AsianWhite and Black
Caribbean

Other Mixed
Background*

White and Asian

Gay/LesbianBisexual Prefer not to sayHeterosexual

AAssiiaann  oorr  AAssiiaann  BBrriittiisshh PakistaniIndian

Other Asian
Background*

Bangladeshi

CChhiinneessee  oorr  OOtthheerr  EEtthhnniicc
GGrroouupp

Other Ethnic Group*Chinese

BBllaacckk  oorr  BBllaacckk  BBrriittiisshh AfricanCaribbean Other Black
Background*

Separated Please specify:Other

Please specify:Other

*Please specify:

GGEENNDDEERR

MMAARRIITTAALL  SSTTAATTUUSS

EETTHHNNIICC  OORRIIGGIINN

SSEEXXUUAALL  OORRIIEENNTTAATTIIOONN


