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Recruitment Policy Statement:
It is Isle of Man Post Office policy to employ the most suitable of all eligible applicants without favour or discrimination, regardless of sex, ethnic background, religion, or disability.

Throughout the recruitment and selection process, STRICT CONFIDENTIALITY will be observed by all concerned.

Canvassing by applicants will be an automatic disqualification from appointment.

All applications will be acknowledged.

Completed Application forms should be forwarded with a copy of your CV to Human Resources Department, Isle of Man Post Office, Spring Valley Industrial Estate, Douglas, Isle of Man, IM2 1AA.
Please complete the application form in black ink.

	


APPLICATION FOR EMPLOYMENT AS 
Please complete ALL the following questions and final declaration.  

Name 
Title:   MR/MRS/MS/MISS (delete as appropriate)
	     

	


Surname: Forenames:
	Maiden name (if appropriate):
	


	Previous name (if appropriate):
	

	Address:
	

	
	
	Post Code
	


	Telephone:  
	Home:
	
	    Work:
	
	         Mobile:
	


	Date of Birth:
	

	


  E-Mail:
	Place of birth (Town/County):
	


	   Country:
	


	Nationality:
	

	   National Insurance Number:
	


Do You Require An Isle of Man Work Permit? Yes/No (delete as appropriate)

 Are you registered as a disabled person under the Disabled Persons (Employment) Act 1944? Yes/No (delete as appropriate)           
      If YES, please state: -

	Date of registration
	

	Date of expiry
	

	Registration number
	

	Nature of disability
	


Where did you hear about, or see this job advertised?    
	Word of mouth:         
	

	Press (state which newspaper/periodical):      
	

	Radio:                                           
	

	Website (state which website):       
	

	Other (please state):          
	


Qualifications:
Please give details of any qualifications you hold.   DO NOT send certificates at this stage.
If there were no qualifications requested in the advertising material for the job you have applied for, you are not required to enter any details here.

	Date
	Examining Board
	Type of Level or Certificate
	Subject 
	Grade

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Do you hold a full driving licence? Yes/No (delete as appropriate)   
Does your licence hold any endorsements? Yes/No (delete as appropriate)

If the answer is yes, please provide details    
	

	


Previous Employment:
      Please give particulars of any jobs held in the last 5 years.
      Include self-employment, Forces Service, and any periods of unemployment.

If you are, or have been, unemployed, please specify Social Security Office at which you are/were registered.    

      Continue on a separate sheet of paper if necessary.

	Name and address of employer, Branch of Armed Service 
	Position held

(Include service no. if applicable)
	Length of stay:

From        To
	Reason for leaving 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


References:
Please say whether reference may be made NOW to your present and previous employers (if applicable). Yes/No (*Delete as appropriate)
References:
Please provide the names and addresses of two persons (other than relatives or Isle of Man Post Office employees/Board Members) from whom CHARACTER references may be obtained NOW, not including persons mentioned above. 
	
	

	Name:
	Name:

	Address:
	Address:

	
	

	
	

	
	Post Code
	
	
	Post Code
	

	Phone Number:
	Phone Number:


Have you ever been the subject of bankruptcy proceedings?  Yes/No (*delete as appropriate)
(i.e. declared bankrupt, or executed a deed of assignment, or made a composition with your creditors?)    

If YES, please give particulars and state whether discharge has been obtained:

Have you ever been convicted of a criminal offence?

Yes/No
Are you currently the subject of any criminal proceedings?

Yes/No
If the answer to either question is YES, please supply details on a separate sheet.

(N.B. The rehabilitation of Offenders Act 2001 may entitle you to withhold information about criminal offences. Please refer to the guidance notes attached before deciding what information you are required to disclose)

Have you previously applied for any other position within Isle of Man Post Office?  Yes/No  

        If YES, please give details: -

	


        Post applied for:      
	


        Date of application:  
        Test taken?        
Yes/No *   (delete as appropriate)

        Result of Test:      
Achieved pass mark / did not achieve pass mark * (delete as appropriate)
Motivation - Please give your reasons for making this application.

Include any experience or personal attributes you have which you feel would be relevant to this application, (continue on a separate sheet, if necessary).

	

	

	

	

	

	

	

	

	

	


Health Status:
Are you disabled?









Yes/No
Are you receiving any medical treatment at present or taking any medication?

Yes/No
If the answer to either question is YES, please supply details on a separate sheet, including any assistance you may need to attend for interview

	No of Absences
	No of Days (Total)

	
	


State details of sick absence from work or education during the past two years.

Please note that Isle of Man Post Office operates a No Smoking policy throughout all areas of the business.

Health Screening:
All applicants who successfully pass the selection process will be screened for health.

The criterion will be one of “fitness for employment”.

The medical screening procedure will be completed before any offer of employment is made.

A health interview or examination may be required.

It may be necessary for a medical report to be obtained from your own doctor.  However, this will not be obtained without your agreement.
Declaration of Interest:
Are you related to or known to any employee or Board Member of Isle of Man Post Office 
Yes/No
	


If Yes, please provide details of name and relationship:
DECLARATION:
I declare that to the best of my knowledge and belief the foregoing statements are correct and complete and I understand that if any particulars I have given are found to be false, I may be regarded as ineligible for recruitment, or dismissed after appointment.
 I understand that personal details about me will be held electronically and manually for employment purposes, subject to the requirements of the Data Protection Act 2002. I hereby give permission for a Police check and credit check to be carried out if considered appropriate and if I am offered an appointment. 
The Isle of Man Post Office uses Disclosure Scotland whilst recruiting. Disclosure Scotland is a service designed to enhance public safety by providing potential employers and organisations with criminal history information on individuals applying for posts.

Applicant’s normal signature:
_________________________________________

	



Date:




Applicants who return the application form by email will be asked to sign the above declaration at interview if invited to attend.
	


Please state the Period of Notice required to terminate your present employment: 

Please state any dates when you will not be available for test / interview:
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Criminal Convictions – Rehabilitation of Offenders

The Rehabilitation of Offenders Act 2001, which came into force on 21st June 2001, allows certain convicted persons who have not been reconvicted after certain lengths of time, to consider their convictions “spent”. The following paragraphs briefly summarise this legislation as it relates to applications for posts within the Isle of Man Government.

The Act enables applicants for posts (which are not exempt by virtue of the Rehabilitation of Offenders Act 2001 (exceptions) Order 2001), to refrain from disclosing details of convictions unless,

 It involved a custodial sentence for a term exceeding 30 months or for ‘Life’, or

 It was a sentence of detention during Her Majesty’s Pleasure, in relation to certain young offenders.

Otherwise, candidates may consider as spent, after following the following periods of time, the following convictions:-
	Nature of Conviction
	Rehabilitation Period

	A sentence of custody for a term not exceeding six months
	7 Years

	A sentence of custody for a term exceeding six months, but not exceeding 12 months
	8 Years

	A sentence of custody for a term exceeding 12 months, but not exceeding 18 months
	9 Years

	A sentence of custody for a term exceeding 18 months, but not exceeding 30 months
	10 Years

	A fine or any other sentence subject to rehabilitation under the Act, not being a sentence to which any of paragraphs 8 to 13 apply
	5 Years

	Paragraphs 8 to 13 include:-
	

	A conditional Discharge, or
	1 Year from:-

	A Probation Order, Curfew Order, Attendance Centre Order or Reparation Order, or

A Bindover by a Court
	 the date of conviction, or

 a period beginning with that date and ending when the sentence ceases or ceased to have effect (whichever is the longer)

	An Absolute Discharge
	6 months

	Where the conviction imposed any disqualification, disability, prohibition or other time limited penalty.
	From the date of the conviction to the date it ceases to have effect


The Rehabilitation of Offenders Act halves the rehabilitation period for offences committed at the age of 17 or under.
Candidates for posts in the following areas of the Public Service are not, by virtue of the Rehabilitation of Offenders Act 2001 (Exceptions) Order 2001, entitled to withhold details of spent convictions:-

 Any posts in the Attorney General’s Chambers or any Judicial appointments.

 As a Veterinary Surgeon.

 As an Accountant, Dentist or Medical Practitioner.

 As an optician or Pharmacist.

 As a Nurse, Midwife or registered person in the Professions Supplementary to Medicine.

 Any employment within the DHSS (or any other employer) in connection with the provision of social services or where the post holder has access in the course of his/her normal duties to:_

 Persons suffering from serious illness or mental disorder;

 Persons addicted to alcohol or drugs;

 Persons who are blind, deaf or dumb;

 Other substantially disabled persons.

 Any employment concerned with the provision of Health Services, which enables such post holders to have access to patients.

 As a Teacher, and any other posts which are wholly or partly within a school or establishment for further education.

 Any employment concerned with the provision of accommodation, leisure facilities, schooling, social services, supervision or training of persons under 18 years, which enables the post holder to have access to such persons.

 Any employment concerned with safeguarding national security.

 Within the Isle of Man Police, Prison or Probationary Services; or posts concerned with the administration of prisons or other detention facilities.

If the advertised post falls within the categories listed above, applicants are required to disclose details of spent convictions. Declaring convictions does not automatically exclude applicants from employment. Each case is considered on its merits. Please note that Isle of Man Post does not require candidates to disclose details of police cautions.

	Note:

The above summary should not be regarded as an authoritative statement of the:-

Rehabilitation of Offenders Act 2001, and

Rehabilitation of Offenders Act 2001 (Exceptions) Order 2001

In case of doubt, applicants should seek their own advice.




IOM Post Office Policy on the Recruitment of Ex-Offenders

· This policy on the recruitment of ex-offenders is made available to all applicants at the outset of the recruitment process.
· The Isle of Man Post Office is committed to the fair treatment of its staff, potential staff or users of its services, regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age, and physical/mental disability. We actively promote equality of opportunity for all with the right mix of talent, skills and potential. We welcome applications from a wide range of candidates. We select all candidates for interview based on their skills, qualifications and experience.

· Having a criminal record will not necessarily bar you from working with us. This will depend on the nature of the position and the circumstances, background and how recent were the offence(s). The Isle of Man Post Office will ask every potential employee to declare ‘unspent’ convictions as defined in the Rehabilitation of Offenders Act 2001. (All applicants should be aware that it is a criminal offence not to disclose unspent criminal convictions when requested to do so.)

· For all positions however the Isle of Man Post Office will further seek a ‘Disclosure’ about your entire criminal record. A "Disclosure" is a certificate which gives complete details of an individual's criminal convictions or confirms that they have none.  They are produced by official bodies set up to enhance public safety by providing potential employers with full criminal history information on individuals applying for posts. The Isle of Man Post Office uses Disclosure Scotland to provide this information.

· All application forms will contain a statement that a disclosure will be requested in the event of the individual being offered the position. 
· Disclosures form part of the recruitment process, we would expect all applicants called for interview to provide details of their criminal record at an early stage in the application process. We request that this information is sent under separate, confidential cover to a designated person within the Isle of Man Post Office and we guarantee that this information will only be seen by those who need to see it as part of the recruitment process.

· We ensure that all those in the Isle of Man Post Office who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offenders. We also ensure that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 2001.

· At interview, or in separate discussion, we ensure that an open and measured discussion takes place on the subject of any offences or other matter that might be relevant to the position. Failure to reveal information that is directly relevant to the position sought could lead to the withdrawal of an offer of employment or if discovered after employment has commenced could lead to dismissal. We undertake to discuss any matter revealed in a Disclosure with the person seeking the position before withdrawing a conditional offer of employment.
 


EMPLOYMENT


APPLICATION FORM








  For Official Use only: -


 


  Date Form Received:





  Date Acknowledged:








Page 8 of 8

