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Application Form
1. What does the application form consist of?
The application form is quick and easy to complete. There are no longer any competency-based questions included in the application, instead, we just ask for a few of your personal details. 
· The whole application form should take you between 10-15 minutes. 
· The application form contains key information which we will need to contact you and use in the recruitment process, so make sure that you read the questions carefully and select or input the correct information. 
· Not all application forms are the same for every force. 

2. What happens if the information I filled out in my application changes?
If your personal details such as your phone number, email address or home address changes from the time of you submitting your application, just contact us via email PCSORecruitment@lancashire.police.uk with the updated details and we will add this information to your application form so that we have record of this. 
3. I can’t log into my application portal.
If you are unable to log into your application portal there are a few things which you can do:
· Check that you have input the correct email address/username that you signed up with
· Change your password.
· Email or call the recruitment team and we will try and sort the issue out for you. Email: PCSORecruitment@lancashire.police.uk or call 01772 410101 option 3
· (NB The office is open from Monday-Thursday 9-5pm & Friday 9am – 4.30pm)
Our Recruitment Process 
1. What is your recruitment process?
Our recruitment process adheres to the recommended College of Policing process:
· Stage 1 = Application form submitted with all the correct information attached where necessary

· Stage 2 = We conduct our eligibility checks, checking for things such as you have the necessary qualifications, driving license, right to work and tattoos. If you do not meet the criteria, you will be rejected with an email to outline the reasons.

· Stage 3 = You will sit the National Sift.

·  Before this assessment, you will be invited to sessions with the Recruitment team to give you all the tips and advice on the National Sift.
· For individuals with protected characteristics, we offer positive action with our Work Force Rep team. Should you wish you request positive action or to discuss further, please email WorkForceRepTeam@lancashire.police.uk 

· Stage 4 = Once you have passed the National Sift Process, you will then be invited to a final in force face-to-face interview available at Hutton Headquarters. Interview help sessions will be available to candidates is they would like assistance on how to lay out answers and complete mock interviews.

· Stage 5 = When you pass the interview stage, you will receive a conditional offer and begin your pre-employment checks, including attendance checks, vetting, medical assessment (including a drugs test via a urine sample)  and biometric checks.

· Stage 6 = After you have passed all of the necessary checks, you will receive a formal offer of employment for the role.

· Should you need to speak to the Recruitment team during the process, please contact PCSORecruitment@lancashire.police.uk 

2. I need additional support during the recruitment process due to a disability, what should I do?
If you have any questions or concerns around extra support throughout your application, please contact PCSORecruitment@lancashire.police.uk and we will do all that we can to help you feel comfortable whilst undergoing your assessments. 
We want to make this process as stress-free as possible for you, so we will make sure that we are there to support you every step of the way! You may request that reasonable adjustments be considered at any time during the recruitment process. 
· For individuals with protected characteristics, we offer positive action with our Work Force Rep team. Should you wish you request positive action or discuss further, please email WorkForceRepTeam@lancashire.police.uk 

Eligibility Checks
1. How old do I have to be to apply?
For the PCSO role, you have to be 18 at the time of appointment, this means that you can apply for the role when you are 17, but you MUST be 18 or older when you begin training. We don’t have an upper age limit and value the life experience that career changers bring.
2. I don’t have a driving license, what should I do?
· A driving license IS NOT an essential criteria for the PCSO role, therefore, if you don’t hold a UK driving license, you are still eligible to apply for the role. 

3. What are the residency requirements?
The residency requirements for the PCSO role within Lancashire Constabulary are as follows:
· Candidates must have lived in the UK for the last 3 years or more.
· Any candidates who don’t have a permanent Right to Work Share code will not be accepted.
· Candidates who have resided outside the UK for any period of time must specify why.
· Armed forces members posted over seas (including spouse/partner/dependant) is considered to be a UK resident through their time over seas
At Lancashire Constabulary, we are required by law to check whether you are permitted to work in the UK without any working restrictions. You will be required to fill out the relevant information about this on your application form so that we can check your Right to Work. 
If you haven’t got a right to work in the UK without any restrictions, or you have not permanently resided in the UK for the last 3 years, you will not be eligible to apply for any roles within Lancashire Constabulary.

4. Am I still eligible if I can’t find the certificates for/don’t have the correct qualifications?
The qualifications for the role are listed below:
· GCSE Maths and English at Grace 4/C or the Level 2 equivalent
If you don’t have one of the above qualifications and are looking to apply, we do advise that you either enrol onto a functional skills course before you apply so that you have the qualification ready to show at the interviews.
If you have the qualifications, but not the certificates to show this, then you need to contact the exam board which you sat your exams with and either order the certificates or ask for a transcript as proof of you having the necessary qualifications.
5. What happens if I have a tattoo?
Tattoo checking is part of our eligibility checking process. It is important that on your application, you attach clear images and descriptions of where the tattoos are on your body so that these can then be assessed by a member of our recruitment team.
· We do not allow any face, neck or head tattoos. 
· Tattoos behind the ears, on your hands and forearms are reviewed on an individual basis, based on the size, location and nature of the tattoo.
The criteria for unacceptable tattoos is listed below:
· Rude tattoos
· Racist tattoos
· Sexist tattoos
· Homophobic tattoos
· Violent tattoos
· Intimidating tattoos
· Tattoos which may cause distress to or be construed as inappropriate by the public.
As a PCSO you will be dealing with all members of our community, we need to ensure any images would not potentially impact victims of domestic/sexual abuse of victims who suffer with mental health.
Once your tattoos have been accepted on your application, we do advise that you refrain from having any more tattoos whilst you are undergoing the recruitment process to prevent any delays to your application. 

6. How long do I have to wait to reapply after being rejected at eligibility?
Once you have been rejected at eligibility checks, there is a three-month period where you will have to wait to re-apply for another PCSO role. 
We do advise that if you have been rejected at eligibility, that you do not reapply unless you have received the necessary qualification or meet the criteria.
7. What is the policy around piercings?
Ear lobe piercings that have been stretched are not acceptable when you are in a front facing role, due to health and safety
Other body piercings are not to be worn whilst you are on duty if there is any potential risk to your health and safety.
8. I am a member of the BNP/EDL/Britain First, will you consider my application?
No, any candidates who are members of the British National Party or any similar organisations will not be considered for the role.
9. Is my attendance acceptable?
Lancashire Constabulary attendance policy states candidates can have no more than 6 occasions or 27 days off sick in the past 3 years. We do take into account periods of absence covered by the Equality Act.
You will be sent a form to complete your sickness record for the past 3 years, and this will then be reviewed on and individual basis during your pre-employment checks.
10. What do I do if I am carrying on with other employment? (Business Interest)
If you are carrying on with other employment at the same time as your PCSO role, you will have to fill out a business interest form to state what your business interest is and the extent to which you are involved. This is a form which you will fill out to tell the details of where you work, the shifts that you work and the type of work you do so that it can then we be reviewed by our Professional Standards unit. A business interest is defined as:
· If you rent out any properties for either residential or commercial purposes in the UK or abroad?              
· Do you have a lodger/s?
· Do you or a member of your family hold a liquor or betting and gaming license within the force area?
· Voluntary work, where people hold an office or who have some responsibilities or decision-making powers, will be considered, and assessed as a “Business Interest”. There is no requirement for payment or reward for an activity to be considered a business interest. (Guides/Scouts/football coaching/school governor).
Any business interests which do not fall in line with being a PCSO, such as liquor licensing and betting or gambling will not normally be approved for you to be appointed as a PCSO.

National Sift 
1. Do I have to sit the National Sift?
All Home Office forces sit the same National Sift . You will have to sit the National Sift for becoming:
· A Special Constable, PCSO and any other PC routes, including PCEP, PPD and PCDA
You will NOT have to sit the Online Assessment Centre for becoming a PCSO.
2. What is the National Sift?
The National Sift is an online test designed by the College of Policing which is made of two exercises testing the competencies and values that are important for a role in policing. 
During the Sift, you will have to answer Situational Judgement Tests (SJT) and behavioural style questions. 
You will have 7 days to complete the National. You will receive your results once completed.
Have a look the College of Police website to learn more about the National Sift process:
National sift candidate guidance | College of Policing
3. What should I do if I have already completed and passed the National Sift?
If you have completed the National Sift within the last 2 years and have passed, you can ask the force which you sat these assessments with to transfer your scores to Lancashire Constabulary (if you didn’t take them with us).
This prevents you having to re-sit the National Sift again as you will already have a valid score.
4. I have failed the National Sift, what are my options?
Unfortunately, if you have failed the National Sift in past 3 months, then you will not be eligible to sit these exams again until the 3-month period has passed.
However, if you have failed the National Sift twice within the last year, you will have to wait 12 months from your last attempt before you can resit the assessments. 
5. What should I do if I have an invite to sit a National Sift with another force?
If you have an ongoing application with another force, we do ask that you choose which force you would like to continue your application with before the interview stage and let us know by emailing PCSORecruitment@lancashire.police.uk .
You can sit the National Sift with either force, but we do advise that you sit the assessments with the force you would prefer to carry out your application with.

Pre-employment Stage
1. What happens during the Vetting process?
Criminal Conviction checks:
If you have convictions or cautions this doesn’t necessarily mean that we won’t be able to appoint you. It depends on the role you’ve applied for and the nature of the offence. 
The Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 does not apply to police officer posts, including the special constabulary.  You must therefore declare all previous convictions and cautions. 
Lancashire Constabulary apply the criminal convictions guidance contained in the College of Policing Vetting Code of Practice and associated Authorised Professional Practice (APP), and will reject applications in all cases where:
· offences were committed as an adult or juvenile that resulted in a prison sentence (including custodial, suspended or deferred sentence and sentences served at a young offenders’ institution or community home);
· the applicant is, or has been, a registered sex offender or is subject to a registration requirement in respect of any other conviction.
For all other convictions or cautions we will reject applications where any of the following apply:
· offences where vulnerable people were targeted
· offences motivated by hate or discrimination
· offences of domestic abuse
We take particular care where an applicant has been convicted of (or cautioned for) offences of dishonesty, corrupt practice or violence, which will also likely result in rejection.
Where previous convictions or cautions are present the impact of having to disclose those as a serving officer in all criminal cases you deal with might preclude clearance being granted.  
We consider each case on its own merits and, whilst you should presume convictions, cautions or other sanctions will lead to your application being rejected, there may be occasions where this will not be the case. 
There may also be circumstances where your suspected involvement in crime, or criminal associations make an offer of employment inappropriate.  
Financial Checks:
Applicants should normally be free from significant debt or liability and be able to manage existing commitments.  We place our emphasis on managing debt sensibly and will run a credit reference check on all applicants to provide an overview of the current financial position.  This is compared to the information provided on the vetting form.   Police Regulations state that a police officer shall not wilfully refuse or neglect to discharge any lawful debt.  
If you have existing county court judgements outstanding against you or have been registered bankrupt and have not discharged your bankruptcy we’ll be unable to consider your application.  If you have been registered as bankrupt and have discharged the bankruptcy debts you won’t be considered until three years after the discharge of the debt.  Debt Relief Orders (DRO) are treated the same as a bankruptcy. 
We will consider your application carefully if a credit reference check reveals you have a current individual voluntary arrangement (IVA). We don’t make clearance decisions until we’ve seen evidence that you’ve maintained regular IVA repayments over a number of months taking into consideration also the size of the debt. The same principle applies where you have defaulted on accounts.   

If you can show you have and are adhering to debt management arrangements you may be considered. We’ll need to see documentary evidence to demonstrate your commitment and adherence to any debt management arrangements and will consider each case on its own merits.
Open-Source Checks:
This means that we will check your social media and publicly available accounts. We do this to ensure that there has been no homophobic, racist, derogatory, or sexist posts which go against our values. 
Residency Checks:
You must have lived in the UK for three continuous years, immediately before applying, to meet the minimum residency requirement. This is because we need to vet all applicants in an equitable manner, which requires a checkable history in the UK.  Applicants who cannot be vetted cannot be appointed.  
If you live permanently in the UK, you are considered to be a UK resident.  If you have moved overseas and severed major ties to the UK (e.g. closed bank accounts and sold property) you are considered to have surrendered your residency in the UK. This applies to people who maintain bank accounts purely for the purpose of receiving regular payments, e.g. a UK pension.
If you have spent a significant period of time overseas (normally up to one year) without returning to the UK but intend to return in the future, then we may be able to consider you.  This might apply, for example, if you have taken a gap year or similar before or following university, travelled for a year or spent time overseas visiting family (not an exhaustive list). We will need you to provide full details and will consider each case on its own merits.  
If you have been posted overseas as part of your service with HMG or the armed forces you are considered to have been resident in the UK for the period that you were abroad.
If you have been overseas as the spouse, partner or dependent of a member of the armed forces posted overseas then it may be possible to obtain the necessary assurance for a checkable history to be established. We will consider each case on its merits.
Family Background Checks:
During the vetting process we will also check your families history too, including convictions and other issues. This will only be on members of your own or your partners family who you have regular contact with.
Please ensure that you are open and honest when completing your vetting as dishonesty can lead to you being withdrawn from the process due to you not upholding our core values. 
If your vetting is successful, our vetting unit will let the recruiting department know. If your clearance is declined our vetting unit will notify you personally and provide as much information as we can as to the reason. There may be occasions where we are unable to provide a detailed explanation.  There is an appeal process available.

2. What happens during the medical assessment?
Prior to your medical appointment, you will be sent a conditional offer letter forms for you to complete.
This includes a GP form which you will need to fill in and get signed off by your GP, opticians form which you will also need to sign and have your optician fill in and sign off, and other medical forms. You will have to pay the charges for your opticians appointment your GPs may also charge you to complete the MQ2.
During your medical assessment, you should expect the below things:
· Height and weight   
· Blood pressure and pulse 
· A hearing test (Audiometry) and examination of your ears if indicated.	 
· A vision test if indicated. 
· A lung function test (Spirometry)	
· Urinalysis 
· Urine Drug Screen	
· Immunisation enquiry	
Have a look at the below link to see some of our FAQs around different medical conditions:
Medical Assessment - FAQ's - Lancashire Constabulary
3. What is Biometric Vetting?
Biometric vetting is when we will ask you to provide fingerprint and DNA samples so that they can be searched against local and national vetting databases prior to your appointment as a PCSO. 
4. Will references from my current workplace be required?
We seek 5 years of employment references, including current employment. For those candidates who do not have 5 years employment, we will seek education and/or personal references. We will also require you to fill out an attendance form for your current and previous places of work.



Training
1. How long does the training take?
The PCSO training period lasts for a total of 12 weeks with training taking place at Hutton HQ.
The training dates will be attached to the job advert as well as your conditional offer so that you are able to see if you can commit to the training.
If you have any questions around the training dates, please contact PCSORecruitment@lancashire.police.uk 
2. Can I take any holidays when I’m in my training period?
No, you will not be permitted to take any annual leave when it falls over a set training date. Any other leave, unless in extreme circumstances e.g. death of a family member, illness, will not be permitted as ALL the training sessions are mandatory.

Other Questions
1. What will my staring salary be?
The starting salary for your role will be listed in the latest advert. The salaries can be increased from the shifts you are working as you may also get shift allowances.
2. What hours will I be working?
As a PCSO you will have a set rota which you will work. 
3. Where will I be posted?
At Lancashire Constabulary, we will try our best to post you in your preferred areas. However, this can’t always be guaranteed due to business interests, reportable associations which you declare at the vetting stage (see above), and the operational need in different divisions.

During each stage of the process we will be looking for a high level of commitment from you. Lancashire Constabulary expects you to respond to our queries promptly and accurately so that we can progress your application in good time for the next scheduled intake.  Failure to do this may result in your application being withdrawn.

We thank you for taking the time to read through our Frequently Asked Questions booklet and that it has covered anything that you were unsure about!

If you do have any further questions, please contact us using the details below.

Kind Regards,
Lancashire Constabulary Recruitment Team
PCSORecruitment@lancashire.police.uk
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