APPLICATION FORM


Please complete this form in black ink or type, as it will be photocopied.

The decision to shortlist for interview will be based solely on the information provided in this application.

CVs will not be accepted.  Additional information should be limited to one sheet of A4.

PERSONAL DETAILS

	SURNAME

Title for correspondence (eg Mr/Mrs/Ms/Dr)   
	FORENAMES


	NATIONAL INSURANCE NUMBER

	ADDRESS

TELEPHONE NO. 

EMAIL ADDRESS (if applicable)


HEALTH

	PLEASE STATE THE NUMBER OF DAYS AND REASONS FOR ABSENCE DUE TO SICKNESS DURING THE LAST 2 YEARS 




PRESENT EMPLOYMENT

	EMPLOYER’S NAME, ADDRESS AND NATURE OF BUSINESS

TELEPHONE NO. 

	POSITION HELD


	SALARY, GRADE

AND BENEFITS



	DATE OF APPOINTMENT

	NOTICE REQUIRED


	MAIN DUTIES AND RESPONSIBILITIES (please attach a copy of your organisation structure indicating your present role)



EMPLOYMENT HISTORY

	EMPLOYER’S NAME AND

NATURE OF BUSINESS


	POSITION HELD AND

SALARY/GRADE ON LEAVING


	DATES EMPLOYED

FROM                                     TO


	REASON FOR LEAVING




EDUCATION HISTORY

	SECONDARY SCHOOL ATTENDED


	DATES ATTENDED


	EXAMINATIONS PASSED


	GRADE



	COLLEGE/UNIVERSITY ATTENDED


	DATES ATTENDED


	EXAMINATIONS PASSED


	GRADE



	     TRAINING COURSES ATTENDED


	DATES ATTENDED




MEMBERSHIP OF PROFESSIONAL BODIES

	NAME OF BODY, LEVEL AND DATE OF MEMBERSHIP OBTAINED (state whether by examination)



REFERENCES

	EXTERNAL CANDIDATES ONLY – PLEASE GIVE DETAILS OF TWO PERSONS WHO WILL PROVIDE A REFERENCE FOR YOU.  NEITHER SHOULD BE A RELATIVE AND ONE SHOULD BE YOUR PRESENT, OR IF YOU ARE UNEMPLOYED, LAST EMPLOYER.  CAN YOU INDICATE WHETHER WE MAY CONTACT YOUR REFEREES BEFORE INTERVIEW? 

EXISTING EMPLOYEES SHOULD INSERT DETAILS OF THEIR CURRENT MANAGER, IT SHOULD BE NOTED THAT THEY WILL BE ASKED TO SUPPLY A WORK REPORT PRIOR TO INTERVIEW.

REFEREE 1         YES/NO                                                                                     REFEREE 2             YES/NO

	NAME               
POSITION        
ADDRESS
TELEPHONE NO.   
	NAME                
POSITION         
ADDRESS
TELEPHONE NO.   


REHABILITATION OF OFFENDERS ACT 1974

	Please declare any CRIMINAL RECORD information 

See  Recruitment And Treatment Of Ex-Offenders – Information For Candidates
If NIL please tick box and sign                   signed ………………………………………….


RELATIONSHIPS

	ARE YOU RELATED TO ANY COUNCILLOR OR SENIOR OFFICER OF THE COUNCIL?  



DRIVING

	DO YOU HOLD A CURRENT FULL DRIVING LICENCE?  

DO YOU HAVE ACCESS TO A CAR FOR WORK?              
	DO YOU HAVE ANY CURRENT ENDORSEMENTS:     


HOBBIES AND SPARE TIME ACTIVITIES

	


DECLARATION

	CANVASSING - Any candidate, who canvasses a councillor or employee of the Council, either directly or indirectly, will be disqualified from appointment.  The sending of copies of, or extracts from, the application or testimonials will be regarded as canvassing.

I declare that the information given in this application is true.  I accept that giving false information will disqualify me from being appointed or, if appointed, may result in my dismissal.

Signature:                                                                                                    Date: 




PLEASE GIVE YOUR REASONS FOR APPLYING TOGETHER WITH DETAILS OF ANY PREVIOUS RELEVANT EXPERIENCE OR SPECIAL SKILLS AND HOW THEY MEET THE REQUIREMENTS OF THE JOB.

	


EQUAL OPPORTUNITY MONITORING FORM

To help us ensure that our recruitment procedures give genuine equality of opportunity please answer the questions below.  This document will be kept separate from your application (please tick box where appropriate).

VACANCY INFORMATION

Title:-
………………………………………………………
Ref Number:- ……………………………

Closing date:-
………………………………………………

PERSONAL INFORMATION

Name:-
……………………………………………………….
D.O.B. …………………………………..

GENDER


Male




Female

ETHNIC ORIGIN

Please tick the box which most closely describes your cultural background

WHITE


British




Irish

Any other White background (please specify)
……………………………………………………..

MULTI ETHNIC


Black Caribbean and White

Black African and White

Asian and White

Any other multi ethnic background

……………………………………………………..

ASIAN OR ASIAN BRITISH



Indian




Pakistani


Bangladeshi

Any other Asian background


…………………………………………………….

BLACK OR BLACK BRITISH



Caribbean



African

Any other Black background


…………………………………………………….

CHINESE OR OTHER ETHNIC GROUP


Chinese

Any other ethnic group



……………………………………………………

DISABILITY


Do you have a disability in respect of employment in this post?
Yes

No

Please describe any special adaptations or arrangements you may require to undertake the duties of the post, these can be discussed with you at the interview:-

ADDITIONAL INFORMATION


Are you applying as part of a Job Share?


Yes

No

Where did you see the advertisement for this position?
…………………………………………..

Rehabilitation of Offenders Act 1974

We ask for details of any unspent criminal convictions you may have.  If you have an unspent criminal conviction we will look at it in relation to the job you have applied for before making a decision.  We will treat it in the strictest confidence. Failure to disclose any ‘unspent’ or ‘spent' (if relevant) convictions may result in the offer of employment being withdrawn.  If already appointed you could be dismissed without notice.

There are specific job categories which are exempt  under the provisions of the Act.  This means that you must declare ‘spent’ or ‘unspent’ convictions for work in these categories.  If you are applying for a job in any of the following categories, you MUST disclose all details of any caution or criminal offence:

· Work involving access to children, for example, school based staff, Youth Service etc.

· Work involving the provision of services to persons under the age of 18 which includes social services, care, leisure  and recreational facilities and the provision of accommodation

· Work involving the provision of social services to persons:

· over the age of 65

· suffering from serious illness or mental disability of any description

· addicted to alcohol or drugs

· who have a sensory impairment

· who are substantially and permanently disabled by illness, injury or congenital deformity.

Any information you give will be strictly confidential.

Rehabilitation Periods

The following sentences are deemed as never being ‘spent’ and MUST  be declared:

· imprisonment for life;

· imprisonment, youth custody, detention in a young offender institution, or corrective training for a term exceeding 30 months;

· preventive detention;

· detention during Her Majesty’s pleasure or for life or under s.205(2) or (3) of the Criminal Procedure (Scotland) Act 1975, or for a term exceeding 30 months passed under s.53 of the Children and Young Persons Act 1993 (young offenders convicted of grave crimes), or under the Act of 1975 (detention of children convicted on indictment), or a corresponding court martial punishment;

· custody for life

The following list includes sentences which are subject to rehabilitation under the Rehabilitation of Offenders Act :

	For a sentence of imprisonment, or youth custody or detention in a young offenders’ institution, or corrective training for a term exceeding 6 months but not exceeding 30 months
	10 years

	For a sentence of imprisonment, or youth custody or detention in a young offenders’ institution, or corrective training for a term not exceeding 6 months 
	7 years

	For a sentence of imprisonment of 6 months or less
	7 years

	For a sentence of borstal training
	7 years

	For a fine or other sentence (eg a community service order) for which no other rehabilitation period is prescribed
	5 years

	For an absolute discharge
	6 months

	For a probation order, conditional discharge or bind over; and for fit person orders, supervision orders or care orders under the Children and Young Person Acts (and their equivalents in Scotland)
	1 year, or until the order expires (whichever is the longer)

	For detention by direction of the Home Secretary:

From 6 months to 2.5 years

From 6 months or less

For a detention centre order not exceeding 6 months

For a remand home order, an approved school order, or an attendance order


	5 years

3 years

3 years

The period of the order and a further year after the order expires.

	For a hospital order under the Mental Health Acts
	The period of the order plus a further two years after the order expires five years from the date of conviction whichever is the longer

	The following rehabilitation periods are for specific types of military punishment, with these rehabilitation periods being halved for offenders under the age of 17 at conviction.

	For cashiering, discharge with ignominy or dismissal with disgrace
	10 years

	For simple dismissal from the service
	7 years

	For detention
	5 years





        Post Title:		





        Post Ref:		





        Closing Date:	











