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Application for Employment

(Confidential)
This application form is also available online: www.charnwood.gov.uk
	​Position Applied for:


	Post Reference:


	Closing Date:

	

	1. PERSONAL DETAILS

	Surname:
	Mr/Mrs/Miss/Ms/Dr



	First Names:


	Tel No (Day): 


	Address:
	Tel No(Eve):


	                                      Postcode:

 
	Mobile No:  

	Email Address:
	National Insurance Number:



	2. DISABILITY DISCRIMINATION ACT 1995

	Do you consider yourself to be a disabled person?     YES/NO
If you are invited for interview would you require any alternative arrangements e.g. access for wheelchair?
If you were to be offered a post would you require any adjustments to the workplace or post to enable you to perform the job?



	3. REHABILITATION OF OFFENDERS ACT 1974 (Please refer to the enclosed information before answering this section).

	Have you at any time been found guilty by a Court or Court Martial of any offence that is not spent? YES/NO* 

If yes give more details:

……………………………………………………………………………………………………………………………………….

Are You currently the subject of any Police investigations following allegations made against you?  YES/NO*

If yes please give details

……………………………………………………………………………………………………………………………………….

If the post you are applying for is exempt from Rehabilitation of Offenders Act 1974 you must tell us about all convictions, spent or unspent. A self-declaration form will have been enclosed in the application pack for you to complete and return in a sealed confidential envelope.

*please delete as applicable
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	Post Applied For:


	Post Reference:



	

	4. EMPLOYMENT HISTORY (If this is your first job after leaving full-time education, you may wish to give details of temporary employment or work experience placements.)

	Job title:

	Employer’s name and address:
	Date Commenced:



	
	Date leaving:



	
	Notice period:



	
	Salary/Wage

£  
	

	Main duties and responsibilities: 



	Reasons for leaving or wanting to leave above employment:


	PREVIOUS EMPLOYMENT (starting with most recent)

	Date

From
	Date 

To                 
	Name, location and nature of employer’s business
	Position Held
	Reason for leaving

	
	
	
	
	

	5. QUALIFICATIONS OBTAINED

	Subject
	Level
	Grade

	
	
	

	 6. PROFESSIONAL/TRADE/JOB RELATED TRAINING

	Date 
	Subject
	Level
	
	Grade

	
	
	
	

	7. CURRENT MEMBERSHIP OF PROFESSIONAL BODIES

	Name of Institute/Association


	Grade of Membership & Membership Number
	Gained by Examination

YES/NO

	
	
	

	8. EXPERIENCE - Please give any further information that you feel appropriate to your application, including achievements and skills gained in unpaid activities that you consider relevant to the post, which relate to the criteria contained in the person specification.

	Please continue on a separate sheet if necessary

	9. GENERAL INFORMATION 

	Have you had any serious illness, which may affect your ability to do the job?

	Number of days sickness absence in last 2 years:                                  Number of  occasions:                                      



	To be completed only if the post for which you have applied is designated an essential or casual car user

Do you hold a full current driving licence?     YES/NO* 
	To be completed only if the post for which you have applied is designated an Essential or Casual car user

Do you have a vehicle available for work?  YES/NO*

	Are you related to a Councillor or Senior Officer of the Authority?  YES/NO  (If Yes please name) 

*please delete as applicable

	10. REFERENCES

Please give the names and addresses of two people, not relatives, one of whom should be your current employer (or last employer if not currently employed) from whom confidential references may be obtained.  These will be taken up, by letter, normally before interview, unless you place a cross in the appropriate box.

If the post applied for requires unsupervised contact with children or vulnerable adults, where available, at least one of the references should be associated with former work with children or vulnerable adults.

	1.

Name and Address 

 
	2.

Name and Address



	Tel No:


	Tel No:



	E-Mail Address:
	E-Mail Address:

	Job Title:
	Job Title

	Capacity in which 

Referee knows you
	Capacity in which

Referee knows you

	Please give dates when you cannot attend for interview



	I declare that to the best of my knowledge, the information on this application is true.  I understand that any failure to disclose information, or any attempt to mislead the Council may, if I am appointed, lead to disciplinary action including dismissal.  I understand that any canvassing, directly or indirectly, or failure to disclose any relationship to a Councillor or Senior Officer of the Authority will disqualify me as a candidate.

In line with the Data Protection Act I hereby give my consent for the information I have provided in this application form to be used for the purposes outlined below.
Signed:                                                                                      Date:

	Charnwood Borough Council collects the personal data below about you as an employee, to assist us with employment practices. The information supplied will be retained within the Human Resources section. It may be processed HR staff, Divisional Support staff and Line Managers.  For employees on a more senior level (JNC, Deputy Chief Officer, Chief Officer and Chief Executive grades), Councillors and occasionally external assessors may also need to process the information provided.  In accordance with Data Protection guidelines, information is not retained for longer than is necessary.  If you have any queries about the processing of your information for employment practices please write to the Head of Human Resources.  


	Please Return to: Human Resources Division, Charnwood Borough Council, Southfields, Loughborough, Leicestershire. LE11 2TR

	Charnwood Borough Council are continuously looking for ways to improve its recruitment and selection process and materials.
Your Comments will be very welcome. Please address them to Head of Human Resources.


EQUAL OPPORTUNITIES

This form is not used as part of the selection process.
Charnwood Borough Council is committed to a policy of equal Opportunities and as part of this to ensure that all applicants for employment are treated fairly. Applications are welcome from all sections of the community.

It is necessary to capture this information as part of our monitoring responsibilities and to measure our progress towards widening diversity among our workforce. The information you provide will be used for statistical monitoring purposes only. Any information given will be treated in the strictest confidence. 


Post Title …………………………………………………
Post Ref No ……………………………

Surname …………………………………………………
Mr/Mrs/Ms/Miss ………………………

Forenames ……………………………………………….
Date of Birth ……………………….…..

Gender


Male




Female



Have you ever identified as being transgender 
Yes / No

Ethnicity
How would you describe your ethnic origin (Please tick one box)

	White
	
	
	Mixed
	


	British
	
	
	White & Black Caribbean
	


	Irish
	
	
	White & Black African
	


	Any other White background (please specify)
	White & Asian
	

	
	
	

	………………………………………………
	
	

	
	
	
	Any other Mixed background (please specify)

	
	
	
	

	
	
	
	…………………………………………………


	Asian or Asian British
	Other Ethnic Groups
	


	Indian
	
	
	Chinese
	


	Pakistani
	
	
	Any other ethnic group not stated (please specify)


	Bangladeshi
	
	
	……………………………………………………


	Any other Asian background (please specify)
	
	

	
	
	

	………………………………………………
	
	


	Black or Black British
	


	Caribbean
	
	
	
	


	African
	
	
	
	


	Any other Black background (please specify)
	
	

	………………………………………………..
	
	


Sexual Orientation

	Bisexual
	

	
	

	Heterosexual
	

	
	

	Homosexual man / Gay man
	

	
	

	Homosexual woman / Gay woman / Lesbian
	

	
	

	I prefer not to answer this question
	

	
	


Religion or Religious Belief

	Buddhist
	
	Muslim
	

	
	
	
	

	Christian
	
	Sikh
	

	
	
	
	

	Hindu
	
	Other
	

	
	
	
	

	Jewish
	
	None
	

	
	
	
	

	I prefer not to disclose
	
	
	


Disability

Do you consider yourself disabled as defined in the Disability Discrimination Act 1995 which states that:  “a person has a disability for the purposes of this Act if he/she has a physical or mental impairment which has a substantial and long-term adverse effect on his/her ability to carry out normal day-to-day activities.”

	Yes
	
	
	No
	


Age

Which of the following age groups do you belong to? (please tick one box only)

Under 17 years

18 to 24 years

25 to 29 years

30 to 44 years

45 to 59 years

60 to 64 years

65 years and over



How did you learn of this vacancy (if advertisement please give publication) …………………………..

……………………………………………………………………………………………………………..

Under the 1998 Data Protection Act the above data is defined as sensitive data.  You have the right not to complete this form if you so wish.  By completing and signing this form, you are giving Charnwood Borough Council your consent to use this data for monitoring purposes only.
Signed …………………………………………………
Date ……………………………………  

Thank you for your co-operation.

If you feel you have been discriminated against in the selection procedure, please write to the Chief Executive, Charnwood Borough Council, Southfields, Loughborough, Leicestershire LE11 2TR
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