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Charnwood Borough Council

Guidance Notes on Completing the Application Form
 (Please read before completing your application)

1. Before You Start

Please read these Guidance Notes carefully before completing the application form as they are designed to help you with your application.

2. Completing the Application Form 

You must complete all sections of the application form as clearly and fully as possible.  A curriculum vitae (CV) will not be accepted as a substitute nor will reference to a CV be acceptable as part of your response to any section. 

The panel that shortlist applicants for interview can only take into account information that you include on the application form and where appropriate any additional sheets that are attached.  This information needs to be based on your skills, abilities, experience, knowledge and qualifications that match the requirements set out in the person specification enclosed with this information pack. 

Below are a few pointers to help you complete your application: -

· You should carefully read the job description and person specification enclosed with this pack and decide whether you meet the requirements of the post.

· Gather all the information together from the advert, job description, person specification and any other information contained in this information pack or from any other source.  
· If your application is handwritten you will not be excluded on the basis of poor handwriting, spelling or punctuation, unless they are essential criteria on the person specification.  The shortlisting panel does, however, need to be able to read what you have written. 
· Your summary of additional information should be included in the designated section.   This should be information you consider relevant to your application that expands on your skills, abilities, experience, knowledge and qualifications that relates to the essential and desirable criteria contained in the person specification.  If you attach additional sheets please ensure that they are numbered and your name is on the top of each sheet.
· When completing the Rehabilitation of Offenders section of the application form, you should refer to the Guidance Note included with this pack.  Should you be in any doubt about whether a sentence is spent or not you should seek advice before completing your application.
· You should give the names and addresses of two referees, one of whom should be your current or last employer. If this is your first job then a referee from your school, college or university would be appropriate.  You should indicate whether your referees could be approached before the interview.  We will not contact referees without your permission but it is a condition of any offer of employment that satisfactory references must be received prior to confirmation of any Offer and commencement of employment.

· You are asked to indicate when you are not available for interview.  Unfortunately we cannot guarantee being able to offer you an alternative date.
· The Equal Opportunities Monitoring Form should be completed and enclosed with your application.  The form is purely to allow us to monitor the effectiveness of our equal opportunities policy for people applying for jobs in the Council. Any information gathered will not identify individuals but will be used to produce statistics as part of our monitoring responsibilities and to measure our progress towards widening diversity among our workforce.
· Please ensure that you have signed and dated your application confirming that the details are correct.

3. Returning your Application

· You should ensure that your completed application arrives at Charnwood Borough Council no later than 5.00pm on the closing date.

· We will notify you of the outcome of your application within 28 days following the closing date.  If you were unsuccessful we would welcome further applications from you for other opportunities that may arise with the Council.
4. Disability
The Council is committed to ensuring disabled people receive fair treatment and that reasonable adjustments are considered.  Candidates who are disabled and meet the essential criteria detailed in the person specification will be interviewed.
5. Declarations

Canvassing any elected member or employee of the Council, either directly or indirectly, (i.e. seeking to gain unfair advantage through personal contacts) will disqualify your application.
6. Internal Candidates

Applicants who already work for the Council must ensure that the details provided clearly show how they meet the requirements of the post.  We only consider the information contained on the application form and do not make assumptions about your skills and abilities even if you already work for the Council.
7. If You Have a Complaint 

If you feel that you have been treated unfairly, at any stage of your application, you should write to the Chief Executive, Charnwood Borough Council, Southfields, Loughborough, Leicestershire LE11 2TR
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