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GENERAL EMPLOYMENT APPLICATION FORM

(Copies of this form are available on request in other formats including Braille and large print)

How to fill in this form:

 Please read the guidance notes at the end of this form and other information provided before you complete your application.   

 Please ensure that you answer all the questions as fully as possible. 

 Type or write neatly in black ink, as this form will be photocopied.
 Once completed, this application form must be returned by the time and date stipulated in the advertisement.  Late forms will not be accepted.  If sending by post please ensure the correct postage is paid as we do not receive underpaid items.
 On the grounds of economy, we do not acknowledge receipt of application forms.  However, if you would like us to do so please forward a stamped addressed envelope. 
 Candidates recommended for appointment will be required to complete a medical questionnaire and may be required to undergo a medical examination/interview.

 Criminal Record Bureau checks will be made on all candidates applying for posts (including voluntary) that involve contact with children and/or vulnerable adults.

 Applicants for posts in Children’s Services will be checked against the Social Services Information Data System (SSID).

Candidates selected for interview will be notified within four weeks of the closing date.   It is regretted that applicants, who do not hear further within the four-week period, must conclude that their application has not been successful on this occasion.
	A. POST APPLIED FOR :

	 Post Title:
	     

	Post Reference Number:
	     

	Applicant Name:
	     

	If this post is suitable for Job-Share, (please refer to Advertisement &/or Job Pack) would you wish to be considered for Job-Share?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 



	Guidance for completing our application form

	General information

• Selection for interview will depend solely on the information contained on your application form. Curriculum vitae will not be accepted. The Application Form must be completed in black ink as it will be photocopied.

• Please use the application form enclosed with your job pack, or downloaded from our Job site for this specific vacancy – not all jobs have the same form, and this will ensure you supply all the required information for your application to be considered.

• The Person Specification enables us to recruit the best person for the job, as it outlines the abilities, skills, knowledge, qualifications and experience necessary to carry out the duties of the job. No assumptions will be made from anything such as the title of a previous or current post.

	

	
	It is essential that you fully explain how you meet the criteria for the post you are applying for.
	

	
	
	

	Personal Statement Section 

You will need to full complete this to show how your skills, abilities, knowledge, qualifications and experience are relevant to this post.  This can be achieved by explaining what your understanding of that particular criterion is, how you can / do apply that understanding, and by stating your experience, knowledge or qualifications and giving examples, if it is appropriate.

Check when you have finished completing the form that you have shown how you meet ALL of the ESSENTIAL Criteria except if the specification states that the criteria will be tested at interview or by other means. If there are criteria which you do not have direct work experience of, it is acceptable to draw on relevant experience gained elsewhere, for example in voluntary work, leisure interests, home responsibilities, sporting, community links or educational experience. If you have additional skills, qualifications or knowledge from the DESIRABLE criteria these should also be included since if there are a number of applicants meeting all the essential criteria this information may also be used in shortlisting. To adequately address all of the criteria you may need to use a number of extra sheets for your Personal Statement. You may also wish to use a layout similar to that shown below:

	

	
	Criteria
	How I meet the criteria
	

	
	1
	
	

	
	2 ....etc.
	
	

	
	
	
	

	Monitoring information

We ask you for information on your gender, ethnic origin and any disability that you may have which could affect your employment. This information is not seen by the recruitment panel, and is not used for shortlisting purposes or for decisions on any offers of employment. It is used to check whether all applicants for employment with Peterborough City Council are receiving equality of treatment when applying for jobs. All information is confidential. We would also like to know where you saw the vacancy advertised so that we can monitor how well our advertising is reaching all sections of the community and the appropriateness of advertising in different publications.

Feedback

Should you not be successful with your application,  we offer a ‘positive feedback service’. If you wish to take advantage of this please contact the recruitment team, who will arrange for a member of the recruitment panel to advise you of the reasons why your application was not successful.

Complaints and Comments

Peterborough City Council is keen to ensure equality of opportunity in its recruitment selection processes. We need feedback on our recruitment service so that we can continue to improve it, whether the feedback is positive or negative. If there is a problem which needs addressing, we need to know about it, so we welcome all comments.  If you consider that the recruitment process was not conducted properly or if you feel that you were treated unfairly, you should submit a written complaint, giving full details of your grievances to enable a full investigation to be carried out, to:- Mrs Shona Kent, Head of Human Resources, Peterborough City Council, Town Hall, Peterborough PE1 1HR


	B. PERSONAL INFORMATION

	Title:
	     
	Last Name:
	     

	Forenames:
	     
	Known as:
	     

	 Previous Name if Applicable:
	     

	Date of Birth [Compulsory for those aged 21 or under]:
	     

	National Insurance Number:
	     

	DFEE Number [if applicable]:
	     

	Address:
	     

	Post Code:
	     


	Please indicate which of the following we may use to contact you:

	Home Telephone Number:
	     
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 


	Work Telephone Number:
	     
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 


	Mobile Telephone Number:
	     
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 


	email address:
	     
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 



	Do you have a current full UK driving licence?
	     
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 


	Have you a car available for use at work?
	     
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 


	How many days in the last two years have you been unavailable for work due to sickness [whether actually employed for the whole of that period or not]?
	     


	C.  DECLARATION

	Any candidate who directly or indirectly canvasses a Councillor or Senior Officer of the council will be disqualified.

	Are you related to, or do you have a close personal relationship with, a Councillor or employee of Peterborough City Council?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 


	If yes please specify Name:
	     

	Position:
	     

	Relationship:
	     


	D.  EMPLOYMENT HISTORY

	Please list in order (the most recent first), the organisation(s) you have worked for, whether full or part time, including voluntary or unpaid work.   Please include any periods of unemployment. 

(PLEASE USE ADDITIONAL SHEETS IF NECESSARY)


	1. Current (or most recent) Employer’s Name and Address including Post Code:

	     

	Dates of Employment:
	From:
	     
	To:
	     

	Job Title:
	     

	Reason for Leaving
	     
	Salary:
	     

	Brief outline of Duties:

	     


	2. Previous Employer’s Name and Address including Post Code:

	     

	Dates of Employment:
	From:
	     
	To:
	     

	Job Title:
	     

	Reason for Leaving
	     
	Salary:
	     

	Brief outline of Duties:

	     


	3. Previous Employer’s Name and Address including Post Code:

	     

	Dates of Employment:
	From:
	     
	To:
	     

	Job Title:
	     

	Reason for Leaving
	     
	Salary:
	     

	Brief outline of Duties:

	     

	E. EDUCATION & QUALIFICATIONS

	Please give details of your Education – schools attended and any qualification(s) obtained. (Please use additional sheet(s) if necessary).

	School(s)
	Date(s)
	Subject(s)
	Grade(s)

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	F. FURTHER & HIGHER EDUCATION / TRAINING & DEVELOPMENT

	Please give details of any further or higher education – colleges/universities attended and any qualifications obtained.  Please also give details of further training taken – i.e. Management courses, IT courses, First Aid certificates etc. (Please use additional sheet(s) if necessary)

	College / University/ Training provider
	Date(s)
	Subject(s)
	Qualification(s) / Grade(s) 

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	G.  PERSONAL STATEMENT

	You should use this opportunity to demonstrate how you meet each of the Essential and Desirable Criteria of the Person Specification relating to the post you have applied for.   Please remember the quality of your response to this section will determine whether or not you are shortlisted for an interview. 

You should describe your knowledge, experience, skills and abilities gained from your paid and voluntary work, plus studies, hobbies, etc.
Please insert your response on separate sheets clearly marked with your name and the post number applied for.  Please ensure that your information is structured clearly using headings to match each criterion in the person specification.


	H.  REFERENCES

	Please provide the following information on your referees, one of whom should be your current / most recent employer (or school if you are a school leaver).   Referees should not be relatives or members of your family.   Please ensure your referee is aware that they may be asked to provide a reference if you are shortlisted for interview.


	1. Employment Reference. Current or last employer:-

	Title:
	     
	Surname: 
	     

	Initials:
	     
	Job Title:
	     

	Full Address of referee including Post Code:

	     

	email Address:
	     

	Telephone Number:
	     
	Ext:
	     
	Fax No:
	     

	If shortlisted, may we approach for a reference before interview?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 



	2. Second Reference:-

	Title:
	     
	Surname: 
	     

	Initials:
	     
	Job Title:
	     

	Full Address of referee including Post Code:

	     

	email Address:
	     

	Telephone Number:
	     
	Ext:
	     
	Fax No:
	     

	If shortlisted, may we approach for a reference before interview?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 



	I. ASYLUM & IMMIGRATION ACT 1996

	Under Section 8 of the above Act, it is a criminal offence to employ anyone who does not have permission to work in the UK.  All applicants invited to interview will be required to provide documentary evidence of their right to work in the UK.

	Are you subject to any legal restrictions in respect of your employment in the UK?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 


	Do you require a work permit?   
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 



	J. REHABILITATION OF OFFENDERS ACT 1974

	1.  Have you been cautioned, court martialled or have criminal convictions that are not considered ‘spent’ under the Rehabilitation of Offenders Act 1974?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 


	2.  Is there court action pending against you?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 


	*If you have ticked Yes in either/ both box(es) then you must complete the table below. Please use additional sheet(s) if necessary.
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 and background of your offences. Any information given will be treated confidentially and only considered in relation to the post for which you are applying. ‘Spent’ convictions are those you do not have to declare after a set period of time. If you are unsure as to whether convictions are spent further guidance is contained in the job application pack. 

There are posts within the council (including all posts dealing with children and vulnerable adults) which are exempt from the provisions of the Act. For jobs in these categories you may also be required to complete a further form for a check to be made with the Criminal Records Bureau, should you be offered a position.  If you are applying for an exempt post then you must disclose ALL pending court action/criminal convictions found against you.  

Failure to disclose any conviction(s), including spent convictions if the post is exempt, may lead to the withdrawal of the offer of employment.
A copy of our policy and procedure for recruitment and selection of staff employed to work with children and vulnerable adults is available on request.

	Date
	Offence
	Conviction / Pending Court Action

	     
	     
	     

	     
	     
	     

	     
	     
	     


	K. DATA PROTECTION ACT 1998  [image: image2.wmf]

	Under the Data Protection Act 1998, Peterborough City Council reserve the right to collect, store and process personal data about applicants in so far as it is relevant to an application for employment.   Application details will remain on file for six months and then be shredded.   This includes processing sensitive data for the purposes of monitoring the Council’s equality and diversity policy.   All personal information held by the Council will be processed in accordance with 

the eight principles of the Data Protection Act.


	L. STATEMENT TO BE SIGNED BY THE APPLICANT

	I hereby give consent to such collection, storage and processing of my personal data and I agree that the information given on this form may be used for monitoring purposes.  

I acknowledge that Peterborough City Council is under duty to protect the public funds it administers and to this end I agree it may use information provided on this form for prevention and detection of fraud and may share this information with other bodies for these purposes. 

I confirm that to the best of my knowledge, the information given in this application form is true and correct.   I understand that giving false or misleading statements or withholding information may result in withdrawal of an offer of employment or disciplinary action, including dismissal, from Peterborough City Council. 

If you are returning this form by e-mail, and are invited to attend an interview, you will be asked to sign your application before the interview commences.

	Signed:
	
	Date:
	


	EQUALITY OF OPPORTUNITY – MONITORING INFORMATION

	Peterborough City Council is committed to EFFECTIVE and OPEN Local Government.

Peterborough City Council is committed to a policy, which ensures that all job applicants and employees receive equality of opportunity, therefore ensuring that all recruitment is solely on merit. 

No applicant or employee will receive less favourable treatment on the grounds of age, sex or marital status, race, creed, ethnic or national origin, disability, religious beliefs, sexual orientation, or will be disadvantaged by conditions or requirements which cannot be shown to be justifiable. 

Selection criteria and procedures are regularly reviewed to ensure that individuals are selected, promoted and treated on the basis of their relevant merits and abilities.   The City Council will continue to review its Human Resources policies and practices generally and take appropriate action to make this policy fully effective. 

To ensure that quality of opportunity is being carried out the City Council has undertaken to monitor all aspects of the recruitment and selection process.  In order to assist the City Council to pursue its policy of Equality of Opportunity in employment would you please complete the questionnaire overleaf.

The monitoring exercise has been designed in accordance with guidelines from the Commission for Racial Equality and the Equal Opportunities Commission and has been approved by the appropriate Trade Unions.   The information will not be used for any other purpose than monitoring of the Equalities Policy.   The analysis will be carried out by the Human Resources Department and all information supplied will be kept strictly confidential. 

Only with your co-operation can the monitoring exercise be effective and I would therefore be particularly grateful for your help.

Chief Executive


	EQUALITY OF OPPORTUNITY – MONITORING INFORMATION

	Post Reference No:
	     

	Peterborough City Council is committed to EFFECTIVE and OPEN Local Government, and is equally committed to ensuring equality of opportunity for all applicants for jobs with the Council.

For these reasons applicants are requested to complete and submit this questionnaire along with their Application.   

Ethnic Origin :  Chose one section from (a) to (e) then tick appropriate box to indicate how you would describe your ethnic origin. 

The information given will be detached for monitoring purposes and will be treated in strict confidence.


	a)
	White
	Code
	Tick Box

	
	British / English / Scottish / Welsh 
	A01
	 FORMCHECKBOX 


	
	Irish
	A02
	 FORMCHECKBOX 


	
	Italian
	A03
	 FORMCHECKBOX 


	
	Traveller
	A04
	 FORMCHECKBOX 


	
	Any other White background – please say which
	A05
	     


	b)
	Mixed
	Code
	Tick Box

	
	White and Asian
	B01
	 FORMCHECKBOX 


	
	White and Black African 
	B02
	 FORMCHECKBOX 


	
	White and Black Caribbean 
	B03
	 FORMCHECKBOX 


	
	Any other Mixed background – please say which 
	B04
	     


	c)
	Asian or Asian British
	Code
	Tick Box

	
	Bangladeshi
	C01
	 FORMCHECKBOX 


	
	Indian
	C02
	 FORMCHECKBOX 


	
	Kashmiri
	C03
	 FORMCHECKBOX 


	
	Pakistani
	C04
	 FORMCHECKBOX 


	
	Any other Asian background – please specify
	C05
	     


	d)
	Black or Black British
	Code 
	Tick Box

	
	African
	D01
	 FORMCHECKBOX 


	
	Caribbean
	D02
	 FORMCHECKBOX 


	
	Any other Black background – please specify
	D03
	     


	e)
	Other ethnic group
	Code
	Tick Box

	
	Chinese 
	E01
	 FORMCHECKBOX 


	
	Any other background – please specify
	E02
	     


	Gender:
	Female:
	 FORMCHECKBOX 

	Male:
	 FORMCHECKBOX 


	Do you consider yourself to have a disability? (a physical / sensory impairment or mental impairment which has a substantial and long term adverse effect on your ability to carry out normal day-to-day activities.)
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 


	Advertising Source:  I saw the vacancy in the:
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