[image: Black Frame - 4 col]Bradley Stoke Town Council
Application for Employment

Please read the enclosed guidance notes before completing the form. Please ensure that ALL sections of the form are completed.  Curriculum Vitae will not be accepted.

We prefer to communicate via e-mail.  Please provide the e-mail address to which you would prefer to receive any communication in the Personal Details section below.

	Position applied for:  

	Closing Date: 
Shortlisting Date: 
Interview Date: 

	How did you find out about this position:




PERSONAL DETAILS

	Surname:


	Forename(s):


	Title by which you wish to be addressed: 
(Mr, Mrs, Miss, Ms etc)

	Address:



Post Code:

	Home telephone number:

Mobile:
	Daytime telephone number:

Email Address:


	National Insurance Number:


	Do you hold a full, driving licence?

YES/NO
	Do you have regular use of a vehicle?

YES/NO





CURRENT EMPLOYMENT (or last employment if not currently employed)

	Name and address of employer:


Post Code:




	Job Title:

	Salary:


	Start date with this employer:

	End date (if applicable):


	Brief outline of your current duties:







	Reason you wish to leave this post/have left this post?


	What is your contractual period of notice?




PREVIOUS EMPLOYMENT (Paid or Unpaid) Please continue on an additional sheet, if there is not enough room to list all previous employment.  

	Name and address of Employer
	Job title and main duties
	From
	To
	Reason for leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




GAPS IN EMPLOYMENT
To meet our commitment to safeguarding and promoting the safety and welfare of children, young people and vulnerable adults, please indicate and explain any gaps in employment since first leaving secondary education.  Include specific dates, providing detail under the relevant headings in the table below.  Be sure to account for all gaps irrespective of length of time.  

	Dates from

	Dates to
	Reason for gap

	

	
	

	

	
	

	

	
	

	

	
	


EDUCATION

	Secondary schools and/or colleges attended
	Full or part time
	From
	To
	Exams passed and qualifications gained including grades & year obtained

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	





TRAINING (EG SHORT COURSES, FURTHER DEVELOPMENT)

	Course Title
	Date
	Qualification (if any awarded)

	
	
	

	
	
	




MEMBERSHIP OF ANY PROFESSIONAL BODIES 

	




FURTHER IMPORTANT INFORMATION

It is important that you state below how your skills, knowledge, and previous experience, paid or unpaid, are relevant to this post and how they meet the ‘essential’ and maybe the ‘desirable’ criteria listed on the employee specification.  You should refer to these and the enclosed guidance notes when completing this sheet.  You may also wish to outline personal achievements, in paid employment or elsewhere to demonstrate personal qualities or interests.

Please continue on an additional sheet, if necessary.
	
















CONVICTIONS (Rehabilitation of Offenders Act 1974)
The Council is committed to safeguarding and promoting the safety and welfare of children, young people and vulnerable adults.

	A criminal record is not necessarily a barrier to employment. It is your responsibility to distinguish between those convictions, which require to be declared and those that do not. For more information, please read the attached Guidance Regarding Convictions and Spent Convictions document.
 
Any convictions declared:	Yes/No 
If YES, please state details:





REFERENCES
It is normal practice to take up references when applicants are invited for interview.  Please give the name and address of two referees from whom the Council may seek information regarding your suitability for employment by Bradley Stoke Town Council.  If you are currently employed, one of your referees must be your current employer. If you are not currently in employment and/or the last employer cannot give a reference because the organisation no longer exists, then a reference from a professional person should be sought. If you have just left school/college/university the reference should be from a Headteacher, Head of Year or Head of Faculty. If you need to include additional references please use the Skills, Abilities, Knowledge and Experience section. 

	Name:
	Name:


	Address:
	Address:




	Telephone Number:

E-mail address:

	Telephone Number:

E-mail address:

	Employer name: 

	Employer name:

	Position:

	Position:


	Can we contact this referee prior to interview:

	Can we contact this referee prior to interview:



E-mail is our preferred method of communication; Have you included an e-mail address for your referees in the space provided?


WORK RELATIONSHIPS
	Have you any relationship to any Employee or Councillor of Bradley Stoke Town Council?

Yes/No

If YES please give their name, position and relationship to you:




AVAILABILITY

	Please state any dates when you are not available for interview.






RIGHT TO WORK 

It is a criminal offence to employ persons whose immigration status prevents them from working in this country.  The Act does not affect citizens of the UK, Ireland, European Economic Area and the Commonwealth, provided they have right of abode in the UK.  You will be required to provide evidence, prior to appointment, of a National Insurance number, passport or other document on the attached approved list to satisfy the Town Council that the Asylum and Immigration Act 1996 is being complied with.
	Are you entitled to work in the United Kingdom?

Yes/No 




Declaration

	I declare that to the best of my knowledge the information on this application is true. I understand that if the information I have supplied is false or misleading in any way, I will automatically be disqualified from appointment or dismissed without notice.

Signature:	

Date: 




Data Protection Act

	Under the terms of the Data Protection Act the information provided on this form will be held in confidence and used for the purpose of recruitment and selection and personnel administration/monitoring and no other purpose.
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Application for Employment Form – Guidance Notes
General
Thank you for your interest in applying for a position with Bradley Stoke Town Council.  These notes are to help you fill in your application form to your best advantage.  Your application form is the way in which we assess if you can do the job we are advertising and will be the basis from which we will create our interview selection list.  Please complete the form fully, after having carefully read the job description and employee specification.  The job advertisement gives a brief outline of the job; this should be read with the job description and employee specification sent to you with the application form.  The job description states the main duties of the job and the employee specification contains the knowledge, skills and experience you will need to do the job.  All this information will give you a clear idea of the job content and what will be required and you can then decide if you want to apply or not.  Please complete each section of the application form clearly and in detail so your skills can be judged fairly against the employee specification.  The decision as to whether or not you are included for interview will be made on the information provided in the form so please be as detailed as possible.

Employment
This section needs completing with past and present paid employment and any other relevant work experience you may have that has a bearing on your application.  This can include work you have had with charities, voluntary organisations or community activities.  Please ensure that you include your present or last employer. You must also account for any gaps in employment.

Education and Training
Please complete these sections as fully as possible, including all qualifications and grades.  Relevant vocational and non-vocational training courses should be shown.

Further Information
This is probably the most important part of your application as this is your chance to expand on your personal information, job skills, knowledge, experience and personal qualities relevant to the post you are applying for.  It is important to demonstrate how you meet the requirements of the job in this section.

References
Please give full details of two referees – the first should be your current employer.  If you are invited for interview then references will be taken up before interview.

Medical
Any appointment is subject to satisfactory medical clearance. You will be required to complete a medical questionnaire and this will be reviewed by the Town Council’s Occupational Health provider.

Council Relationships
It is important that this section is completed to ensure that there are no conflicts of interest with any relatives of any applicant who may be involved in the job selection process.  Canvassing of any Councillors or employees of Bradley Stoke Town Council will disqualify any applicant.

Interviews
Interview dates are often set before the job is advertised; therefore, it is not always possible to reschedule interviews if you are not available.

Equality
Bradley Stoke is committed to equal opportunities.  Please complete the enclosed equal opportunities monitoring form.  This is not used as part of the selection process.

Declaration
Please sign, date the application form, and return it by the date stated in the job advertisement.  Late applications cannot be considered.  If no date has been stated, then please can you complete the form and return it to the Town Council Office as quickly as possible.



The Rehabilitation of Offenders Act (1974) - Guidance Notes

Please read these guidance notes carefully before completing the section on the Rehabilitation of Offenders Act 1974 on the Application form

Disclosure of Criminal Convictions

Under the Rehabilitation of Offenders Act 1974 (ROA), eligible convictions or cautions become ‘spent’ after a specified period of time, known as the ‘rehabilitation period’.

The rehabilitation periods depend on:
· the sentence given or disposal administered as a result of a conviction
· the age of the individual on the date they are convicted

The table below shows the rehabilitation periods for the most common sentences and disposals.

	Sentence or disposal
	Rehabilitation period if aged 18 or over when convicted or disposal administered
	Rehabilitation period if aged under 18 when convicted or disposal administered

	• Sentence of imprisonment for life
• Sentence of imprisonment, youth custody, detention in a young offender institution or corrective training of over four years
• Sentence of preventive detention
• Sentence of detention at Her Majesty’s Pleasure
• Sentence of custody for life
• Public protection sentences* (imprisonment for public protection, detention for public protection, extended sentences of imprisonment or detention for public protection and extended determinate sentences for dangerous offenders)
*A public protection sentence (the provisions for which are set out in Part 12 of the Criminal Justice Act 2003 and Part 8 of the Armed Forces Act 2006 means a sentence of imprisonment or detention, as detailed above, imposed for specified sexual and violent offences.
	These sentences are excluded from rehabilitation and so will always be disclosed
	These sentences are excluded from rehabilitation and so will always be disclosed

	A custodial sentence of over 2 years 6 months but not exceeding 4 years
	7 years from the date on which the sentence (including any licence period) is completed
	3 years 6 months from the date on which the sentence (including any licence period) is completed

	A custodial sentence of over 6 months but not exceeding 2 years 6 months*
	4 years from the date on which the sentence (including any licence period) is completed
	2 years from the date on which the sentence (including any licence period) is completed

	A custodial sentence of up to 6 months*
	2 years from the date on which the sentence (including any licence period) is completed
	1 year 6 months from the date on which the sentence (including any licence period) is completed

	A sentence of service detention
	1 year from the date on which the sentence was completed
	6 months from the date on which the sentence was completed

	Dismissal from Her Majesty’s Service
	1 year from the date of conviction
	6 months from the date of conviction

	Fine
	1 year from the date of the conviction in respect of which the fine was imposed
	6 months from the date of the conviction in respect of which the fine was imposed

	Community order or youth rehabilitation order
	1 year from the last day on which the order has effect
	6 months from the last day on which the order has effect

	Driving endorsements
	5 years from the date of conviction
	2 years 6 months from the date of conviction

	Driving disqualification
	When the period of the disqualification has passed
	When the period of the disqualification has passed

	Simple caution, youth caution
	Spent immediately
	Spent immediately

	Conditional caution, youth conditional caution
	3 months or when caution ceases to have effect if earlier
	3 months or when caution ceases to have effect if earlier

	Compensation order
	On discharge of the order (i.e. when it is paid in full). Proof of payment will be required
	On discharge of the order (i.e. when it is paid in full). Proof of payment will be required

	Absolute discharge
	Spent immediately
	Spent immediately

	Relevant orders** (orders that impose a disqualification, disability, prohibition or other penalty)
	The end date given by the order or, if no date given, 2 years from the date of conviction - unless the order states ’unlimited’, ’indefinitely’ or ’until further order’ as in these cases it will remain unspent
	The end date given by the order or, if no date given, 2 years from the date of conviction - unless the order states ’unlimited’, ’indefinitely’ or ’until further order’ as in these cases it will remain unspent



*Suspended custodial sentences are treated the same as custodial sentences for this purpose. It will be the length of the sentence imposed by the court, not the period it is suspended for that dictates when it will become spent.

**Relevant orders include conditional discharge orders, restraining orders, hospital orders, bind overs, referral orders, care orders and any order imposing a disqualification, disability, prohibition or other penalty not mentioned in the table.

Exemptions under the Rehabilitation of Offenders Act

There are specific job categories and classes of employment which are exempt under the provision of the Act.  This means that convictions never become “spent” for work in these categories.  Therefore,  if you are applying for a position which falls within one of the work categories listed below you will need to declare any convictions you have had regardless of whether or not the time limit has elapsed.  These areas of employment which carry exempt status are as follows:

Some positions will be exempt from the Rehabilitation of Offenders Act, due to the nature of the role.

Some examples of exemptions include:
· Jobs which involve working with children
· Jobs in the legal system
· Jobs in healthcare
· Jobs in Accounting
· Some transport jobs (such as Taxi Drivers)
· Jobs with animals (such as Vets, and RSPCA workers)

However, this is by no means an extensive list, so it’s always worth checking rules within your chosen industry before you start applying for vacancies.

For any exempted positions, it may be a legal requirement for the employer to ask questions about convictions – even if they’ve been spent.

Why are these positions exempt?

Certain positions may be exempt because they involve working with children, other vulnerable individuals, or animals.
In addition, certain roles which involve handling legal or financial information may be required by law to check potential employees before they’re hired.


















Proof of Right to Work in UK – GUIDANCE NOTES 

Due to legislation (Section 8 of the Asylum and Immigration Act 1996), employers have a legal responsibility to ensure that an individual has the right to work in the United Kingdom. All candidates shortlisted for interview are now required to produce documentation to satisfy the conditions placed upon employers by this legislation. All documents as specified in the following list must be originals as photocopies will not be acceptable. Any offer of employment will be wholly subject to the production of this documentation. 

Documents to be produced: 

Either - one of the single documents, or two of the documents in the specified combinations given, from List A (Documents which show an ongoing right to work); 
Or - one of the single documents, or two of the documents in the specified combinations given, from List B (Documents which show a right to work for up to 12 months).

	List A


1. A passport (current or expired) showing the holder, or a person named in the passport as the child of the holder, is a British citizen or a citizen of the UK and Colonies having the right of abode in the UK. 
2. A passport or passport card (current or expired) showing that the holder is a national of the Republic of Ireland. 
3. A current document issued by the Home Office to a family member of an EEA or Swiss citizen, and which indicates that the holder is permitted to stay in the United Kingdom indefinitely. 
4. A document issued by the Bailiwick of Jersey, the Bailiwick of Guernsey or the Isle of Man, which has been verified as valid by the Home Office Employer Checking Service, showing that the holder has been granted unlimited leave to enter or remain under Appendix EU to the Jersey Immigration Rules, Appendix EU to the Immigration (Bailiwick of Guernsey) Rules 2008 or Appendix EU to the Isle of Man Immigration Rules. 
5. A current Biometric Immigration Document (biometric residence permit) issued by the Home Office to the holder indicating that the person named is allowed to stay indefinitely in the UK, or has no time limit on their stay in the UK. 
6. A current passport endorsed to show that the holder is exempt from immigration control, is allowed to stay indefinitely in the UK, has the right of abode in the UK, or has no time limit on their stay in the UK. 
7. A current Immigration Status Document issued by the Home Office to the holder with an endorsement indicating that the named person is allowed to stay indefinitely in the UK or has no time limit on their stay in the UK, together with an official document giving the person’s permanent National Insurance number and their name issued by a government agency or a previous employer. Initial check before employment Follow-up check on an employee 
8. A birth or adoption certificate issued in the UK, together with an official document giving the person’s permanent National Insurance number and their name issued by a government agency or a previous employer. 
9. A birth or adoption certificate issued in the Channel Islands, the Isle of Man or Ireland, together with an official document giving the person’s permanent National Insurance number and their name issued by a government agency or a previous employer. 
10. A certificate of registration or naturalisation as a British citizen, together with an official document giving the person’s permanent National Insurance number and their name issued by a government agency or a previous employer.

	List B – Group 1


1. A current passport endorsed to show that the holder is allowed to stay in the UK and is currently allowed to do the type of work in question. 
2. A current Biometric Immigration Document (biometric residence permit) issued by the Home Office to the holder which indicates that the named person can currently stay in the UK and is allowed to do the work in question. 
3. A current document issued by the Home Office to a family member of an EEA or Swiss citizen, and which indicates that the holder is permitted to stay in the United Kingdom for a time-limited period and to do the type of work in question. 
4. A document issued by the Bailiwick of Jersey, the Bailiwick of Guernsey or the Isle of Man, which has been verified as valid by the Home Office Employer Checking Service, showing that the holder has been granted limited leave to enter or remain under Appendix EU to the Jersey Immigration Rules, Appendix EU to the Immigration (Bailiwick of Guernsey) Rules 2008 or Appendix EU to the Isle of Man Immigration Rules. 
5. A document issued by the Bailiwick of Jersey or the Bailiwick of Guernsey, which has been verified as valid by the Home Office Employer Checking Service, showing that the holder has made an application for leave to enter or remain under Appendix EU to the Jersey Immigration Rules or Appendix EU to the Immigration (Bailiwick of Guernsey) Rules 2008, on or before 30 June 2021. 
6. A frontier worker permit issued under regulation 8 of the Citizens’ Rights (Frontier Workers) (EU Exit) Regulations 2020. 
7. A current immigration status document containing a photograph issued by the Home Office to the holder with a valid endorsement indicating that the named person may stay in the UK, and is allowed to do the type of work in question, together with an official document giving the person’s permanent National Insurance number and their name issued by a government agency or a previous employer.

	List B – Group 2


1. A document issued by the Home Office showing that the holder has made an application for leave to enter or remain under Appendix EU to the immigration rules on or before 30 June 2021 together with a Positive Verification Notice from the Home Office Employer Checking Service. 
2. A document issued by the Bailiwick of Jersey or the Bailiwick of Guernsey, showing that the holder has made an application for leave to enter or remain under Appendix EU to the Jersey Immigration Rules or Appendix EU to the Immigration (Bailiwick of Guernsey) Rules 2008 on or before 30 June 2021 together with a Positive Verification Notice from the Home Office Employer Checking Service. 
3. An application registration card issued by the Home Office stating that the holder is permitted to take the employment in question, together with a Positive Verification Notice from the Home Office Employer Checking Service. 
4. A Positive Verification Notice issued by the Home Office Employer Checking Service to the employer or prospective employer, which indicates that the named person may stay in the UK and is permitted to do the work in question.
Bradley Stoke Town Council

Statement of Commitment to Equal Opportunities
Bradley Stoke Town Council is committed to fair and equitable treatment for all members of the public, job applicants, elected members and employees.  Council regards this as a commitment to make full use of the talents and resources of all, and to provide an environment, which will encourage good productive working relationships throughout, this basic principle applies to all aspects of employment, selection, promotion and training or any voluntary work.

This means affording equal access to any opportunities within the Council, employment or otherwise, according to an individual’s ability, free from any arbitrary or unjustified considerations.  To this end, Bradley Stoke Town Council’s policy is that no member of the public, job applicant, elected member or employee shall receive less favourable treatment on the grounds of gender, race, colour, nationality, religious belief, sex, sexual orientation, marital status, age, disability, national or ethnic origin, or any other criteria that cannot be shown to be justifiable

Implementation of the Equal Opportunities Policy
Overall responsibility of implementing the Council’s Equal Opportunity Policy rests with the Chair of Council and the Town Clerk equally.  The Town Clerk is responsible for coordinating equal opportunity activities on a day-to-day basis and this will include the following:
· Monitoring and reporting on the effectiveness of the policy.
· Reviewing the policy and making recommendations for changes and improvements as necessary.
· Communicating the policy to all staff and elected members.
· Arranging necessary training so that the staff’s understanding of the importance of equal opportunities is underwritten.
· Arranging for positive action to be taken to address any areas where one group may be disadvantaged.
· Ensuring that suitable access and facilities are made available for disabled members of the public, job applicants, elected members or employees at the Council’s premises, as far as is reasonably practicable and in line with laid down legislation.

All staff are expected to comply whole-heartedly with the Council’s Equal Opportunity Policy in their dealing with each other and all other groups.  Any questions or concerns they may have about the policy or its implementation should be made in the first instance to their Line Manager.  If this is not appropriate, for any reason, then any questions or concern should be raised with the Town Clerk.

Failure to comply with the Equal Opportunity Policy by any member of staff will be considered a disciplinary matter and will be dealt with in accordance with the Council’s Managing Employee Performance Procedure.  All staff employed by Bradley Stoke Town Council are expected to be familiar with this Equal Opportunities Policy and be reminded of it in their dealings with colleagues.

Harassment
For the purpose of this policy, harassment is taken as being any unwanted conduct towards an employee of the Council that affects his or her dignity and causes offence or distress.  The harassment may be sexual in nature or related to ethnic origin, personal beliefs and convictions or even age.

Forms of unwanted behaviour could include
· Physical Contact.
· Jokes, offensive language, gossip, slander, sectarian songs and letters.
· Posters, graffiti, obscene gestures, flags, bunting and emblems.
· Isolation or non-co-operation and exclusion from social activities.
· Coercion for sexual favours and pressure to participate in political or religious groups.
· Intrusion by pestering, spying and stalking.

Council will not tolerate or condone any form of harassment.  Wilfully committing harassment will be dealt with in accordance with the Council’s Managing Employee Performance Procedure.  

Bullying
For the purpose of this policy, bullying is taken as being the exercise of power over another person through negative acts of behaviour that undermines him or her personally and in the work environment.  Bullying can be threatening, insulting, abusive, disparaging or intimidating behaviour that places inappropriate pressure on the recipient or has the effect of isolating or excluding them.

Bullying can take the form of shouting, sarcasm, derogatory remarks or constant criticism.  Bullying is to be distinguished from vigorous debate in which people’s views can be expressed or the actions of a Line Manager making reasonable but perhaps unpopular requests of staff.

Bullying can cause stress and should be treated seriously.

Council will not tolerate or condone any form of bullying.

Wilfully committing bullying to the detriment of other members of staff will be dealt with in accordance with the Council’s Managing Employee Performance Procedure.

CONFIDENTIAL
Equality and Diversity Monitoring Form

This section will be removed for monitoring purposes before the selection process begins and will not affect the consideration of your application

General Guidance

Everyone is unique owing to differences in age, gender, ethnic origin, religion, sexual orientation, ability, etc.  Bradley Stoke Town Council aims to treat these differences positively, recognising that diversity creates a strong, flexible and creative workforce. Bradley Stoke Town Council’s policy is that no job applicant shall receive less favourable treatment on the grounds of age, sex, race, disability, sexual orientation, religion and belief, gender reassignment, marriage and civil partnership or pregnancy and maternity; and that selection for employment is based solely on a person’s ability to do the job.

The Town Council has a statutory duty to collect the information you provide on this form and it will assist us in ensuring fairness of treatment in appointment decisions, as statistical monitoring will show whether minority groups are being treated equitably.  The information given will not affect the consideration of your application.


Gender/Age
I am:	Male 	Female    		Transgender   	Prefer not to say 

Date of Birth:


Equalities Information

What is your ethnic group?
White - British	      			            Bangladeshi	                            	
White - Irish	                       		            Any other Asian background		  
Any other White background			Black Caribbean	                        
White and Black Caribbean			Black African	                    		
White and Black African	       	        	Any other Black background         	
White and Asian				Chinese	                                    
Any other Mixed background			Prefer not to say			     
Indian	         			               	Any Other ethnic group		
Pakistani			          	Traveler of Irish Heritage   		     
Gypsy/Roma			                  
If other, please specify below	

	




Sexual Orientation

What is your sexual orientation?
Bisexual					Gay Man			
Gay Woman/Lesbian				Heterosexual/Straight		
Other						Prefer not to say		





Religion/Belief

What is your religion/belief?
No religion					Christian		
Buddhist					Muslim		
Hindu						Jewish			
Sikh						Any other religion (please specify)
Prefer not to say		


Disability

Do you consider yourself to be a disabled person?	Yes 		No 

Disabled candidates who can demonstrate (in their application form) that they meet the essential criteria for the job will be assured of an interview. Please state any individual needs or support you require if shortlisted for interview.
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