Completing Your Application Form

Complete the application form (use black ink if completing the form by hand).  If you have a disability that prevents you from completing the form please contact the Human Resource section on 01827 719347.
This Authority is under a duty to protect the public funds it administers, and to this end may use the information you have provided on this form for the prevention and detection of fraud.  It may also share this information with other bodies responsible for auditing or administering public funds for these purposes. For further information, see:www.northwarks.gov.uk/info/20154/audit/1147/fighting_fraud_-_nfi_national_fraud_initiatives or contact The Data Protection Officer (robertbeggs@northwarks.gov.uk) or the NFI Key Contact (lindadownes@northwarks.gov.uk) or write to either of these officers at North Warwickshire Borough Council, South Street, Atherstone, Warwickshire CV9 1DE.

The recruitment monitoring form must be completed in full.

Add your initial and surname to any additional sheets.

Return your completed application form and recruitment monitoring form by email or post to the address shown on the job advert by the stated closing date.

Tips for completing the Additional Information section:

The decision to select you for interview will be based on how closely you meet the essential criteria shown on the person specification.  You should address the essential criteria.  Use this as a guide to what skills and experience you need to have.  These may have been gained from paid work, voluntary or leisure activities, work in the home, training and education.  If you feel that you meet any of the desirable criteria highlight these too.  You might find it helpful to do a rough draft first.

Try to organise your information into clear, concise points to demonstrate that you have the skills we are looking for.  Accurate spelling, punctuation and grammar help to make a good impression.  Highlight your transferable skills.  The tasks that you have performed in the past may not be exactly the same as those in the job for which you are applying, but the skills you use to carry out the tasks are likely to be the same.  e.g. you may be applying for a job in an office that requires you to have the ability to work under pressure and respond to the needs of the customer.  Although you have not done this in an office environment you may have worked in a busy restaurant where you did work under pressure and responded to the needs of the customer.

Recruitment monitoring form 

The information you provide on the recruitment monitoring form is confidential and will not be seen by the selection panel or play any part in the selection decision.  It will be used as part of aggregated statistics for monitoring purposes only, in order to measure the effectiveness of the Council’s equal opportunities and recruitment policies.

Information on North Warwickshire Borough Council and the Law Relating to Recruitment

Rehabilitation of Offenders Act 1974

Certain posts will be subject to a criminal record check from the Disclosure and Barring Service (DBS) before the appointment is confirmed.   This will include cautions, reprimands, final warnings and convictions, including ‘spent convictions’ under the terms of the Rehabilitation of Offenders Act 1974 (Exceptions) (Amendment) Order 2001.  If the post for which you are applying requires such a disclosure, this will be indicated in your application pack.  Any disclosure will be required only if you are selected as the most suitable applicant for the post.

General Data Protection Regulation (GDPR)
North Warwickshire Borough Council uses the information provided on this form to process your job application, and any subsequent offer and contract of employment.  Information will remain confidential and is protected by the provisions of the General Data Protection Regulation (GDPR).  GDPR gives you the right to see a copy of the information held about you on application to the Council’s Assistant Chief Executive.  The Council will hold all records of applicants for the job until six months have passed from the closure date of the recruitment campaign.  At this point the records will be destroyed. Successful applicant’s records will form part of their employee HR file. 
Equality Act 2010

The Act defines disability as “A physical or mental impairment, which has a substantial and long-term effect on the person’s ability to carry out normal day to day activities”. 
Equal Opportunities Employment Policy Statement

Policy Aim

The Council is committed to equality of opportunity for all and to removing barriers to equal opportunity and seeks to provide a positive role model for other organisations in the community.  The purpose of the policy is to provide a framework within which the potential and abilities of all employees are fully utilised.  It embraces equality of opportunity as a strategic way of transforming and improving the composition of the workforce.

Our commitment

North Warwickshire Borough Council is committed to achieving the highest standards of employment practice.  Equality of opportunity for all sections of the workforce is an integral part of this commitment. We recognise that discrimination can exist in many forms and through this policy we make sure that our employees and the people we serve are not discriminated against or receive less favourable treatment on the basis of their age, disability, gender, civil partnership or marital status, race, colour, ethnic or national origin, religion or belief, sexual orientation, unrelated and spent criminal convictions, trade union or political activities, or any other reason which cannot be shown to be justified.

This policy is intended to assist the Council to put this commitment into practice. Compliance with this policy should also ensure that employees do not commit unlawful acts of discrimination.

Employment 

All individuals will be treated solely on their merits as employees or applicants for employment 

All areas of employment are covered by this policy i.e. advertising, recruitment and selection, terms on which the employment is offered, promotion, training, discipline and all aspects of day-to-day employment. Harassment of any employee will not be permitted

Each Manager and Supervisor has responsibility for applying this policy and it is the responsibility of every employee to respect and act in accordance with it. It is recognised that the co-operation and support of all staff is essential to the successful implementation of this policy

Discrimination

Discrimination can be direct or indirect. Direct Discrimination takes place when people base their decisions on inappropriate reasons rather than a person’s ability to do the job. Indirect Discrimination happens when a policy or practice applies to everyone but causes disadvantage to a certain group unless there are good reasons for it.

Harassment 

Harassment takes many forms and may be directed at an individual or group of individuals. It can range from violence and bullying to ignoring someone and can include physical contact, jokes, offensive language, gossip, non co-operation at work and pestering. Extreme forms of harassment, such as assault constitute offences under criminal law. Other forms of harassment can contravene the Equality Act 2010. There are 9 protected characteristics which are Age, Disability, Race, Religion or Belief, Sex, Sexual Orientation, Gender Reassignment, Pregnancy & Maternity and Marriage & Civil partnership. 

Striving to ensure that the work environment is free of harassment and bullying and that everyone is treated with dignity and respect is an important aspect of ensuring equal opportunities in employment. The Council has a separate dignity at work policy, which deals with these issues.

Aims and Objectives

The Council through this policy aims to:

· Reinforce the Council’s position as a ‘good employer’ and its unique position as a provider of services and a source of employment opportunities

· Ensure that equality issues remain high on the Council’s priorities and systematic ongoing actions are developed by the Human Resources section to address these issues

· Ensure that responsibilities are recognised and acted upon by Members and employees within the organisation of their collective and individual roles in the pursuit of equality of opportunity

· Where discrimination is recognised and challenged as an organisational issue which necessarily demands an organisational response, promptly dealing with those who act in a discriminatory manner

· Give a high priority to the training and development of employees in the field of equality related issues

To achieve the Policy aims the Council will continue to:
Ensure that its employment practices provide equality of opportunity for both current and prospective employees and promote a work culture that values diversity.  The principal will apply to recruitment and selection, training and development, promotion, redeployment and all other terms and conditions of employment.

Obligations on Employees

Employees must be aware of their responsibilities as well as the Council’s commitment to equal opportunities.  The obligations include:

· Co-operation with measures introduced in consultation with Trade Unions to ensure that here is equality of opportunity and non-discrimination in employment and service delivery matters

· Ensuring that all employees with responsibility for service delivery arrangements, selection decisions in recruitment, promotion, transfer and training, do not discriminate, failing which appropriate action will be taken against the employee

· Not persuading or seeking to persuade colleagues, unions, management, elected representatives, partners, agencies, to practice unlawful discrimination in employment matters

Main pieces of UK legislation:

The Equality Act 2010

NORTH WARWICKSHIRE BOROUGH COUNCIL
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Recruitment Monitoring Form

This section forms an integral part of the application form and must be completed accurately and in full.

This form is confidential and will not be seen by the selection panel.  The information provided on this will be used by the Council only to monitor the effectiveness of its equal opportunities and recruitment policies, and will be used only as part of aggregated statistics.

Please answer the following as appropriate (use black pen if completing by hand)
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Application Number                                                                                                                                                                    
Post Applied for         ___________________________________________ 

Personal Details

	Full Name:
	

	Home Address in full: (Block Capitals)


	

	Home Telephone Number:
	

	Work Telephone Number:
	

	Mobile Telephone Number:
	

	Email Address:
	

	Do you have any unspent convictions?


	Yes    (       No   (

	If Yes, please give details


	

	Nationality
	

	Do you require a work permit to work in the UK?


	Yes    (      No    (    Unsure    (

	If Yes, do you currently have a work permit?


	Yes    (      No    (

	If Yes, what is your permit number?


	


Vacancy

How did you become aware of this vacancy? Mark one box only please.

Newspaper


(

Job Centre


(
Journal


(

Online



(

Word of mouth

(

West Midlands Jobs online
(
Other 



(
If other please specify____________________________________________
Sex

MALE
/    FEMALE
/    PREFER NOT TO SAY

Disability

Do you consider yourself to have a disability? 

(The Equality Act 2010 defines a person with a disability as someone who has a physical or mental impairment that has a substantial and long-term adverse effect on his or her ability to carry out normal day-to-day activities. If you have any questions, please do not hesitate to contact the HR department)
YES
/    NO
/    PREFER NOT TO SAY

If yes, please describe the nature of the disability ____________________________________________________________________________

____________________________________________________________________________

Race
To which racial group would you say you belong? Mark one box only please.

White




Mixed

British



(
White and Black Caribbean
(
Irish




(
White and Black African
(


Other



(
White and Asian

(






Other mixed background
(
Asian or Asian British


Black or Black British

Indian



(
Caribbean


(
Pakistani



(
African



(
Bangladeshi


(
Other Black


(
Other Asian


(



Other








Gypsy or Traveller

(
Prefer not to say

(
If any other please specify______________________________

Age

Please indicate the band in which your age falls. Mark one box only please.
Under 25


(
25 – 34


(








35 – 49


(
      



50 – 65


(
Over 65


(
Prefer not to say
(
In the following sections, please tick the option which you think best describes yourself.

Religion/Belief

To which religious/belief group would you say you belong? Mark one box only please.

Christian


(


Muslim


(
Hindu


(
Buddist


(
Jewish


(
Sikh



(


None



(
Other


(
If other please specify__________________________

Prefer not to say
(
Sexual Orientation

What is your sexual orientation? Mark one box only please

Heterosexual/Straight
(


Gay/Lesbian

(
Bisexual


(


Other


(
If other please specify__________________________
Prefer not to say
(
Marriage & Civil Partnership

What is your marital status? Mark one box only please.
Single


(


Married


(
Civil Partnership
(
Prefer not to say
(
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     Application Number                                                                                                                                                                  
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NORTH WARWICKSHIRE BOROUGH COUNCIL

Please complete the application form and the recruitment monitoring form.  Please use black ink, ball point or typescript, as it will be necessary to photocopy your application.

Post applied for: 

______________________________________________________

Closing Date:             

______________________________________________________

1. Guaranteed interview for people with disabilities


People with disabilities who meet the essential criteria will be guaranteed an interview

2. Personal Details

3.   Education and Qualifications
      Please put the most recent first.

	Name of School/College
	Dates
	Subject
	Qualifications

Gained
	Grade
	Date

	
	From


	To
	
	
	
	

	
	
	
	
	
	
	


4. Qualifications being studied for
	Name of College/University
	Subject
	Level
	Expected Date of

Qualification


	
	
	
	


5.  Professional Membership
	Name of Professional Body 
	Level of Membership

	Membership Number
	Date



	
	
	
	


6. Employment History
	Name and address of present (or most recent) employer and nature of business
	Position Held and grade, if applicable
	from

Month/Year
	To

Month/Year
	Salary, including 

all allowances

	
	
	
	
	

	Names of previous employers and nature of business (starting with most recent)
	Position Held
	From

Month/Year


	To

Month/Year
	Reason for Leaving



	Employment History Continued:

Names of previous employers and nature of business


	Position Held
	From

Month/Year
	To

Month/Year
	Reason  for

Leaving


7.  Training

    Relevant Training Courses attended – please put the most recent first.
	Organising Body
	Course Details
	Date (month/year)

Duration of Course



	
	
	


8. Additional Information
A person specification will normally be supplied and you should detail how you meet the requirements set out, giving specific examples where possible. You should also state how this post fits in with your longer term career planning.  If required use additional sheets and mark each sheet with your initials.

	


9.    References
       Note: Referees should not be friends or relatives

NB: Canvassing Members of the Council or any Officers, directly or indirectly, or providing false information with regard to this application, shall disqualify the candidate from such appointment, or if discovered after appointment, will lead to dismissal.

DECLARATION
I hereby declare that the information given in my application is correct to the best of my knowledge, and consent to North Warwickshire Borough Council using the information provided on this form to process my job application and any subsequent offer and contract of employment. 
Signature:________________________​​​​​​​​​______
Date:_________________________

Completed application forms must be returned to the HR Team:

Post or hand deliver to: 

HR Team, North Warwickshire Borough Council, The Council House, South Street, Atherstone, Warwickshire. CV9 1DE. 

Email:  personnel@northwarks.gov.uk












Do you have a disability that you wish to tell us about?         Yes      (           No	(








If yes, do you require any support or adjustments to enable you to take part in the selection process for this job?                                                               Yes       (           No	(








If Yes, give details ���������������_______________________________________________________________





______________________________________________________________________________





	











Posts which involve driving:





Do you have a current / full driving licence?  	YES/NO 	





Do you have any endorsements?  	YES/ NO





If YES please give details











If applicable please give dates on which you will NOT be available for interview. e.g. Holidays			





If selected when could you start? Give period of notice if applicable








Are you related to any Member or Senior Officer?		YES/NO


If YES please give details	





REFERENCES:   Please give the names and addresses of two referees. These should include your present employer (or last employer if currently unemployed). These should be your direct line manager/supervisor.  Students should give the names of Head Teacher, Tutor, Professor, as appropriate.





If you do not wish your present employer to be contacted at this stage please write NO in box  





�   


    


Name:                                                                   Name:





Organisation:	Organisation: 


					


Address:                                                               Address:











Telephone No:                                                     Telephone No:





Email Address: 	Email Address:			





Relationship:                                                        Relationship:








