Hadley and Leegomery Parish Council

EMPLOYMENT APPLICATION FORM

EXTERNAL APPLICANTS
Please read the attached notes and then complete the relevant parts of this form

	Vacancy applied for: 
Closing Date: 
Vacancy Number: 
	Application to be returned to:

Employment Services

Darby House, Lawn Central

TELFORD, Shropshire

TF3 4JA

or Email application to: hrhelpdesk@telford.gov.uk 


1.   PERSONAL DETAILS (BLOCK CAPITALS PLEASE)
	Surname/Family name:
      

	
	Forenames:      
      

	Correspondence Address:
     
Postcode:      
	Contact Tel No:      
Email Address:      

	


2.  EDUCATION AND TRAINING

Please give details of secondary, further and higher education, examinations passed, other relevant training undertaken and memberships of any professional bodies.  Please note that you will be asked to bring along original certificates at the interview if you are shortlisted.

	Name of School/College/University/
Professional Body/Institution
	Period of study or Membership
	Subject and type of qualification or course
	Grade/Membership Number

	     
     
     
     
     
     
	      

     
     
     
     
     
	     
     
     
     
     
     
	     
     
     
     
     
     


3.  CURRENT OR MOST RECENT EMPLOYMENT 

	Job Title       


	Employer and Address:       

Tel. No:      
Email:      

	Date appointed:      
Date left (if applicable):      
Reason for leaving:     

	Present wage/salary:   £       
Please specify type and value of any allowance(s) included in the above:      

	Notice required/date available for employment:      


	Description of current duties and responsibilities

     



4.  PREVIOUS EMPLOYMENT/EXPERIENCE

Starting with the earliest, please list previous experience.  All time since leaving full time education should be accounted for.  Additional sheets may be added.  Please state reasons for any gaps in employment history.
	Name and address of Employer
	Job Title/Brief outline of duties (including Salary/Grade)
	Dates


	Reason for leaving

	
     
     
     
     
	     
     
     
     
     

	     
     
     
     
     
	     
     
     
     
     


5.  SUPPORTING STATEMENT

Please set out below any further information which you feel supports your application for this job. You should use the person specification for the job you are applying for as a guide and set out how your knowledge, skills, experience, work approach and behaviours meet those required for this job.
	     



Use a separate sheet if necessary, ensuring that each additional sheet bears your name, the job title and vacancy number of the job for which you are applying.

Please note C.V.s are not acceptable instead of this application form.
6.  REFERENCES

Please give details of two referees who we can ask about your suitability to work with vulnerable groups.  If you have previous employment one of these must be your current or most recent line-manager.  Referees must not be related to you.  References will be taken up prior to an interview without seeking further permission from you.  We reserve the right to approach your current and any previous employer.
	Referee 1. 

Name:
Address:
Tel. No:

Email:
Occupation:
Work/Personal*


	     
     
     
     
     
     
	Referee 2.

Name:
Address:
Tel. No:

Email:
Occupation:
Work/Personal* 
	     
     
     
     
     
     

	*Please indicate if this is a work or personal referee.




7.  OTHER INFORMATION

	Are you, to your knowledge, related to any Hadley and Leegomery Parish Council employee or Councillor? 
State YES/NO   FORMDROPDOWN 

If yes, please give details: 

Name:      
Relationship:      


	Criminal records:

This post involves working with vulnerable groups (children and/or adults) and is an exception to the provisions of the Rehabilitation of Offenders Act 1974. You must, therefore, disclose details of cautions, reprimands, warnings and convictions, including 'spent convictions' no matter how long ago they occurred and regardless of whether the offences were committed as an adult or a juvenile.  We will only take this information into account if we consider them relevant to the post for which you have applied.  Any failure to disclose such information could result in withdrawal of any job offer or disciplinary action.  Successful applicants for this post will be subject to an enhanced check carried out through the Disclosure and Barring Service.

Declaration:
Have you at any time received, or do you have pending, a caution, reprimand, final warning or conviction? 
No (         Yes (   If yes, please give details:
Date:

Details of caution, reprimand, warning or conviction and sentence

     
     
Please continue on a separate sheet if necessary.


8.  YOUR SIGNATURE

	I certify that details provided on this form and supporting papers are true.  I understand that the provision of false or misleading information given in response to any questions on this form or the failure to disclose information will result in the termination of any contract of employment entered into, or the withdrawal of any offer of employment.  I also hereby give my explicit consent to the processing of data contained or referred to on this form, in accordance with the Data Protection Act 1984 and any subsequent legislation.



	Signature of applicant                                                                
Date      



For office use only    Reason for not shortlisting:                               Reason for not appointing:
APPLYING FOR A JOB WITH Hadley and Leegomery Parish COUNCIL

(Please keep these notes for your information)
Thank you for your interest in working for Hadley and Leegomery Parish Council.  Please read the notes below before completing the attached application form.  We ask everyone to complete an application form so please do not send a C.V.  It is important that you complete all sections of the application form as clearly and fully as possible.
· Please ensure you have given your name and contact details accurately.
· We are interested in your experience and any skills or training which show that you meet the requirements of the job for which you are applying.  Include non work activities which are relevant.  
· We do not ask for many personal details for use in the selection process. This is because we do not take into account any of the protected characteristics covered by The Equality Act 2010, such as gender, race and marital status.  

· References may be taken up prior to an interview without seeking further permission from you.  If you inform your referees that you have put their details forward it may reduce delays if references are requested.  We also reserve the right to contact any other previous employer for a reference.
· Please declare all cautions, reprimands, final warnings and convictions, including 'spent convictions'. We require this declaration because this post is working with vulnerable groups, such as children or adults in vulnerable circumstances. Unless you have been barred from working in regulated activity with adults or children, your declaration will not necessarily prevent you from applying for the post.  At interview, or in a separate discussion, we will ensure that an open and measured discussion takes place on the subject of any offences. Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of an offer of employment.  
· Please do not forget to sign and date the form.  (If you submit an electronic form you will be asked to sign a hard copy of the form at interview stage).
Remember we can only decide whom we should interview based on what is written on your application form.  If you do not have enough space on the application form you can attach additional sheets.  If you use additional sheets please put your name and the job title at the top of each page.
Privacy Notice under the Data Protection Act (General Data Protection Regulations from 26th May 2018)

Hadley and Leegomery Parish Council is collecting Personal Identifiable Information to enable it to process your job application and to monitor against statutory requirements e.g. Equality Act 2010.  This information is being processed under DPA – Schedule 2 (2a) (GDPR 2018 -Article 6 (1)b) and DPA – Schedule 2 (2a) (GDPR 2018 – Article 9 (2)b).
If you are successful and subsequently appointed this information will be use for the purpose of:

· contractual obligations as an employer

· to keep you informed on matters relating to your employment

· detection and prevention of fraud and over payments from the public purse  

· completion of statutory returns

· improving the management of its workforce data across the sector

· enabling development of a comprehensive picture of the workforce and how it is deployed

· informing the development of recruitment and retention policies

· allowing better financial modelling and planning

· enabling monitoring of protected characteristics to support compliance with the Equality Act 2010

This information will be treated as confidential and will not be used when short-listing or deciding on whether an applicant is successful or unsuccessful in obtaining employment.  If you are successful in obtaining employment with the Council, the Council will retain this information for the period of your employment and following 6 years following the termination of your employment. Your personal data that was captured in the Talentlink, will be retained for 6 months from when you are appointed and once it reaches its retention end date your information will be deleted.

If you are unsuccessful in obtaining employment your data will be retained for 6 months from the time you are made unsuccessful in Talentlink, once it reaches this retention end date it will be deleted/destroyed along with any other information gathered throughout the recruitment process.

By signing and returning this application form you will be deemed to be giving your explicit consent to processing of data contained or referred to on it, including any information which may be considered to be sensitive personal data
The Recruitment Process - What will happen next?

After the closing date the recruitment panel will consider all the applications received and if you are shortlisted you will be contacted to invite you to a selection process. 

Due to the high number of applications received by the Council, regrettably we cannot reply individually to every applicant. If you have not heard from us within 28 days of the closing date, your application has been unsuccessful on this occasion.
If you require any help or have any questions about our recruitment process please do not hesitate to contact Human Resources on 01952 383601.
As an applicant for employment with Hadley and Leegomery Parish Council you can expect to be dealt with courteously, efficiently and fairly. If, at any stage of the recruitment process, you are unhappy about the way you are treated, or if you have any suggestions as to how we can do better, please contact Human Resources on 01952 383601, or the Clerk on 01952 255401.
If you are the preferred candidate for the post

You may be required to:

· Complete an application for the enhanced disclosure of any criminal records. This will be obtained from the Disclosure and Barring Service (DBS) and if you will be working in regulated activity, as defined in the Protection of Freedoms Act 2012, this will include a check on the relevant barred lists for children and/or adults. Further information on disclosure and barring is available at www.homeoffice.gov.uk/crime/vetting-barring-scheme.
· Submit original proof of identification and eligibility to work in the UK (photocopies are not acceptable), such as a birth certificate, National Insurance number, passport or driving licence. You will also be asked to submit all marriage certificates in cases where you have changed your name, and previous address details

· Provide proof of any required educational qualifications or memberships of professional bodies

· Complete a medical questionnaire and may be required to meet with our occupational health physician.

· Complete a probationary or trial period. 

Please note that you must inform Human Resources if you are the subject of a police investigation or if you receive any cautions, reprimands, final warnings or convictions during the subsequent course of your employment.  Failure to do so may lead to disciplinary action and potential dismissal.

