APPLICATION FORM 

PRIVATE AND CONFIDENTIAL
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INVESTOR IN PEOPLE





Post applied for:


Post No:



Please refer to the enclosed guidance notes before completing this form.  If you are completing this form electronically, please use the delete function when choosing 'yes' or 'no' options. If you are filling in this form by hand, please use black ink or typescript to facilitate copying.  You may use additional sheets of paper if there is not enough space to enter relevant information in any section of the form.  Please do not enclose your CV.



1.
PERSONAL INFORMATION

Surname (block letters):

Initials:


Home Address:

Home Telephone No:




Business Telephone No:




Postcode:

Mobile Telephone No:




National Insurance Number:



Home e-mail Address:


May we, with discretion, telephone you 

at work? YES/NO
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For office use only: Acknowledged:....................……
Short-listed: YES/NO
Appointed: YES / NO

2.
EDUCATION, TRAINING SKILLS, INSTITUTE MEMBERSHIPS

Secondary Schools, Colleges and Universities attended
Dates 
Qualifications gained or pending(state subjects with grade, level or class)


From
To







Training courses, developmental courses or Government training schemes
From
To
Qualifications gained or pending






Non-vocational experiences/skills which may be relevant to your application (e.g. family duties, voluntary work, First Aid and leisure interests)
From
To
Qualifications or certificates gained






Membership of Professional Bodies
From
To
Grade of membership and if by examination or election






Languages (including sign language Interpretation)


Level of language skills



3.
PRESENT OR MOST RECENT EMPLOYMENT

Post title:

Name and address of employer:

Postcode:  
Telephone number with STD code:


Date appointed: 




Period of notice required to terminate:




Leaving date and reason for leaving:




Current wage / salary and Public

Sector grade: (if applicable): 



Please give a brief description of your duties and activities, including your responsibilities, accountability and achievements.  In addition, if applicable, please state the reason why you would like to change your job.  If you are unemployed or you are a school or college leaver, describe any experience or achievements that you feel are relevant.  Include voluntary, spare time or project work.



4. EMPLOYMENT HISTORY

Previous employment since leaving school, in date order with the most recent position first.  Please account for any gaps in your employment (subject to the provisions relating to disclosure under the Rehabilitation of  Offenders Act 1974).  Please continue on a separate sheet if necessary.

Dates
Name and address of employer (including telephone number)
Job title plus brief description of responsibilities

and reason for leaving

From
To




























5. SUPPORTING STATEMENTS

Please state what attracted you to apply for this post, relating your experience, skills and attributes to the enclosed person specification. Please include any other information which you feel is relevant to your application





6. OTHER INFORMATION

(Please answer the questions by circling or deleting YES or NO and giving the required details)

Medical

History
Is your health generally good?
YES/NO

Have you consulted your doctor in the past year?
YES/NO 

If ‘yes’ give details:

How many days sick leave have you taken in the last 2 years?



(Those invited for interview are required to complete a medical questionnaire)



Parental

Leave
Please indicate how many days (if any) you have taken as parental leave

per eligible child:
N/A



Authorisation

To work in

The

United Kingdom
Do you have evidence of your entitlement to live and work in the UK?
YES/NO
(For example, a National Insurance number, a birth certificate issued in the UK or Republic of Ireland or a passport confirming British Citizenship)

Do you need a work permit to allow you to work in the UK?
YES/NO
(Those invited for interview are required to produce confirmatory evidence)



Previous

Convictions
Have you ever been convicted of a criminal offence or been 

investigated or convicted for fraud?
YES/NO
(Please refer to the guidance sheet on the Rehabilitation of Offenders Act 

enclosed with this application form.  You need not include motoring 

offences unless your licence has a current endorsement as a result of a conviction)



Transport

Arrangements
Do you hold a current full UK Driving Licence?
YES/NO
Do you have your own transport which would be available for Council
YES/NO business?



Disability
Do you consider yourself to have any disability that might require the 

Council to make adaptations in order for you to attend interview?  
YES/NO
If ‘yes’, please give details:



Spare

Time

Activities
Have you any obligations in respect of the Territorial Army or Reserve 

Forces or the Fire Brigade?
YES/NO
If ‘yes’, please give details:

Please give brief details of your leisure activities, sports, hobbies, interests, etc.



Relationships
Do you have a personal relationship with, or are you related to any 

member of staff or to an elected Councillor of Hart District Council?
YES/NO
If ‘yes’, please give details:

(This question is asked only to ensure that your relative is not involved in the selection process)



Job Share
Are you interested in being part of a job share scheme (if available)?
YES/NO



Recruitment

Source
How did you hear about this vacancy: Job Centre, word of mouth, advertisement or other?  Please give details with name of publication: 


7.  REFERENCES
Please nominate two persons to whom we can apply for references concerning your suitability for this post.  One should be your present employer or, if not applicable, your last employer.  The other should preferably be a previous employer.  If you are a school, college or university leaver, your head teacher or tutor should be nominated.  PLEASE PRINT THE DETAILS

Name: 

Job Title: 

Address: 

Daytime Telephone No: 

Relationship: 
Name: 

Job Title: 

Address: 
Daytime Telephone No: 
Relationship: 



If you are short-listed for interview, may we contact your referees before the interview?



Referee 1: YES / NO 
Referee 2: YES / NO

Availability for interview
Dates within the next two months when you would NOT be available for interview (if applicable)



8. 
DECLARATION
I understand that all forms of canvassing of any Councillors or Officers of the Hart District Council in connection with this appointment will automatically disqualify me. I declare that all the information I have given is, to the best of my knowledge and belief, true and accurate. I accept that any false statement may disqualify me from employment or render me liable to summary dismissal, and that I may have to produce documentary evidence of my qualifications and previous salary.  Furthermore, I have not omitted any facts which may have a bearing on my application for employment. I also understand that no offer, of employment made to me will be binding unless confirmed in writing.  If I am appointed, I am content that the information from this form may be computerised for personnel and employee administration purposes in accordance with the Data Protection Act 1998.

Signed:





Date: 


 Please return your completed application form in an envelope marked “CONFIDENTIAL” to:

Hart District Council
Civic Offices
Harlington Way
Fleet, Hampshire
GU51 4AE




REHABILITATION OF OFFENDERS ACT 1974

- EXPLANATION

PLEASE RETAIN FOR YOUR INFORMATION



1.0
SPENT CRIMINAL CONVICTIONS


Any person who has been convicted of a criminal offence in the past not involving a sentence of more than 2 years’ imprisonment and who has since been of good conduct for a specified period of time (the Rehabilitation period) relating to the severity of his/her sentence, is treated for most purposes as if the offence, or conviction had never occurred.

2.0
REGULATIONS


The rehabilitation periods are:

a)
- For a sentence of imprisonment between 6 months and 2 years - 10 years


- For a sentence of imprisonment of 6 months or less - 7 years


- For a sentence of borstal training - 7 years


- For a fine or other sentence (eg a Community Service Order) for which no other


   rehabilitation period is prescribed - 5 years


- For an absolute discharge - 6 months


- For a Probation Order, conditional discharge or binding over - 1 year or until the


  order expires (whichever is the longer)


- For a detention centre order - 3 years


- For a remand home order, an approved school order, or an attendance centre order 


  -  the period of the order and a further year after the order expires


- For a hospital order under the Mental Health Acts - the period of the order and a


   further two years after the order expires.


NOTE: These rehabilitation periods are halved for persons who were under 17 when they were convicted.


For the purpose of calculating a rehabilitation period it is immaterial whether the sentence is suspended or not.

b)
Offences committed whilst serving in the armed forces are treated as above.  The following rehabilitation periods are for specific types of punishment (these rehabilitation periods are halved for offenders under 17 at the time of conviction).

-
For cashiering, discharge with ignominy or dismissal with disgrace - 10 years.

-
For simple dismissal from the service - 7 years

-
For detention - 5 years

c)
Any rehabilitation period, calculated in accordance with 1 or 2 above, will be extended where the convicted person was disqualified for a conviction under a statute for a period longer than that of the rehabilitation period appropriate to his/her conviction (eg a person fined £100 for dangerous driving and disqualified for 10 years would have a rehabilitation period of 10 years).

3.0
IMPLICATIONS


If a person is sentenced to more than 2 years in prison, his/her conviction can never become spent.  There is no rehabilitation period.


However, the conviction of a person who has completed a rehabilitation period is regarded as spent and, therefore, there is no need for such a person to disclose to the Council any information about his/her spent conviction.


For certain occupations, the above provisions relating to non-disclosure of spent convictions do not apply.

These occupations are:

· Employment concerned with the provision of social services where duties would mean access to: persons over 65; those suffering from a serious illness or disorder of any description; drug addicts; those addicted to alcohol; the blind; deaf or dumb; or persons substantially or permanently handicapped by illness; injury or congenital deformity.

· Any employment concerned with providing persons under the age of 18 with accommodation, care, leisure and recreational facilities, schooling, Social Services, supervision; or training where duties would normally involve access to such persons; or where work duties of any nature are carried out wholly or partly on the premises where such provision takes place.  (See separate guidelines on Sailing Through Protection of Children; Disclosure of Criminal Background of those with Access to Children).


Applicants for any of the above occupations are not entitled, therefore, to withhold information about convictions, which for other purposes are spent under the provisions of the Rehabilitation of Offenders Act 1974.  In the event of employment, failure to disclose such convictions could result in disciplinary action being taken by the Council.  This could result in dismissal.


For certain posts, the Authority is obliged by the Acts (Exemption) Amendment Order 1986 regulations and police checks are undertaken.


The Council has a proforma for posts exempt from the Act and a flow chart which gives a diagrammatic view of the Process on Recruitment.  These are available from the Personnel Development Manager on request.

SAIL THRO REHAB OFF - CANDIDATES

SMT/Aug 1998

EQUAL OPPORTUNITY MONITORING





CONFIDENTIAL

Hart District Council is an equal opportunity employer and aims to ensure people are recruited, selected, trained and promoted on the basis of job requirements, skills, abilities and other criteria.  The Council will ensure that no job applicant or employee receives less favourable treatment on the grounds of race, colour, nationality, ethnic or national origins, sex, marital status, sexuality, disability or age.  Moreover, no applicant will be disadvantaged, by conditions or requirements, which cannot be shown to be justified as being necessary for the safe performance of the job.

To ensure equal opportunities policies are being implemented, and to comply with Government legislation, please answer all the questions.  The information will be treated as confidential and will only be used for monitoring purposes.  It will not be available to those involved in the selection process.

When you have completed this questionnaire, please put it in the envelope marked ‘Human Resources’ and return it with your application form.

Post Title:  ……………………………………………………………………..      Post No:  ………………………………...……..……………….

Surname:  ……………………………………………………………..………       Forenames (in full) ……………………………………………..

Date of Birth:  …………………………………..   Age  ……………  (years)     Number of dependants: ……………………...……………….

(please indicate in the boxes below as appropriate)

GENDER
Male

Female
















MARITAL STATUS
Single

Married

Living with partner

Separated















Divorced

Widowed
















NATIONALITY
British

Irish

Other

(please specify)
……………….………












Other European Countries in the EU
(please specify)
………………….……











ETHNIC ORIGIN









Which of the following groups best describes your ethnic origin (please tick one box only)


White


Black or Black British








British


Caribbean








Irish


African








Any other white background


Any other black background








(please specify)  ………………………………………..………          (please specify)  …………….……………………….…..…………..……

Asian or Asian British


Mixed








Indian


White and Black Caribbean








Pakistani


White and Black African








Bangladeshi


White and Asian








Any other Asian background


Any other mixed background








(please specify)  ……………………………………………………     (please specify)  ………………………………………….………………...

Chinese or other ethnic group











Chinese











Other ethnic group











(please specify)  ……………………………………………….……               

PTO

DISABILITY

Hart District Council seeks to make reasonable adjustments to the work environment and work practice to promote the employment of people with disabilities.

The Disability Discrimination Act 1995 states that “a person has a disability for the purpose of the Act if he/she has a physical or mental impairment which has a substantial and long-term adverse effect on his/’her ability to carry out normal day-to-day activities”.

Do you have a disability you would like to tell us about?   Yes/No
Nature of disability …………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………

If you have any queries relating to this questionnaire, to the Equal Opportunities monitoring process or any other equality issue, please contact Human Resources on telephone no. (01252) 622122.
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