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APPLICATION FORM

Please read the Explanatory Notes enclosed thoroughly prior to completing this application form.

Complete all fields of this form accurately in black, and in full, as it forms the initial stages of our selection procedure.

VACANCY DETAILS 
	Job applied for:
	

	Vacancy reference number:
	

	Rossendale Borough Council operate a Job Share Policy.  

Please confirm if you are applying for this position on a Job Share Basis.
	Yes
	
	No
	


SECTION A – ADMINISTRATIVE INFORMATION

1.  PERSONAL DETAILS 

	First name(s):
	

	Last name:
	

	Address for correspondence:


	

	Post code:
	

	Daytime telephone number:
	

	Mobile telephone number:
	

	Evening telephone number:
	

	Email address:
	

	National Insurance number:
	

	Do you have the right to work in the UK?
	Yes
	
	No
	


	Do you hold a full, current driving licence?
	Yes
	
	No
	

	Please give details of groups where appropriate:
	

	FOR ALL DRIVING POSITIONS

Do you hold a valid Driver Qualification Card (DQC)
	Yes
	
	No
	

	Do you have a car for use at work: (if applicable)
	Yes
	
	No
	

	Have you any endorsements:
	Yes
	
	No
	

	If YES, please give details::
	


2.  EMPLOYMENT DETAILS
	PRESENT EMPLOYMENT


	Job Title:

	

	Name and address of present employer:

	Date appointed:

	

	
	Notice required:

	

	
	Salary:

	

	
	Grade:

	

	Brief description of duties and levels of responsibilities:


	


	PREVIOUS EMPLOYMENT (please enter the most recent first and explain any gaps in your employment history)


	 Employer
	Post title and outline of duties
	Date from / to
	Reason for leaving



	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


3. QUALIFICATIONS AND TRAINING
	Qualifications and/or examinations passed

	Level
	Grade achieved

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Details of any other course of study and anticipated date of completion (if applicable)

	Completion date

	
	

	
	

	
	

	
	


	Details of professional membership (if applicable)


	

	

	


	SPECIAL TRAINING – include any short relevant courses you have taken


	Nature of course
	Organised by
	Length of course
	Dates of course

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


4.  ADDITIONAL INFORMATION
	This section of the application form is for you to demonstrate how you meet the requirements of the Person Specification.  Please give details of your experience, specialist knowledge, skills and abilities which are relevant to this particular post.  (See Explanatory Notes and the Person Specification).  Continuous sheets may be used if required.  Please ensure that you type your name on each additional sheet attached to this application.

A maximum of 1,000 words is permitted.
Remember – do not attach a CV as it will not be considered.


	


	Please specify any dates that you would be unavailable for interview:

	


SECTION B – ASSESSMENT INFORMATION
5. CANVASSING 
	Are you related to any Elected Member or Senior Officer of the Council?             
	Yes
	
	No
	

	If YES, please state the name and relationship.  Failure to disclose this information will disqualify your application.

	

	You must not canvass any Member or Officer of Rossendale Borough Council although it is quite in order for them to supply a written testimonial about you.

CANVASSING EITHER DIRECTLY OR INDIRECTLY WILL DISQUALIFY


6.  REHABILITATION OF OFFENDERS ACT 

	The amendments to the Exceptions Order 1975 (2013) provide that certain spent convictions and cautions are ‘protected’ and are not subject to disclosure to employers, and cannot be taken into account.

Do you have any convictions, cautions, reprimands or final warnings that are not “protected” as defined by the 

Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013) 
          Yes
          No





      


If YES, please give details:

	


7.  REFERENCES (References will only be taken up for short-listed candidates)
	Please give the full name and address of two referees.  We require references from employers which cover a three year period. One should be your present or last employer unless you have not worked before.  Relatives are not acceptable unless they are your present employer.  Please ‘X’ the box if you wish to be contacted before we approach your referees.

	
	
	
	

	
	
	
	

	Telephone number:
	
	Telephone number:
	

	Email address:
	
	Email address:
	


8.  DECLARATION

	I declare that to the best of my knowledge the information given in my application for this position is correct and understand that any false statements may lead to disciplinary action, including dismissal, should I be subsequently appointed.  I am not subject to any immigration controls or restrictions which prohibit me undertaking work in the UK.

I understand that or positions where a criminal record check is identified as essential on the person specification, an application for a Disclosure and Barring Service (DBS) certificate will be submitted for the successful candidate.

	Signed:
	
	Dated:
	


EQUALITY MONITORING FORM
RBC is committed to equality of opportunity in employment. We are committed to the elimination of unfair discrimination and we are determined to ensure that all employees will receive fair and equitable treatment. To assist us in monitoring fair and effective employment procedures, and to develop future policies and procedures, we would be grateful if you would complete the monitoring information. You are under no obligation to provide the information but it would assist us greatly if you did. Please help us by telling us how you would describe yourself, and acknowledge the following declaration. This information will be stored on a confidential basis on the Council’s HR system and will be reported on an anonymous basis in relation to the workforce composition of the Council.
I confirm that I have given consent for Rossendale Borough Council to hold the following information which relates to me solely for the purpose described above.

Agree
       
Disagree


What is your age?

 40 – 49 years 30 – 39 years           20 – 29 years
  Under 20 years

 70+ years 60 – 69 years
  50 – 59 years

  Any other, please specify ______________________

How would you define your sexual orientation/sexuality?

 Heterosexual/Straight Bisexual  

  Lesbian

 Gay



 Other (please specify)​​​​​​​​​_____________________
 Prefer not to disclose

Are you?

 Other Female

  Male


Do you currently live in the gender you were given at birth?

 Prefer not to disclose No


  Yes




The Equality Act 2010 defines disability as: A person has a disability if s/he has a physical or mental impairment which has a substantial and long-term adverse effect on that person's ability to carry out normal day-to-day activities.

Do you consider yourself to have a disability?

☐Yes

  ☐ No
     

If you have answered yes to the above question, what type of disability?

    Visual impairment (2)    Physical or mobility impairment (1)


    Hearing impairment (4)    Mental Health condition
 (3)



    Long term illness or condition (6)    Learning disability/difficulties (5)


    Other (please specify) (7) ____________________________________

​​​    Prefer not to disclose (8)

How would you best describe your ethnic origin?

White
 Irish (4) Welsh (3)

 Scottish (2)

 English (1)

 British (0)


 Gypsy / Traveller (6)
 Other White European (7)
 Any other white background (8), please specify _________________________
Other

 Chinese (9)
 Any other (10), please specify _______________________________
Asian or Asian British
 Bangladeshi (11)
 Indian (12)
 Pakistani (13)
 Any other Asian background (14), please specify ____________________________
Black or Black British
 African (15)
 Caribbean (16)
 Any other Black/Black British background (17), please specify ___________________
Mixed or Multiple Heritage
 White and Asian (18)
 White and Black African (19)
 White and Black Caribbean (20)
 Any other dual/multiple heritage (21), please specify ________________________
 Prefer not to disclose (30)
What is your religion or belief?

 Jewish
 Hindu


 Buddhist

 Christian


 No religion or belief
 Sikh

 Muslim


 Any other, please specify  _________________________
 Prefer not to disclose
VACANCY DETAILS
Job applied for: .............................................................................

Where did you first hear of the vacancy? 
· Internet  (please specify – Facebook, Indeed, Linkedin etc)  





· Internal Notice Board / Intranet
· Newspaper/Publication (please specify)






· RBC Website
· Professional Journal / Magazine   
     
· Other (please specify)  






Rehabilitation of Offenders Act 1974 – DISCLOSURE FORM

	Surname:
	
	First Name:
	

	Post applied for:
	
	Vacancy Ref. No:
	


Rossendale Borough Council complies with the Rehabilitation of Offenders Act 1974.  It aims to ensure that it treats all applicants for jobs who have a criminal record fairly and does not discriminate against candidates because of a conviction or other information revealed.

Please read the following information carefully:

Section 1:  All candidates must complete this section, whether or not you have a previous conviction.

Section 2:  Must be completed by candidates applying for posts where a criminal record check is identified as essential on the person specification, in these circumstances an application for a DBS certificate will be submitted for the successful candidate.

Further information relating to spent convictions can be found on the next page and at: 

Rehabilitation of Offenders Act 1974 (legislation.gov.uk)
	SECTION 1:

The Rehabilitation of Offenders Act 1974 requires all applicants to declare ‘unspent’ convictions.  

Please answer the following:

	














Do you have any ‘unspent’ criminal convictions by the courts (see page 2)

Yes

No

	If yes, please give details of the date of the conviction(s), nature of the offence(s) and the sentence(s) imposed:

	


	SECTION 2:

If you have applied for a post that requires a DBS Standard or Enhanced Disclosure, as shown on the 

person specification, this means the post is exempt from the Rehabilitation of Offenders Act 1974    (Exceptions) Order 1975 (as amended in 2013) and you are required to declare any ‘spent’ convictions.
Please answer the following:

	Do you have any ‘spent’ criminal convictions by the courts, or have you been 

Cautioned, reprimanded or given a final warning by the police (see page 2)?

Yes

No

	If yes, please give details of the date of the conviction(s), nature of the offence(s) and the sentence(s) imposed:

	


	DECLARATION

	I certify that the information provided above is correct.  I understand that any false statement or omissions may 

result in my application being withdrawn or my appointment being terminated. 

If I am selected for a post that requires a standard or enhanced disclosure, I give the council permission to carry 

out the necessary check with the Disclosure and Barring Service.

	Signature:  ………………………………………………………………….    Date:  ………………………………………..




Rehabilitation of Offenders Act 1974

When do convictions become spent?

Criminal convictions and sentences become spent after fixed periods depending upon the type and length of sentence imposed, as set out in the following table:

	Sentence
	Rehabilitation period 

(age 18 or over when convicted)
	Rehabilitation period 

(age under 18 when convicted)

	(Adult) Community Order/Youth Rehabilitation Order

	The last day on which the order has effect
	The last day on which the order has effect

	Custody of 1 year or less

	1 year
	6 months

	Custody of more than 1 year and up to 4 years

	4 years
	2 years

	Custody of more than 4 years*

	7 years
	3.5 years


*excluding serious sexual, violent, or terrorist offences, that continue to never be spent  
Further information relating to spent convictions can be found at:

Rehabilitation of Offenders Act 1974 (legislation.gov.uk)[image: image1.wmf] 
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