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Job Application Form

SOME GUIDANCE NOTES TO HELP YOU APPLY FOR THE JOB

To help you fill in your application form, please read these notes carefully before you start. We have to make sure that everyone is treated equally. We do this by making every stage in our recruitment process fair and well thought out.

We want applications from all sections of the community and value equality and diversity in our workforce. This form has been designed to help us do this. It is made up of two parts - Section A and Section B. We separate these when we receive your form.

We don’t accept CVs so you must fill in all of the form. The information you give us will help us decide if you get an interview.

If you are disabled and meet our shortlisting criteria for the job, you will be guaranteed an interview under our Interview Guarantee Scheme. If you need any special help filling in the form please telephone the contact number shown on the job advert.

We will only use the information you give us for recruitment and to help us monitor and analyse our recruitment process.

All information is held securely under our Data Protection policy and is confidential.

Please fill in the form in black ink or type.

Section A - This tells us your personal details. It includes things like your sex, age, ethnic origin and so on. It also asks for information which helps us monitor and improve our Equal Opportunities Policy. We will separate this from Section B and keep it in our HR Shared Services section.

Section B - The people that short-list for the job will only get this section. The information in it helps them decide if you meet the relevant criteria to be shortlisted for interview.

Support information - This is the part of the form where you have your chance to tell us why you are suitable for the job.

You need to tell us how you meet the criteria marked with a letter ‘a’ on the Person Specification. These are the essential requirements needed for the job. This will help us short-list you for an interview. You need to give us as much information as you can about your skills, abilities, knowledge and experience. 

You can attach a separate sheet if you need to but please write the job reference number and your candidate number clearly at the top.

Section A

	1. Details of Vacancy

	

	Job Reference No 
	     
	Candidate No
	     

	Job Title
	     
	Closing Date
	     

	Directorate
	     
	Section
	     


	2. Source

	Where did you see this job advertised?
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	Please State       
	Please State       
	Please State       


	3.Personal Details

	Surname/Family Name
	     
	Title Mr/Mrs/Miss/Ms/Dr
	     

	First Name(s)
	     

	Address

	     

	Postcode
	     

	​​​Date of Birth
	     
	Tel No. Home
	     

	Tel No. Work
	     
	Extn
	     

	Mobile
	     
	Email Address
	     

	Do you have a full clean driving licence?
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	Do you have access to a vehicle?
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	4. Equal Opportunities 

	GENDER
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	ETHNIC ORIGIN

I would describe my ethnic origin as:

	White
	Mixed
	Asian/Asian British
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	Black/Black British
	Chinese/Other Ethnic
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	DISABILITY

The City Council regards a disabled person as someone who has a physical or mental impairment which has a substantial and long-term adverse effect upon that person’s ability to carry out normal day-to-day activities.

The impairments may relate to one or more of the following:

Mobility • Manual dexterity • Physical co-ordination • Continence • Ability to lift, carry or otherwise move objects • Ability to lift, carry or otherwise move everyday objects • Memory, or ability to concentrate, learn or understand • Perception of risk of physical danger

	Do you consider yourself to be disabled?  
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	If yes, please give brief details of your disability and highlight from the above list:

	     

	Please identify any special requirements which would assist you:

(a) In the recruitment process

	     

	(b) To enable you to carry out the job

	     


	5.Rehabilitation of Offenders

	The City Council welcomes applications from all candidates. Unless the nature of the work demands it, you will not be asked to disclose convictions which are ‘spent’ under the Rehabilitation of Offenders Act 1974.

	Have you any unspent convictions?
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	If YES, please give details of the offence(s), including the date and sentence:

	     

	The Rehabilitation Offenders Act 1974 requires applicants to give details of any convictions which are not spent. Failure to disclose such convictions could result in disciplinary action or dismissal.


	6.Criminal Records Bureau 

	To be completed for posts where a Criminal Records Bureau check is required (as indicated on the advert). Criminal records will be taken into account for recruitment purposes when the conviction is relevant.

If the post for which you have applied is one giving substantial opportunity for access to children or vulnerable adults and is therefore covered by the provision of the Rehabilitation of Offenders Act 1974 (Exceptions) (Amendments) Order 1986.

In these circumstances the order allows that convictions which for other purposes, are regarded as ‘spent’ to be disclosed by the Criminal Records Bureau and taken into account when considering your application.

Failure to disclose any information in relation to cautions or criminal convictions may disqualify you from appointment or if appointed may lead to termination of employment.

	Do you have a prosecution pending or have you been cautioned or warned by the police or convicted of a criminal offence?
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	If YES, please provide full details below of pending prosecutions, convictions, cautions, warnings or bind-over orders, including the date and nature of the offence:

	     

	Should your application be successful, all information will be verified by the Criminal Records Bureau of the Home Office in accordance with Part V of the Police Act 1997.


	7. Declaration

	I declare that all the information I have provided is true, and I have not canvassed a member/officer of the Council, directly or indirectly, in connection with this application and further to that will not do so.

	Signature                                                                               Date

	To your knowledge are you related to any member(s)/officer(s) of the City Council?
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	If yes, whom?      


Section B

	Candidate Number 
	     
	Job Ref No 
	     

	Job Title 
	     

	FOR OFFICE USE ONLY                                             Interview Guarantee Applies  FORMCHECKBOX 
 YES     FORMCHECKBOX 
 NO


	8. Present/Last Employment:

	Name and Address of Employer
	     

	Post Code
	     
	Tel No
	     

	Job Title
	     
	Date Appointed
	     
	Salary
	     

	Brief Description of what you do in your current/last job

	     

	Reason for leaving/wanting to leave
	     
	Notice period
	     

	Dates when you would NOT be able to attend an interview
	     

	(NB. Every effort will be made to avoid these dates but this may not always be possible)


	9. Previous Employment Starting with the most recent

	Previous employers may be contacted to validate information provided.

	Names and Address of Employer
	     

	Dates: From
	     
	To
	     

	Job Title
	     
	Salary
	     

	Brief outline of the role of the job

	     

	Reason for Leaving

	Names and Address of Employer
	     

	Dates: From
	     
	To
	     

	Job Title
	     
	Salary
	     

	Brief outline of the role of the job

	     

	Reason for Leaving

	 ( continue on a separate sheet if necessary)


	10. Training/Development/Learning

	Tell us about the training you have received which would help you do this job, including any relevant qualifications (continue on a separate sheet if necessary – add your candidate number and the job reference to the top of the page).

	     



	11. Support Information

	Tell us about the skills and experience that you have, and how you match the items marked as ‘a’ on the person specification, where applicable (continue on a separate sheet if necessary - add your candidate number and the job reference to the top of the page).



	     



	12. References

	Please give the name and address of two people, one of whom MUST be your present employer (or if unemployed, your last employer) to whom reference can be made. If this is your first employment, please use your school/college. Jobs will be offered subject to satisfactory references.

	Present/Last Employer

	1. Name
	     
	2. Name
	     

	Title/Position
	     
	Title/Position
	     

	Address
	Address

	     
	     

	Post Code
	     
	Tel No
	     
	Post Code
	     
	Tel No
	     

	E-mail
	     
	E-mail
	     

	N.B. References will be sought if you are short-listed for interview. If at this stage you do not want your current employer contacted, please tick box [image: image40.wmf]

	References for successful candidates will be followed up and verified.


Please return your completed application form to:

St Gregory’s Catholic Primary School

Spring Garden Road

Longton

Stoke-on-Trent ST3 2QN.

Telephone Number: 01782 235340
E-mail: stgregory@sgfl.org.uk
Thank you for taking the time to complete this application form.

Please ensure that you provide enough postage in order for it to reach us.

If you have not received any further communication within 8 weeks of the closing date, you should assume that on this occasion your application has been unsuccessful.

If you require an acknowledgement of receipt please enclose a stamped addressed envelope.

If you have any comments please write to the address above.
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Transformation.

Teamwork. 

Talent.

www.stoke.gov.uk/jobs
_1255771722.unknown

_1255771730.unknown

_1255771734.unknown

_1255771736.unknown

_1255771737.unknown

_1255771735.unknown

_1255771732.unknown

_1255771733.unknown

_1255771731.unknown

_1255771726.unknown

_1255771728.unknown

_1255771729.unknown

_1255771727.unknown

_1255771724.unknown

_1255771725.unknown

_1255771723.unknown

_1255771714.unknown

_1255771718.unknown

_1255771720.unknown

_1255771721.unknown

_1255771719.unknown

_1255771716.unknown

_1255771717.unknown

_1255771715.unknown

_1255771710.unknown

_1255771712.unknown

_1255771713.unknown

_1255771711.unknown

_1255771706.unknown

_1255771708.unknown

_1255771709.unknown

_1255771707.unknown

_1255771704.unknown

_1255771705.unknown

_1255771702.unknown

_1255771703.unknown

_1255771700.unknown

_1255771701.unknown

_1255771699.unknown

