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Knowsl@y Council




CONFIDENTIAL




Please complete this form using Black Ink /Type

	PRIVATE
SECTION 1 JOB DETAILS

	 Application for Post of:      

	 Department / Location:      

	 Post Ref:      
	 Grade / Salary / Hours:      

	SECTION2 PERSONAL DETAILS

	Title (Mr, Miss, Mrs, Ms, other):      
	Forename:      
	Surname:      

	Previous Surname:      

	Address:      

	Post Code:      

	Telephone Numbers

Daytime:      
	Evening:      

	Mobile:      
	Email Address:      

	SECTION 3 PRESENT / LAST EMPLOYER

	Name of Organisation:      

	Contact Name:      
	Telephone Number:      

	Address:      
	Postcode:      

	Dates from:      
	To:      
	Position held:      

	Main duties / responsibilities:

      
	 

  Level / Grade:      

	Salary:      
	Benefits package:      

	Period of notice required:      

	If Last Employer - Reason for leaving:      
If Present Employer - Reason for this Application:      

	 PRIVATE
SECTION 4 PREVIOUS EMPLOYMENT

	Please provide details of your previous employment, accounting for any gaps. You should use a separate box for each position held, starting with the most recent and work back. Continue on a separate sheet if required.

	Name of Organisation: 
	     

	Address:      
	Postcode:      

	Telephone Number:      
	Dates from:      
	To:      

	Position held:      
	Date appointed:      

	Main duties / responsibilities:

     
	  Level/Grade/Salary:      
 

	Reason for leaving:      

	Name of Organisation: 
	     

	Address:      
	Postcode:      

	Telephone Number:      
	Dates from:     
	To:      

	Position held:      
	Date appointed:      

	Main duties / responsibilities:

     
	  Level/Grade/Salary:      
  

	Reason for leaving:      

	Name of Organisation:
	     

	Address:      
	Postcode:      


	Telephone Number:      
	Dates from:      
	To:      

	Position held:      
	Date appointed:      

	Main duties / responsibilities:

     
	  Level/Grade/Salary:      
  

	Reason for leaving:      

	SECTION 5 MEMBERSHIP OF PROFESSIONAL BODY 

	Name of Professional Body: 
	Level of Membership:
	Specific responsibilities e.g. Chairperson:
	Date of entry / eligibility:

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


If selected for interview, you will be asked to provide evidence of membership

	PRIVATE
Section 6 Qualifications & Training

	Qualifications

Please give details of all the qualifications you have attained starting with your secondary education and working up to present day. You should continue on a separate sheet as required:

	Qualification
	Level – 

e.g. GCSE, NVQ, BSc plus Grade
	Date achieved / 

expected to achieve

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	If selected for interview, you will be asked to provide evidence of qualifications achieved.

	Training

Please give details of any training and development activities you have completed, including vocational ones that you feel are relevant to your application and are not covered by any other section:

	Activity
	Duration
	Date

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	PRIVATE
SECTION 7 OTHER RELEVANT SKILLS & KNOWLEDGE

	The following section will ensure we successfully recruit people who believe in and can demonstrate the behaviours and values sought by Knowsley Metropolitan Borough Council.

If you are applying for a post you will find the Council’s Vision, Priorities and Values within the contents of the Pack. 

 Please use this space to explain how you meet the specific requirements in the enclosed Person Specification taking into account the Council’s Vision (continuing on a separate sheet if required).

	     


	SECTION 8 CRIMINAL CONVICTIONS

	Knowsley MBC aims to promote equality of opportunity for all with the right mix of talent, skills and potential. Knowsley welcomes applications from diverse candidates. Criminal records will be taken into account for recruitment purposes only when the conviction is relevant.

Certain posts are exempt from the provisions of the Rehabilitation of Offenders Act and job applicants must disclose all criminal convictions and cautions whether or not they are spent.
If the post you have applied for has not been identified as an exempted post within the supporting information please go to Section 9.
If the post you have applied for is an exempted post, it will be clearly indicated in the supporting information.  YOU MUST COMPLETE THE SECTION BELOW.

Under the rehabilitation of Offenders Act 1974, you are required to give details of any convictions, which are not ‘spent’.  In addition the Council requires you to disclose any cautions and bindover orders that you have received in the last 12 months.  Failure to do so may render you liable to summary dismissal.

IMPORTANT – Criminal Record Declaration
If you are required to complete this section and fail to tick the ‘nothing to declare’ box or give details of your convictions your application will not be considered.

  FORMDROPDOWN 
  NOTHING TO DECLARE
Please give details of criminal convictions, bindovers or police cautions.

	Details of offence      

	 Date      
	Sentence      

	[Please use continuation sheet if necessary]

Under the Rehabilitation of Offenders Act, all applicants who are offered employment to an exempted post will be subject to a criminal record check [Disclosure] from the Criminal Records Bureau.  This Disclosure will include details and dates of ‘spent’ convictions, cautions, reprimands and final warnings.  Where the post is subject to Enhanced Disclosure, other relevant non-conviction information, such as police enquiries and pending prosecutions will also be asked for.

Having a criminal record will not necessarily bar you from employment with the Council.

	 SECTION 9 REFEREES

	Please supply the details of two referees. One must be your current employer or your last if you are presently unemployed. References should not be sought from elected members of Knowsley Borough Council in their official capacity.  We reserve the right to contact any of your previous employers for a reference unless you state otherwise here:      

	(i)Name:      
	Organisation:      
	Ref.’ Type

Please Tick

	Job Title of Referee:      
	
	

	Address:      
 
	 

 

Postcode:      
	Employer
	 FORMDROPDOWN 


	
	
	Education
	 FORMDROPDOWN 


	
	
	Character
	 FORMDROPDOWN 


	Telephone Number:      

	Email Address:      

	(ii)Name:      
	 Organisation:      
	Ref.’ Type

Please Tick

	Job Title of Referee:      
	
	

	Address:      
	 

Postcode:      
	Employer
	 FORMDROPDOWN 


	
	
	Education
	 FORMDROPDOWN 


	
	
	Character
	 FORMDROPDOWN 


	Telephone Number:      

	Email Address:      

	  PRIVATE
SECTION 10 ADMINISTRATION

	Where did you see the post advertised?      

	If you are related in any way to a Councillor or employee of Knowsley Metropolitan Borough Council, please give details here:      

	If the job for which you are applying requires you to drive, or carries an essential car user allowance, please answer the following questions.

	Do you hold a current driving licence?
	Yes  FORMDROPDOWN 

	No  FORMDROPDOWN 


	If YES, please indicate the type
	Provisional:
 FORMDROPDOWN 

	Full:
 FORMDROPDOWN 

	PSV:
  FORMDROPDOWN 

	Other:
  FORMDROPDOWN 


	 Details of any endorsements / penalty points:      

	Data Protection Act 1998

Information on this form may be held on computer/manual records. Strict confidentiality will be observed and disclosures will only be made for payroll and personnel administration purposes.  We will be unable to process your application unless we can use your personal data in the ways described above.  If your application is unsuccessful, the data will be held for six months and then destroyed. 



	Entitlement to work in the UK

To comply with the Asylum and Immigration Act 1996 (as amended by S.147 of the Nationality, Immigration and Asylum Act 2002), all prospective employees will be required to supply evidence of eligibility to work in the UK. 

If you are appointed to the post you will be provided with further information detailing what documents will be required.

 

	Declaration

I declare that the information given on this form is to the best of my knowledge correct. I understand that the canvassing of any Councillor or employee of the Borough Council or giving false information will make my application unacceptable and, if appointed, may lead to my dismissal. I consent to the information supplied in this application being stored in computer/manual records for personnel and payroll purposes.  

	 Signed:      
	Date:      

	SECTION 11   EQUAL OPPORTUNITIES MONITORING

	Knowsley Metropolitan Borough Council believes that the decision to appoint should be based upon the requirements of the job and whether an individual’s blend of skills, experience, qualifications and abilities makes them the most suitable candidate. It does not believe that the candidate’s ethnic origin, colour, religion, sex, disability, age, marital status, political or sexual orientation should have any effect upon their suitability.

The Council currently has an Equality and Diversity Employment Policy,  which forms part of the Equality and Diversity Strategy.  This strategy supports the Council's Priorities and Values.  Part of this policy includes a commitment to monitor our progress, in practice. Monitoring success rates of job applicants allows us to examine our efforts in promoting fairness of employment opportunity for everyone. You are asked to complete the following questionnaire to assist us in achieving these aims.  Information on this form may be held on computer/manual records.  Strict confidentiality will be observed and disclosures will only be made for personnel administration purposes.  If your application is unsuccessful, this data will be held for six months and then destroyed.  

	Surname:      
	Other Names In Full:      

	Post Applied For:      

	Date of Birth:      
	Grade/Salary/Hours:
	     

	Gender: (Please Tick)
	Male:
	 FORMDROPDOWN 

	Female:
	 FORMDROPDOWN 


	DISABILITY

These questions are asked in accordance with the Disability Discrimination Act 1995 and subsequent updates. The information you provide will help us to help you through the application / interview process.



	i)
	Do you consider yourself to have a disability? (Please Tick)
	YES
	 FORMDROPDOWN 

	NO
	 FORMDROPDOWN 


	Disabled people who satisfy the essential criteria of the Person Specification will be guaranteed an interview



	ii)

	Would the provision of any aids or adaptations assist you in carrying out the duties of this post? (Please State)      

	iii)
	Is there anything we need to know about your disability in order that you can have a fair interview? e.g. do you need a sign language interpreter, an accessible interview room? (Please State)      


	ETHNIC ORIGIN*

The following groups are recommended by the Commission for Racial Equality and take account of those used in the 2001 National Census.  If you do not identify yourself within one of these categories please complete the ‘other’ section at the end of the table.

I would describe my ethnic origin as - please tick:



	WHITE



	White British – **please also tick one of the three boxes below:
	

	**English
	 FORMDROPDOWN 


	**Scottish
	 FORMDROPDOWN 


	**Welsh
	 FORMDROPDOWN 


	**White Irish
	 FORMDROPDOWN 


	**White Traveller – Irish Heritage
	 FORMDROPDOWN 


	Any other White background – please write here:     


	Asian or Asian British: 

	Bangladeshi
	 FORMDROPDOWN 


	Indian
	 FORMDROPDOWN 


	Kashmiri Pakistani
	 FORMDROPDOWN 


	Other Pakistani
	 FORMDROPDOWN 


	Any other Asian background – please write here:      


	Black or Black British:



	Black African
	 FORMDROPDOWN 


	Black Carribean
	 FORMDROPDOWN 


	Black English
	 FORMDROPDOWN 


	Black Scottish
	 FORMDROPDOWN 


	Black Welsh
	 FORMDROPDOWN 


	Any other Black background – please write here:      



	Chinese 

	Chinese
	 FORMDROPDOWN 


	Chinese English
	 FORMDROPDOWN 


	Chinese Scottish
	 FORMDROPDOWN 


	Chinese Welsh
	 FORMDROPDOWN 


	Any other ethnic background – please write here:      

	MIXED


	Mixed – **please also tick one of the boxes below
	 FORMDROPDOWN 


	**White and Black Asian
	 FORMDROPDOWN 


	**White and Black  African
	 FORMDROPDOWN 


	**White and Black Caribbean
	 FORMDROPDOWN 


	**White and Chinese
	 FORMDROPDOWN 


	Any other mixed background  - please write here:      


	OTHER

Please write here:      


*Ethnic origin questions are not about nationality, place of birth or citizenship. They are about colour and broad ethnic group. UK citizens can belong to any of the groups indicated. 

	Additional Sheet
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