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Application Form Guidance Notes

PLEASE READ THE FOLLOWING GUIDANCE NOTES TO ASSIST YOU 

WITH COMPLETING YOUR APPLICATION FORM.

Cannock Chase Council’s application form is designed to reflect our commitment to equal opportunities and diversity. Therefore, you will note that none of your personal details including your name, date of birth, ethnic group or details of any disabilities are contained within the main body of the application form. We have separated all these personal details into either the Personal Information or Equal Opportunity Monitoring sections of the form in order to ensure a bias free recruitment process.

The shortlisting panel will decide who to invite for interview on the basis of the match between the details provided by the applicant on the main body of the application form against the pre-determined person specification.  

The person specification lists those qualities e.g. skills, knowledge, experience, qualifications, etc., which are ‘essential’ (i.e. which you must have to do the job), and those which are ‘desirable’ (i.e. which will help somebody to perform the complete range of tasks in the job more readily).  

It is important, therefore, that your application form is tailored to the person specification, the job description and the recruitment advertisement (all of which accompany the application form) and that you take your time and complete it as fully and as accurately as possible.

You are reminded that Curriculum Vitaes will not be considered, except as a minor supplement to your application form. Where you have provided additional sheets to any sections of the form please give the page number and title heading.

Both internal and external applicants are reminded that all sections of the application form must be completed.
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Job Application Form

Note 1 - Education/Qualifications

You should give full details of all educational, technical and professional qualifications, with grades attained and the subject areas clearly defined. 

You are requested to provide these details in chronological order, starting with those most recently attained.

Successful candidates will be asked to provide original copies of certificates for those qualifications identified as essential on the person specification, at the pre-recruitment checks meeting (See Appendix 1 for further details).

Note 2 - Membership of Professional Bodies

You should give details of any ongoing membership(s) of professional bodies that are relevant to the post, clearly identifying where these have been achieved via a qualification.

Successful candidates to posts that attract the payment of a professional fee and require the postholder to have membership of a professional body, will be asked to provide confirmation of their membership at the pre-recruitment checks meeting (See Appendix 1 for further details).

Note 3 - Personal Development

Please give full details of any relevant personal development that you have undertaken.  This may include formal courses you have attended or any forms of mentoring or coaching that you have taken part in. Think carefully about how you have developed your skills throughout your career and note anything that you feel is relevant to the job for which you are applying.

Note 4 - Current or Most Recent Employment

You should provide details of your current or most recent employment, identifying clearly your employment status with the employer, a brief description of your main duties and key achievements and your reason for seeking other employment.

Where you have not been in previous employment before or you have been out of employment for some time, for example, where you have recently left full time or further education, it can be helpful to include any work experience, voluntary or unpaid work that you may have undertaken.

Note 5 - Previous Employment

You should provide full details of your employment history including any voluntary or unpaid work that you may have undertaken starting with your most recent previous employer, and highlighting your key achievements/responsibilities.  

You should also detail your reason for leaving this employment.  Where the reason for leaving is dismissal, please provide details. 

Please indicate any periods when you have not been in employment, for example, where you may have undertaken further study, had a career break, etc.  You should only provide an indication that you have had a break in employment and not the reasons why on this section of the form.  You will be asked in Section 13 of the Application Form to provide further details of the breaks in employment.  Section 13 of the form will not be seen by those responsible for shortlisting, therefore this will remove any potential bias in the shortlisting process.  

Note 6 - Information in Support of Application

This part of the application form is one of the most important sections as it allows those responsible for shortlisting to match your knowledge, skills and experiences to those required for the post (which are outlined in the person specification).

You should focus the details of this section specifically to the job for which you are applying.  Wherever possible, provide clear evidence of how you have demonstrated each of the essential criteria on the person specification.

You should try to explain the knowledge and skills that you have gained and how this was achieved rather than simply providing a list of duties or referring to your current job description.  

Tip – In preparing this part of your application, it is useful to make a rough 

draft first.  Check through the draft to make sure that it is clear and concise, and that it covers all the criteria, before you complete the actual form.  Please give all the information that you think we may need – refer to the job description and person specification, as we cannot guess or assume anything about you.

Note 7 - General Details
You will only need to complete this section of the application form if the job description states that the post has an essential or casual car allowance, or it is a driving post.  

Successful candidates will be asked to provide evidence of their driving licence and insurance details during the pre-recruitment checks meeting (See Appendix 1 for further details).

Note 8 - Part Time Working

Cannock Chase Council is committed to considering applications from individuals wishing to be considered for a post on a part time basis.  Therefore, to assist with the assessment of whether this would be practicable and feasible, please provide in detail, possible times that you could work.

Please be aware that Cannock Chase Council cannot guarantee to be able to accommodate part time working but is committed to positively considering all requests.

Personal Information

This section of the form is not seen by those responsible for recruitment until after the shortlisiting has been finalised.

Note 9 - Personal Details

It is important that you complete this section of the form, as this is the only section that contains your personal contact information.  Where you have provided a work contact number please indicate whether it is appropriate to contact you at work.  Normally all correspondence will be sent to your home address, however, where there are unforeseen changes to the recruitment process it may be necessary to contact you at short notice.

Note 10 - Support and Adjustments

This section of the form enables you to identify any support and adjustments that would assist you in taking part in the selection process.  This can include, for example, specific breaks in order to be able to accommodate religious beliefs, a sign language interpreter or interview in ground level room, access to convenient lavatory facilities, adjustments to selection assessments for disability considerations etc.

Cannock Chase Council is committed to accommodating all reasonable requirements wherever possible.

Note 11 - Sickness Absence

Cannock Chase Council has a procedure to manage attendance.  This includes monitoring absence levels, interviewing employees about absence and identifying problems and support needed at an early stage so that we can take appropriate action.

Managers must take further action under the procedure if an employee’s period of absence triggers either of the following:

· Four periods of sickness absence in any rolling twelve months, or

· Four weeks continuous sickness absence

Trigger points may be adjusted for employees with disabilities as defined by the Disability Discrimination Act 1995.

You are asked in this section to confirm the details of your sickness absence levels.  If your absences trigger the points above, we will discuss this with you before making you an offer of employment.  Details of sickness absence are also confirmed with your employment referee.

Note 12 - Canvassing

You are asked in this section to confirm any relationships that you may have with Councillors or employees of Cannock Chase Council. This will enable us to ensure that those identified do not play a role in the recruitment to the post you are applying for.

If you ask a Councillor or an officer of Cannock Chase Council to use their influence to help you get a job, you will be disqualified from the recruitment process. If we discover evidence of this after your appointment you could be dismissed without notice.

Note 13 - General

Please provide details of any restrictions to your residence in the UK that might affect your right to take up employment. Where you require a work permit, you will be asked to provide this during the pre-recruitment checks meeting (See Appendix 1 for further details).

Please provide details of disciplinary proceedings instigated against you by either your current or any previous employers which have resulted in a warning or any other disciplinary action which is still ‘live’.

You are also asked in this section to confirm the details of any periods when you were not in employment, as stated in Note 5. The information that you provide in this section will not be seen by those responsible for shortlisting.

You should clearly indicate the length of the break in employment and a brief explanation of the reason for this.

Note 14 - References

Please give the names of two people who have agreed to act as referees and who have knowledge of your work, character and integrity.

Where you are currently in employment or have recently left employment, one of these referees must be your current or most recent previous employer.

Other suitable referees might include:

· Those in managerial positions at your current or previous employers

· Professionals i.e. University Professor, College Lecturer, Head Teacher

· Professional Membership Body representative, etc.

· Your Accountant or Solicitor

· Probation Worker, Social Worker

· Business Partner, Director

We do not accept references from personal friends or relatives.

We also ask for permission to contact your identified referees prior to the recruitment interview, however if you do not wish us to do this, please indicate.

Note 15 - Confirmation of Details

This is the only section of your application where you are signing to confirm that the details that you have provided throughout the rest of your application are to the best of your knowledge correct.  Therefore, please be sure to note that deliberately giving false or incomplete answers will disqualify you from the recruitment process.  If we discover evidence of this after your appointment, you could be dismissed without notice.

Data Protection Act

You are also advised that information on this form may be held on manual and computer systems.  We will observe strict confidentiality and disclosures will only be made for payroll, personnel administration and statistical purposes.  If you are a Jobcentre Plus client we will disclose information to the Employment Service for performance monitoring purposes.

How we will use the information on this application form

The Council asks for personal information from job applicants to assist with our recruitment process.  The personal information you supply will be kept in a recruitment folder.  Employees involved with shortlisting and appointment (usually managers, personnel and departmental support employees) will have access to certain sections of your application form at appropriate times as detailed on the application form.  For senior appointments, Councillors and occasionally external assessors could be involved.  We will not disclose this information to anyone else outside the Council.  If you are unsuccessful, we will destroy your application form and any other papers submitted within 12 months of the appointment being made.  You should send any queries about the processing of your personal data to the Human Resources Manager.

Sensitive Information

Under the Data Protection Act, ethnic origin, disability, criminal convictions and health information is defined as sensitive data.  The Council is required by law to monitor its recruitment practices.  This sensitive data is requested in Section 16 of the application form or on the appropriate disclosure forms.  If appointed, the information will be held in your personnel record.

Equal Opportunities

Note 16 - Equal Opportunities Monitoring

Cannock Chase Council only asks for the information on ethnicity, gender, age and disabilities in order monitor the effectiveness of its Equal Opportunity and Recruitment policies.

The information provided within this section of the form is retained within the Organisational Development Division and is not disclosed to anybody else involved with the recruitment process.

Please note however, that in line with the Employment Equality (Age) Regulations 2006, the Council does not offer employment to applicants who at the time of their application are over, or within six months of the Council’s normal retirement age of 65.  Therefore, for this reason all applicants are required to provide details of their date of birth.

General Guidance

Please remember to: -

· Return your application to the Council in time – applications that are received after the closing date will not normally be considered

· Take a copy of your application form, if you can, before you return it to us

· Keep free any interview date that is mentioned in the advertisement or other information sent to you.  Officer commitments mean that we are unlikely to be able to offer alternative dates

·  Check with your referees that they are happy for us to contact them before you name them, as this saves time

· Use extra sheets if you need to, but avoid just attaching a CV

· Complete your application form in black ink or type

Appendix 1

Pre-recruitment checks

Successful candidates for posts are invited to a pre-recruitment checks meeting following offer of the post.  

The purpose of the meeting will be to confirm one or more of the following criteria as appropriate:

· Criminal Records Bureau disclosure 

· Continuous Local Government Service

· Photo Identification

· Asylum and Immigration restrictions on employment, confirmation of nationality

· Copies of original Qualifications

· Valid Driving Licence and Insurance (where appropriate)

The confirmation of the above criteria in addition to medical clearance will then enable us to confirm your eligibility to be formally appointed into the post and your contractual entitlements.
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