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SPENNYMOOR TOWN COUNCIL

Application for 

Employment
Please read the Guidance Notes to Applicants accompanying this form before completion
Applications will only be considered from candidates who complete ALL sections of the application form. CVs are not acceptable.
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Please read the Guidance Notes to Applicants at the back of this form before completion

PLEASE COMPLETE ELECTONICALLY, NOT HANDWRITTEN
	PART A Personal Details
	For Office Use Only
	Ref No: 


Post for which you are applying        

Department

	
	
	


	Surname 


	Forename(s) 
	Title (Optional)



	Address 
Post Code
	Phone Numbers:
Personal
Work

Email Address: 



	
	

	
	

	

	May we call you at work?                                                 Yes 
	 
	No
	
	

	

	National Insurance Number:  



	Do you need a work permit to work in the UK?             Yes
	
	No
	
	
	

	


References

Name and address of two persons from whom we may seek references regarding your suitability for employment, which will include any sickness absence.  If you do not wish a reference to be requested until you give permission, please enter an ‘X’ in the relevant box.  Please note that relatives cannot act as referees.
	
	 Present/last employer
	
	   2nd Referee


	Name


	Name

	Job Title   
	Job Title (if applicable)

	Address 


	Address



	Email address
	Email address


Declaration

I have read the guidance notes and understand the appointment conditions attached to all and some specific posts.  
If you have any relationship with any Councillor or senior employee of the Council, please state the name(s) and nature of relationship.

Data Protection Act 2018   The information on this form may be held on computer, and/or held as manual data.  All the information supplied by you is strictly confidential and will only be used for the purpose of recruitment and personnel administration.  

I certify that to the best of my knowledge the information I have supplied is correct.  I understand that deliberately giving false or incomplete information would disqualify me from appointment or, in the event of discovery after appointment, make me liable to dismissal without notice.

	Signature
	
	Date
	


	PART B Employment History
	For Office Use Only
	Ref No: 


Post for which you are applying
        Department

	
	
	


Present or most recent employment

	Employers Name and Address


	Job Title


	
	Salary/Grade


	Date Commenced


	Notice Required



	
	Reason for leaving present/last position



	Give a brief outline of your duties, responsibilities and major achievements




Previous employment (please list in chronological order – earliest first)

	From

(Mth/Year)
	To

(Mth/Year)
	Employer
	Job title and responsibilities relevant to this application
	Salary on leaving
	Reason for  leaving

	
	
	
	
	
	


Voluntary work experience (if applicable)
	From

(Mth/Year)
	To

(Mth/Year)
	Brief description of the work involved

	
	
	


	PART C 
Education, qualifications and experience


Qualifications gained up to and including GCE “A” Level, GNVQ or equivalent

(please include GCSE grades A-C or equivalent (eg NVQ 2, “O” Level)

	Subject 
	Qualification
	Grade

	
	
	


Membership of Professional Bodies

	Date obtained
	Name of professional body
	Class/Grade of membership

	
	
	


Further/Higher Education & Qualifications 

Qualifications gained which are higher than GCE “A” Level or equivalent 

	College/University attended
	Qualification gained
	Grade/Class

	
	
	


Work related courses/training

Please give details of any courses you have attended or specialist skills you have acquired/developed which are relevant to the job you are applying for:
	Date attended
	Duration of course
	Organising body
	Course title/subject

	
	
	
	


	
	

	Do you possess a current driving licence?
	Yes
	
	
	No
	
	

	
	

	Are you capable of independent travel?

Yes

No


	

	Please indicate any driving license endorsements (penalty points) currently applied:  


 Experience
Please explain how your experience, skills and knowledge meet the job description and essential criteria for the job as listed in the person specification.  (continue on a separate sheet if necessary).

	


	Please explain how your experience, skills and knowledge meet the desirable criteria for the job as listed in the person specification. (continue on a separate sheet if necessary).




	PART D 
Equal Opportunities Monitoring Form


For office use only
	Ref No:


We are committed to promoting equality and we want to ensure that all applicants are considered solely on merit.  This is a voluntary form and you do not have to provide answers to each question if you do not wish to do so.  The information you provide here will be treated in strictest confidence and will not be used as part of the selection process.
	Post for which you are applying
	


	How did you find out about this job?



Gender 
Agenda
(
Androgyne
(
Demigender
(


Man
(
Genderqueer/Gender Fluid 
(
Questioning/Unsure
(

Trans-Man
(
Trans-Woman
(
Woman
(

Prefer not to disclose
(
Additional Gender Category/Identify (please state):
Age Range

Up to 19
(
20-29
(
30-39
(
40-49
(
50-59
( 
60+
( 
Ethnicity

Please note: the categories below are taken from the 2001 Census. The Council is required to use this format for its monitoring exercises. 

What is your ethnic Group? Please choose one section from A to E, then place a cross in the appropriate box to indicate your cultural background.

A
White









British




(
Irish




(
Any other white background
(
(please state)  
B
Mixed


White & Black Caribbean

(

White & Black African

(

White & Asian


(
Any other mixed background
(
(please state)  
C
Asian or Asian British


Indian




(

Pakistani



(

Bangladeshi



(
Any other Asian background
(
(please state)  
D
Black or Black British


Caribbean



(

African



(

Any other black background
(
(please state)  
E
Chinese or other Ethnic Group


Chinese



(

Irish Travellers/Gypsy

(
Any other ethnic group

(
(please state)  

Sexual Orientation

Asexual 
(
Bisexual
(
Gay
(
Straight
(
Lesbian
(
Pansexual
(
Queer
(
Questioning/Unsure 
(


Prefer not to disclose
(
An identify not listed (please state):

Religion and Belief

How would you describe your religion/belief?

Buddhism
(
Judaism
(
Baha’I

(
Christian
(
Muslim
(
Zoroastrian
(
Hinduism
(
Sikhism
(
Other

(
No religion
(
Disability

Do you consider yourself to have a disability?  Disability is defined under the Disability Discrimination Act 1995 as ‘physical or mental impairment which has a substantial and long term adverse effect on a person’s ability to carry out normal day to day activities’. The impairment is long term if it has lasted 12 months or is expected to last at least 12 months.

Yes

(


No



(
Please identify any specific support in relation to your disability you feel you would need:

	To attend an interview with the Council
	During employment with the Council

	
	


Are there any specific requirements you would identify that support you in practising your religion/belief during your employment with the Council?

	Yes
	
	       No
	






Guidance Notes to Applicants

Please read these guidance notes thoroughly before completing this Application Form

1 Part A provides personal information required by the Council.  

2 Parts B and C of this form relate to employment history, qualifications and experience relevant to the job.  

3 Part D provides personal information required by the Council to assist in monitoring the effectiveness of our Equal Opportunities Policy. 

4 If appointed, candidates will be required to complete a medical questionnaire and may be required to undergo a medical examination.

5 All appointments are subject to proof of qualifications. 

6 In relation to the Asylum and Immigration Act 1996, any offer of employment will be conditional upon proof of your right to take up employment in the UK.

7 On completion of the form, please ensure that you sign and date the declaration on Part A, or if sent electronically you will be asked to sign in person before a job offer is made.

This Application Form should be completed and returned via email to or by post to:
louise.holmes@spennymoor-tc.gov.uk
 Louise Holmes
Executive Support Officer
Spennymoor Town Council
Town Hall
Spennymoor

County Durham

DL16 6DG

Telephone Number: 01388 815276
Please ensure that you pay the correct postage when sending your application form. 
Applications sent with incorrect postage usually arrive after the closing date and therefore are not accepted. Forms sent in A4 sized envelopes are classed as 'large letters' and therefore a normal first class stamp is not sufficient. 
