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Houghton Regis Town Council 

CONFIDENTIAL

APPLICATION FORM


Position Applied for:		

Notes for Completion:

Please type your answers or complete the form clearly in black ink. You may attach additional sheets where necessary, clearly identifying the relevant section. If you need this form in another format or support to complete it, please contact L. Senior at louise.senior@houghtonregis-tc.gov.uk or by phone: 07506 733110
Please forward your completed application form to louise.senior@houghtonregis-tc.gov.uk 

The closing date for applications is:

	
1.  	Personal Details

	Surname		
Forename(s) 	
Address		
	
	
Postcode	
	Telephone Number (mobile) 	
Telephone Number (Home) 	
E-Mail Address 	
National Insurance Number	

	
Holiday Commitment - Please give details of any holiday commitment you have over the next 12 months:  


	2.	Professional Membership

	Organisation
	Membership Status

	



	




	
3.	Education and Qualifications (Secondary/College/University etc.)

	
Dates
	
School/College/ University etc.

	
Qualifications
(State level and subject)

	
Grades

	from
	to
	
	
	

	

















	
	
	
	

	4.	Present/Most Recent Employment

	Name & Address of Employer:
	Reason for leaving:

	



	


	Job Title:                                                           

	Present/last salary and allowances:

	Date started:
	Period of notice required/last date of employment:

	Main duties: 





	
5.	Previous Employment (Please list your previous two employers and any other relevant employment)

	Dates

	
Name & Address of Employer
	
Job Title/ brief description of duties
	
Annual Salary
	
Reason for Leaving

	from
	to
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	

	

	

	
	
	

	
	
	
	
	
	

	6. 	Information in Support of your Application

	
Notes
1 Please explain why you are applying for this vacancy. 
2 Also explain how you meet the Person Specification for this post by making reference to previous experience and training. 












































(Please use continuation sheet(s) if necessary)


	

7.	Training

	Please give details of any courses you have completed which you think are relevant to this post:














	8.     Interests, Hobbies, Sports

	Please give brief details of your interests outside work, including membership of clubs and any voluntary work you undertake which may be relevant to this post





	9.	Other Information

	We guarantee an interview to all candidates who have a disability where they meet the minimum criteria for a job
Do you consider yourself to have a disability under the Equality Act 2010? Y / N


Do you hold a current Driving Licence?  Y / N	 	  

What kind of licence is it?     Provisional         Full         HGV 

Do you have regular use of a vehicle?  Y / N		 

Please give details of any penalty points and/or driving ban in the last five years 


How did you learn of this vacancy?

Social media                                    Noticeboard

Word of mouth                                LinkedIn

Job website                                     Please specify …………………………………………

Other                                              


	10.  Support and adjustments during recruitment

	We want applicants to have the opportunity to demonstrate their skills and experience throughout the recruitment process.
Please tell us about any adjustments or support that would help you complete your application, attend an interview or take part in any assessment.
Examples could include an accessible interview room, information in a different format, rest breaks, written copies of interview questions or additional time to consider questions.
Please describe the support you would find helpful. You do not need to provide details of a diagnosis or medical condition.







If you are shortlisted, your interview invitation will explain the interview format, approximate duration, any assessment tasks and the main topics to be covered.


	
11.	References please ensure your referees are in a position to respond promptly. It is our policy to contact ALL named referees after a conditional offer has been made. 

	First referee 
Name: 

	Second referee Name: 

	Address:
	Address:

	
Email Address: 
	Email Address:

	Telephone number: 

	Telephone number:

	Occupation: 

	Occupation: 

	[bookmark: _Hlk491423610]
	

	12.	Declarations/Code of Conduct

	
Are you related to any Councillor or Employee of this council?        Y / N

If YES, please give details:

I understand that canvassing of Councillors or Officers, directly or indirectly, will disqualify my application
Right to work in UK
Are there any restrictions on your continued residence or employment in the UK? (If yes, please give details)?      Y / N
Please indicate how you can evidence your right to work in the UK, for example through acceptable documents or an online share code (see Appendix 1)
Criminal record declaration
For all applicants
Do you have any unspent criminal convictions or conditional cautions? Yes / No
Only for applicants to posts identified in the recruitment pack as exempt from the Rehabilitation of Offenders Act 1974 and eligible for a standard or enhanced DBS check
Do you also have any spent convictions or cautions which are not protected under the DBS filtering rules? Yes / No / Not applicable
You do not need to disclose protected convictions or cautions.
If you answer yes to either question, please provide details on a separate sheet marked “Confidential”.




	Declaration
I confirm that to the best of my knowledge and belief the information I have given in support of my application is correct and understand that any misleading statement or deliberate omission may result in my dismissal and a claim for damages if I am appointed.

Houghton Regis Town Council collects and processes personal information to administer and manage its recruitment process. We process this information to comply with legal obligations. 
 
Under UK GDPR, you have rights regarding your personal data, including the right to access information held about you and, in certain circumstances, to request correction of inaccurate information.  Recruitment records for unsuccessful candidates will normally be retained for six months after the vacancy has closed. If you are successful, relevant information collected during the recruitment process will become part of your employment record and will be retained in accordance with the Council’s retention requirements. This means that requests for deletion may not always be possible. 
Further information about how we process personal data can be found in our Privacy Policy https://www.houghtonregis-tc.gov.uk/privacy-policy.  The Council's Data Protection Officer is Sarah Gelsthorp. 

Signed:............................................................	             Date:...............................................
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Houghton Regis Town Council 

CONFIDENTIAL

Equal opportunities recruitment monitoring form 
 
Position Applied for: 			

The following pages will be detached from your application prior to it being considered for shortlisting.

Houghton Regis Town Council is committed to equal opportunities in employment and seeks to ensure that no candidate is treated less favourably on the grounds of age, disability, gender reassignment, marital status or civil partnership, pregnancy/maternity, race, religion or belief, sex, or sexual orientation. 

The organisation needs your help and co-operation to enable it to do this but filling in this form is voluntary. The information you provide will stay confidential. 
Gender   Man  	   Woman       Non-binary      Prefer not to say  

If you prefer to use your own term, please specify here …………………….

Is your gender identity the same as registered at birth?
         Yes       No      Prefer not to say 
   Marital status:
□ Single
□ Married/Civil Partnership
□ Divorced/dissolved partnership
□ Co-habiting
□ Separated
□ Other
□ Prefer not to say 
  Age		16-24		25-29		30-34	 	35-39		40-44	    45-49  
50-54		55-59		60-64		65+	     	Prefer not to say   
What is your ethnicity? Ethnic origin is not about nationality, place of birth or citizenship. It is about the group to which you perceive you belong. Please tick the appropriate box

White:
|_|   White British     |_|   White Irish     |_|   Gypsy/Irish Traveller/Roma
|_|   White Other(please specify)______________:

Black / Black British:
|_|   Caribbean     |_|   African     |_|   Black British     
|_|   Any other black background (please specify) ______________:

Asian / Asian British:
|_|   Indian     |_|   Pakistani     |_|   Bangladeshi    |_|   Chinese     
|_|   Asian British     |_|   Any other Asian background 
(please specify)______________:

Mixed Ethnic Background:
|_|   Black and White Caribbean     |_|   Black and White African
|_|   Asian and White    
|_|   Any other mixed ethnic background (please specify) ______________:

Any Other Ethnic Background:
|_|   Any other ethnic background (please specify)______________:

|_|   Prefer not to say
 		
Do you consider yourself to have a disability or health condition?   
Yes 	 	No 	   Prefer not to say 

If yes, please give brief details of the disability and any adjustments which would need to be made to enable you to carry out the duties listed for this post: 


What is your sexual orientation?
Heterosexual 	  Gay/lesbian       Bisexual       Prefer not to say       
If you prefer to use your own term, please specify here ……………………………………………….….	

			
What is your religion or belief?
No religion or belief	 	Buddhist 	 Christian       Hindu          Jewish	  
Muslim  	   Sikh	   Prefer not to say      If other religion or belief, please write in: 	


What is your current working pattern?
Full-time  		Part-time               Prefer not to say   


Do you have caring responsibilities? If yes, please tick all that apply
None   	     Primary carer of a child/children (under 18)   	

Primary carer of disabled child/children  	     

Primary carer of disabled adult (18 and over)        Primary carer of older person 	

Secondary carer (another person carries out the main caring role)  

Prefer not to say	

I understand that this information may be stored confidentially and processed as part of the Town Council’s monitoring of equal opportunities only in accordance with its obligations under the Equality Act 2010 and I give my consent to my details to be used for this purpose. 
 
 
Signed___________________________ 				Date_______________ 
 

Name____________________________ 
 
Thank you for your co-operation.


Appendix 1 - List of acceptable documents to evidence right to work


	View the current Home Office right-to-work checklist here

	Online right-to-work checks

If you hold an eVisa, please provide a right-to-work share code and your date of birth when requested, so the Council can check your right to work online.

	1.Manual document-based check


	Step 1 – Obtain

	List A: Acceptable documents to establish a continuous statutory excuse (individual has a continuous right to work in the UK therefore no follow-up checks will be required)

	1. [bookmark: _bookmark0]A passport1 (current or expired) showing the holder is a British citizen.

2. A passport or passport card1 (in either case, whether current or expired) showing that the holder is an Irish citizen.

3. A document issued by the Bailiwick of Jersey, the Bailiwick of Guernsey or the Isle of Man, which has been verified as valid by the Employer Checking Service, showing that the holder has been granted unlimited leave to enter or remain under Appendix EU(J) to the Jersey Immigration Rules, Appendix EU to the Immigration (Bailiwick of Guernsey) Rules 2008 or Appendix EU to the Isle of Man Immigration Rules.

4. A current passport endorsed to show that the holder is exempt from immigration control, is allowed to stay indefinitely in the UK, has the right of abode in the UK, or has no time limit on their stay in the UK2.

5. A current Immigration Status Document issued by the Home Office to the holder with an endorsement indicating that the named individual is allowed to stay indefinitely in the UK or has no time limit on their stay in the UK, together with an official document giving the individual’s permanent National Insurance number and their name issued by a government agency or a previous employer.

6. A long or short birth or adoption certificate issued in the UK3, together with an official document giving the individual’s permanent National Insurance number and their name issued by a government agency or a previous employer. (Employers can accept digital evidence of an individual’s name and National Insurance number, provided they are satisfied it belongs to them and comes from a reliable source. Employers must not ask the individual for their password to access information on their personal device.)

7. A birth or adoption certificate issued in the Channel Islands, the Isle of Man or Ireland, together with an official document giving the individual’s permanent National Insurance number and their name issued by a government agency or a previous employer.

8. A certificate of registration or naturalisation as a British citizen, together with an official document giving the individual’s permanent National Insurance number and their name issued by a government agency or a previous employer.

Except for digital evidence of an individual’s name and National Insurance number, employers must not rely on a screen shot, scanned copies or other electronic copies of documents for a manual right to work check. The check must be conducted in the presence of the holder, either in person or by a live video link. Where
the check is conducted by live video link, you must be in physical possession of the original documents.






[bookmark: _bookmark1]1 A clipped passport is a cancelled document (identified by the corners of certain pages in the passport being cut/removed) and therefore is not acceptable proof of right to work.
[bookmark: _bookmark2]2 ‘Definition includes those with a document which shows that the holder is entitled to readmission to the UK (RUK endorsement)’ and ILR endorsements from a Crown Dependency.
[bookmark: _bookmark3]3 Definition includes a birth certificate issued by a UK diplomatic mission (British Embassy or British High Commission) and consular birth certificates.

2

	List B Group 1: Documents which establish a time-limited statutory excuse until the expiry date of permission (a follow-up check will be required for an employer to maintain their statutory excuse)

	1. A current passport endorsed to show that the holder is allowed to stay in the UK and is currently allowed to do the type of work in question4.

2. A document issued by the Bailiwick of Jersey, the Bailiwick of Guernsey or the Isle of Man, which has been verified as valid by the Home Office Employer Checking Service, showing that the holder has been granted limited leave to enter or remain under Appendix EU(J) to the Jersey Immigration Rules, Appendix EU to the Immigration (Bailiwick of Guernsey) Rules 2008 or Appendix EU to the Isle of Man Immigration Rules.

3. A current Immigration Status Document containing a photograph issued by the Home Office to the holder with a valid endorsement indicating that the named individual may stay in the UK and is allowed to do the type of work in question, together with an official document giving the individual’s permanent National Insurance number and their name issued by a government agency or a previous employer.



	List B Group 2: Documents which establish a time-limited statutory excuse for six months (a follow-up check will be required for an employer to maintain their statutory excuse)

	1. A document issued by the Home Office showing that the holder has made an application for leave to enter or remain under Appendix EU to the Immigration Rules (known as the EU Settlement Scheme or EUSS) on or before 30 June 2021 together with a Positive Verification Notice from the Employer Checking Service.

2. A Certificate of Application (non-digital) issued by the Home Office showing that the holder has made an application for leave to enter or remain under Appendix EU to the Immigration Rules (Known as the EU Settlement Scheme or EUSS) on or after 1 July 2021, together with a Positive Verification Notice from the Employer Checking Service.

3. A document issued by the Bailiwick of Jersey, the Bailiwick of Guernsey or the Isle of Man, which has been verified as valid by the Employer Checking Service, showing that the holder has been granted limited leave to enter or remain under Appendix EU(J) to the Jersey Immigration Rules, Appendix EU to the Immigration (Bailiwick of Guernsey) Rules 2008 or Appendix EU to the Isle of Man Immigration Rules together with a Positive Verification Notice from the Home Office Employer Checking Service.

4. An Application Registration Card issued by the Home Office stating that the holder is permitted to take the employment in question, together with a Positive Verification Notice from the Home Office Employer Checking Service.
5. A Positive Verification Notice issued by the Home Office Employer Checking Service to the employer or prospective employer, which indicates that the named individual may stay in the UK and is permitted to do the work in question.





[bookmark: _bookmark4]4 This includes a current passport endorsed with a stamp showing an individual has been granted leave to enter and there are no work-related conditions attached. If, under the conditions of the individual’s leave, work was restricted or prohibited the endorsement placed in the individual’s passport would explicitly set that out as a condition
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