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APPLICATION FORM
Please complete this form and return it by email to recruitment@chippenham.gov.uk or hand it in to reception at the Town Hall. If you need to complete it by hand, please use dark ink.
If you would like a version of the application form in a larger print or would like any other support with making an application, please contact us.
	Job applied for
	

	Where did you hear about this job?
	


Section 1 – Your Personal Details and Declaration
The information in this section will be detached from the rest of the application form prior to shortlisting.  
	Miss/Mr./Mrs./Other (please state)
	

	Forename(s)
	

	Surname
	

	Address 
(including post code)


	

	Home phone number
	

	Mobile number 
	

	Email address 
	

	Work phone number 

(If happy to be contacted at work)
	

	All applicants are required to have the right to work in the UK or a valid work permit. Evidence of this will be requested if successful at interview stage.

	Do you have the right to work in the UK?
	❑ Yes     ❑ No

	Do you require a work permit to work in the UK?
	❑ Yes       ❑ No 
If yes, do you have a valid permit? ❑ Yes     ❑ No

	If you consider yourself to have a disability, please state any reasonable adjustments we can make, or any assistance or facilities you may require if attending an interview
	


	Do you know any members of staff or Councillors at Chippenham Town Council?
	❑ Yes       ❑ No 
If yes, in what capacity? (please state)

	Your post may be subject to Enhanced Disclosure with the Disclosure and Barring Service (DBS). If this is the case, it will be indicated on the Person Specification. If your post is subject to disclosure, and the disclosure reveals something that is not to the employer’s satisfaction, your employment will be terminated. If you know of any reason why you would not achieve a successful Enhanced Disclosure from the DBS, please provide details on a separate sheet, and attach to your application in a sealed envelope marked CONFIDENTIAL.

	Have you any convictions that are not spent under Rehabilitation of Offenders Act 1974 and are not minor motoring offences?


	❑  Yes      ❑ No

	If yes, please provide further details [spent convictions do not have to be declared]

	


I certify that all the information provided in this application form, together with any other information that I may provide during my application, is true and accurate to the best of my knowledge and belief. I understand and agree that:
1. Any information I provide may be verified through personal or written contact in whatever manner is considered appropriate by the Organisation and that any false or misleading statement may be sufficient cause for rejection or, if appointed, dismissal.

2. The information that I have provided in this application form and any other personal data (including sensitive personal data) that I may provide during the application process or any period of employment with the Organisation may be transferred to, held (in manual or electronic form) and used by the Organisation and/or carefully vetted third parties who may process personal data on behalf of the Organisation, for all purposes in connection with personnel and/or administrative matters including, without limitation, management planning or forecasting, and I expressly consent to such processing.
3. I understand that any information provided will be processed in accordance with the company’s GDPR Policy, including the procedures around retention periods. 
Signed (or Name if sending electronically): 
Date:
Section 2 - Your Current or Most Recent Employment
	Job title 
	

	Name of employer 
	

	Dates of employment
	

	Address of employer 
	

	Nature of the business
	

	Your main duties and responsibilities, who you are responsible to and staff responsible to you (if applicable)

	

	Reason for leaving (or wishing to leave)
	

	Notice period
	


Section 3 - Your Previous Employment

Please provide a history of your previous employment including any gaps and the reasons – continue on a separate sheet if necessary 
	Dates

from & to
	Position held 
	Employer’s name 
	Nature of business
	Reason for leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Section 4 - Your Education, Training and Personal Development
Please tell us about all your educational achievements (school, college, etc.) Please also include any relevant short training courses and professional membership or qualifications. (Original documents as proof of qualification may be required at interview).
	Where achieved?
	Achievements and grades 
	When (dates)?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Section 5 - Your Relevant Skills, Abilities and Knowledge
This information is used in the shortlisting of candidates for interview. Using the Person Specification section of the Job Description, please give details of how your skills and experience meet the requirements of this post, ensuring that you address each of the points listed as essential. This could include relevant information regarding work experience, voluntary work or hobbies. We are very interested to know what else you can bring to a role at Chippenham Town Council. You may add an additional A4 sheet.
	


Section 6 - Your References 

All offers of employment are subject to the receipt of two satisfactory references. Please give the details of two referees, at least one of which should be your current employer or last employer if you are currently unemployed, who we can write to confidentially. If you cannot provide two employer referees, please provide the name(s) of people who know you in a professional capacity, e.g., an institute of education (school, college, etc.). Personal references from friends or family are not acceptable. 

We will only contact your referees after interview and with your permission.
	Name: 


	Name: 

	Relationship: 

	Relationship: 



	Address: 


	Address: 



	Telephone: 
	Telephone: 

	E-mail:
	E-mail:


Section 7 – Your Driving Qualifications

Your post may require a driver’s license. If this is the case, it will be indicated on the Person Specification.
	Do you possess a full current driver’s license?
	❑ Yes       ❑ No

	Do you have access to a car that you could insure for business use and use for work?
	❑ Yes       ❑ No
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