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CHEPSTOW TOWN COUNCIL
APPLICATION FORM 
(This form will be photocopied for each member of the selection panel, so please type your answers or write clearly in black ink, using the same size (A4) paper for any additional pages).

	Position applied for:
	


Personal Details 
	Name


	

	Address

	

	Postcode


	
	Mobile Number

	

	Home telephone 

number 
	
     
	Work telephone number
	

	Email



Reason for Application 
	Please tell us why you are applying for this particular position and what attracts you to working for Chepstow Town Council.

	


Education and Training 
	Dates 
	Qualifications (Please state awarding institute or professional body)

	Further/Higher Education/School

	From 
	To
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Other Training

(eg, short courses)

	


Employment Details 
	(Please give details of your present or most recent employment/voluntary work first and work backwards.  Include all periods of unemployment; travel etc. in the space provided so there are no gaps in the record. You may include continuation sheets if necessary).

	Dates 
	Employer


	Position/Responsibilities

	Reason for Leaving

	From 
	To 
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Please describe briefly your main areas of responsibility in your current post:

	

	Period of notice required in current position:


	


Covering Statement/Additional Information

	Please describe how your skills and experience gained in a paid or unpaid capacity relate to the employee specification and the responsibilities required of this post (you may include continuation sheets if necessary). 

	


Administrative Details 
	Do you require a Work Permit to enable you to work in the UK?
	Yes/No

	Rehabilitation of Offenders Act 1974:
Have you ever been convicted of a criminal offence?
	Yes/No



	If yes, please give details with date and result (Declarations are subject to the provisions of the Rehabilitation Act 1974 as amended)

	


	Are there any adjustments that may be required to be made should you be invited to attend for interview? If yes, please give details:




References 

Please give the names of two referees, the first of whom should be your present or most recent employer.  References will only be taken up on the preferred candidate for appointment.  
	Reference 1 
	Reference 2 

	Name
	
	Name
	

	Position
	
	Position
	

	Address


	
	Address


	

	Telephone number

	
	Telephone number

	

	E-mail
	
	E-mail


	


I declare that to the best of my knowledge the information given on this form is correct. I understand that any false declaration or misleading statement or a significant omission may disqualify me from employment and render me liable for dismissal. I understand that any job offer is subject to references, checks on relevant qualifications, employment eligibility and criminal convictions, a probationary period and if considered appropriate a medical report all of which must be deemed by the Council as being satisfactory.  Please note that if you succeed in your application and take up employment with the Council, the information you have provided in this application form will be used for the administration of your employment and to provide information about you to a third party via your payslip. We will also use the information if there is a complaint or legal challenge relevant to the recruitment process.
Signed 
 ____________________________________ 
Date 

_________________

Please return to: 
lucyallen@chepstow.co.uk
In the subject heading mark as Recruitment
 Or by post to:

Town Clerk, Chepstow Town Council, 
The Gatehouse, High Street, Chepstow, NP16 5LH
By the advertised closing date: Thursday 14th April 2022, 12 noon.
Interviews will be held the week of Monday 25th April 2022 – if possible please indicate days that would not be suitable.
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CHEPSTOW TOWN COUNCIL 

The Gatehouse, High Street, Chepstow, NP16 5LH

clerk@chepstow.co.uk tel. 01291 626370

Recruitment Privacy Notice

Chepstow Town Council is the Data Controller under the new data protection law and will only use your personal information for purposes relating to your employment with us.

Information Held About you

As part of the recruitment process it is necessary for us to collect and hold personal information about you. This information will include:

•
Your name, address, home and mobile telephone numbers, email address and other relevant contact information;

•
Previous employment details including qualifications, experience, employment 
history and interests;

•
Equal Opportunity information including race, ethnic origin, gender, date of birth and 
disabilities;

•
Information regarding any criminal record you may have;

•
Details of at least two referees. 

We may collect the following additional information after the shortlisting stage and before making a final decision to recruit:

•
Information regarding your academic and professional qualifications;

•
Information to enable us to verify your right to work and suitability for the position;

•
A copy of your driving licence.

Who is processing my data?

All personal data held, is processed in accordance with data protection law. The Data Controller for the information outlined in this privacy notice is Chepstow Town Council.

How will we use the Information we hold about you?

We will collect information about you (where applicable) to:

•
Take steps to enter into a contract of employment;

•
Comply with our legal obligations (salary payments, HMRC, pensions);

•
Ensure that the information we hold about you is kept up to date;

•
Deal with any Employee/Employer related disputed that may arise;

•
Provide human resources support.

What is the legal basis for us to process your data?

The legal basis for processing the data is:

•
Carrying out of a contract to which you are a party;

•
Our legal obligation under employment legislation;

•
The performance of a task carried out in the public interest; and

•
For the purposes of our legitimate interests, but only if these are not overridden by your interests, rights or freedoms.

Who we will share your information with?
We may share your information with partner organisations, including:

•
The Payroll Services Bureau at North Somerset Council;

•
Our Employees, agents and professional advisors;

•
With other third party contractors who provide services to us;

•
Where we are under a legal obligation to do so, for example where we are required to share information under statute, to prevent fraud and other criminal offences or because of a Court Order for example HMRC or the Police.

We will not normally share your information with organisations other than our partner organisations without your consent. However, there may be certain circumstances where we would share without consent such as where we are required to do so by law, to safeguard public safety, and in risk of harm or emergency situations. Any information which is shared will only be shared on a need to know basis, with appropriate individuals.  Only the minimum information for the purpose will be shared.

How Long do we Keep your Records?

We will only keep your information for the minimum period necessary. If you are unsuccessful we will keep your information for six months. If you are employed your information will be kept for six years after termination of employment. All information will be held securely and destroyed under confidential conditions.

Your rights

You have a number of rights under data protection law, including the right to request your information and to request that the information be amended or erased if incorrect. 

To exercise these rights, you will need to put your request in writing and provide proof of identification to the Clerk, Chepstow Town Council, The Gatehouse, High Street, Chepstow, NP16 5LH

You also have a right to make a complaint about our handling of your personal data to the Information Commissioner’s Office https://ico.org.uk/

Providing Accurate Information

It is important that we hold accurate and up to date information about you in order to assess your needs and delivery the appropriate services.  If any of your details have changed, or change in the future, please ensure that you inform us as soon as possible so that we can update your records.

Further information

If you have any questions or concerns about how your information is used, please contact Chepstow Town Council, The Gatehouse, High Street, Chepstow, NP16 5LH in the first instance. 

More information about data protection and how it applies to you can be found on the Information Commissioner’s Office website at https://ico.org.uk/
Chepstow Town Council

EQUAL OPPORTUNITIES MONITORING FORM
This form will not be seen by the Interviewer/Panel prior to interview and is not used in any decision-making.

You do not have to complete this form but doing so enables us to monitor the effectiveness of our Equal Opportunities Policy. We recognise the benefits of a diverse workforce. We are committed to treating all job applicants and employees with dignity and respect regardless of race, ethnic background, nationality, colour, gender, trans-gender status, pregnancy, disability, age, sexual orientation, religion or belief. We therefore welcome applications from all sections of the community.

Please state which job you have applied for .........................................................................................

1.
How would you describe yourself? (Please tick one box)

A 
 Asian or Asian British


 Bangladeshi


 Indian


 Pakistani


....................... Any other Asian background, please state 
B 
 Black or Black British


 African


 Caribbean


....................... Any other Black background, please state 
C 
 Chinese or other ethnic group


 Chinese


....................... Any other, please state 
D 
 Mixed Heritage


 White and Asian


 White and Black African


 White and Black Caribbean


...................... Any other Mixed background, please state 
E 
 White


 British


 English


 Irish


 Scottish


 Welsh


...................... Any other White background, please write in box 
F 
 Prefer not to say

2.
What is your gender?

Male
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Prefer not to say
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3.
Is your present gender the same as at your birth?

Yes
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No
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Prefer not to say
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4.
What is your age group?

	16-17
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	18-21
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	21-29
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	30-39
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	40-49
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	50-59
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	60 or over
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	Prefer not to say
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5. What is your sexual orientation?

	Heterosexual/straight
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	Bisexual
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	Lesbian/gay woman
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	Homosexual/gay man
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	Other
	[image: image19.png]



	Prefer not to say
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6. What is your religious or belief system? 

	Buddhist
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	Christian
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	Hindu
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	Jewish
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	Muslim
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	Sikh
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	No Religion
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	Other
	[image: image28.png]



	Prefer not to say
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7. Do you consider yourself to have a disability or long-term health condition?

Yes
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No
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Prefer not to say
[image: image32.png]



� EMBED PBrush  ���





� EMBED PBrush ���








_956402079

_1621923712

