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APPLICATION FORM 

 
Private and Confidential 

 
Please complete all sections in full, in black ink or typescript 

 
Personal information 
 
 
Post applied for: 

 
 

 
Full Name: 

 

 
Address: 
 
 
 
 

 
 
 
 
 
 
 
 

Telephone Number (home or mobile):  
Telephone Number (work): Can you be contacted at work?   
E-mail address (optional):  

 
Employment 
 
Present/most recent employment:  
(please indicate whether or not you are still in employed) 
Name and address of 
employer 

 
Position held 

 
Summary of duties 

 
 
 
 
 

 
 
 
 

 
   

Previous employment (please give your latest employment first and explain any periods 
not accounted for.  Continue on a separate sheet of paper if needed) 
Name and address of 
employer 

 
Position(s) held 

 
Summary of duties 
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Education 
 

School/college/ university/further 
education 

Subjects studies Results/grades 

 
 
 
 
 
 
 
 
 
 

 
 

 
 
 

 
Professional qualifications: 
 
 
 
 
 
 
Other qualifications and training relevant to this post: 
 
 
 
 
 
 

 
General 
 
Are you entitled to work in the United Kingdom?      
 
Have you any criminal convictions you should disclose?  If so, please give details (other 
than for spent convictions under the Rehabilitation of Offenders Act 1974, see explanatory 
notes) 
 
 
 
 

 
Please use this space to explain why you are applying for this post and to give any additional 
information you feel may be relevant to your application. Please include any 
voluntary/social/sports or statutory activity where skills and experience have been gained 
that may assist you in your application.  You may continue on a separate sheet of paper if 
necessary.  You are advised to use the Job Description and Person Specification as 
an indicator of the skills, experience and attributes that are required.  
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References: 
 
Please give the name, address and telephone numbers of two referees.  At least one 
should be a present or most recent employer.  Please indicate in what capacity you know 
the referees. 
Name:      
 
Position:   
 
Address:  
           
 
 
Post Code:  
 
Telephone number: 
 
Capacity:  
 

Name:      
 
 
Position:   
 
Address:   
 
                  
 
 
 
Post Code:  
 
Telephone number:  
 
Capacity: 

 
May references be taken up prior to interview (please indicate)?              
When would you be available to take up appointment? 
 
 

 
Please check that all sections of this application form have been completed. 

 
 

Declaration: 
 
I hereby declare that, to the best of my knowledge, the information given on this form is 
correct and complete and can be treated as part of any subsequent Contract of Employment.  
I understand that if any statement is false or misleading, or if I have withheld relevant 
information, my application may be disqualified or, if I have already been appointed, 
disciplinary action may be taken which may result in dismissal.  This declaration does not 
affect my rights under the Rehabilitation of Offenders Act 1974. 
 
Signed: ………………………………………………               Date: ……………………….. 
 
Please return this form to Selby Town Council, Town Hall, York Street, Selby, YO8 
4AJ or email it to g.bell@selbytowncouncil.gov.uk by 5pm, on 19 May 2021 
 
Interviews will be held on 26 May 2021, if you have not been invited to interview by 
that date, you may assume that your application has been unsuccessful. 
 
FOR OFFICE USE ONLY: 
 
Received                                                                 Decision 
 
 
Interview                                                                 Decision 

 
 

mailto:g.bell@selbytowncouncil.gov.uk
mailto:g.bell@selbytowncouncil.gov.uk


SELBY TOWN COUNCIL 
JOB APPLICATION GUIDANCE NOTES 

 
The information you give in your application is all that will be used to determine 
whether or not you should be interviewed for the post. CV’s alone are not 
accepted. It is vitally important that your application form contains all the information 
that is necessary to secure an interview. The following may be of assistance to you.  
 
Acquaint yourself with the Application Form. If you would prefer, the form can be 
filled in electronically. Do not hesitate to ask for an electronic version.  
 
Read through the Job Description and the Person Specification. The Job 
Description is a summary of the tasks that you will have to undertake and the Person 
Specification lists all the criteria by which the council will measure every applicant. 
Make sure your application form addresses both of these documents in order to 
maximise your chance of being called for interview.  
 
Completing the Application Form  
 
·If you are submitting a written application, please use black ink. Fill in the factual 
sections first of all. Provide all of the personal information that is asked for i.e. name 
,address, telephone number etc. 
 
·Applications that have been requested by e-mail must still be forwarded to Selby 
Town Council by post or by hand delivery. 
 
·Take time to fill in the application form. Why not prepare a draft application on a 
separate piece of paper? By taking time, your application will be free of mistakes, 
possible repetition and ensure that the final version is well presented, informative 
and a real reflection of you. 
 
·Please provide as much information as possible about how you can be 
contacted(telephone numbers, e-address etc) 
 
·Under previous employment, please work back in time. If you have more employers 
than there is space for, please include the information on a separate piece of paper 
but indicate you have done so on your application form. 
 
·Your educational record should be recorded sequentially i.e. start with school and 
move onwards in time. If you hold any professional qualifications please list them 
even if you feel they are not relevant to the position for which you are applying. List 
any training you have undertaken (this can include in-house training with former 
employers). 
 
·Make the fullest use of the section in which you are asked to provide information 
about why you wish to apply for the post on offer. Link your experiences to the Job 
Description and the Personal Specifications. Tell us about any skills you may have. 
Remember, experiences gained elsewhere (e.g. voluntary work, sporting activities, 
family life) are all transferable and therefore valid. Please feel free to use additional 
sheets of paper if needed 



 
·Think carefully about who you would like to act as your referees. It is preferable to 
provide at least one present, or recent, employer although the council recognises 
that this may not always be possible where an applicant is commencing or re-joining 
working life. It is the council’s practice that references will only be taken up if you are 
offered the post although there may be instances where it is necessary to do this in 
advance. Any appointment will be subject to the receipt of suitable references.  
 
·Please tell us the earliest date when you could commence employment with the 
council. 
 
·Do not forget to sign the application form and date it. We will not able to process 
your application if this is not done. 
 
·Remember to allow enough time for your application to be delivered by post. The 
application states when completed forms must be returned by. 
 
·Only hard copy applications will be considered. 
 
Additional documentation  
·Some positions with the council are such that there is a need for a Disclosure and 
Barring Service (DBS) check to be carried out. This may even involve seeking an 
enhanced disclosure. If this applies to the vacancy you are applying for, you will 
have been informed of this in the application pack that has been sent to you. 
 
·Please ensure you complete the GDPR Consent Form, without that consent the 
Council will not be able to process your application. 
 
·Applicants are asked if they would be kind enough to complete the Equal 
Opportunities Monitoring Form which assists the council monitor its recruitment. 
 
General points  
·Keep your information concise and to the point 
 
·Make a copy of your application from. You are free to refer to this in your interview. 
 
·It is the council’s practice not to inform candidates if they have not been called for 
interview, however if an email address is provided, unsuccessful interview 
candidates will be informed by this medium 
 
·Candidates called for interview, but who have been unsuccessful, can be provided 
with feedback if is requested. 
 
We look forward to hearing from you 



SELBY TOWN COUNCIL 
EQUAL OPPORTUNITIES MONITORING FORM 

 
Selby Town Council wants to meet the aims and commitments set out in its equality 
policy. This includes not discriminating under the Equality Act 2010, and building an 
accurate picture of the make-up of the workforce in encouraging equality and diversity. 
The organisation needs your help and co-operation to enable it to do this, but filling in this 
form is voluntary.  
 
Please return the completed form with your job application. 

Gender   Man  *    Woman *   Intersex * Non-binary * Prefer not to say * If you 
prefer to use your own term, please specify here ……………………. 

Are you married or in a civil partnership?   Yes * No  *   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 
English  *     Welsh *     Scottish  *   Northern Irish  *    Irish * 
British   *    Gypsy or Irish Traveller *   Prefer not to say  * 
Any other white background, please write in:   
 
Mixed/multiple ethnic groups 
White and Black Caribbean  * White and Black African *      White and Asian *     
Prefer not to say *    Any other mixed background, please write in:     
 
Asian/Asian British 
Indian   *    Pakistani  *      Bangladeshi  *    Chinese  *   Prefer not to say *     
Any other Asian background, please write in:     
  
Black/ African/ Caribbean/ Black British 
African  *     Caribbean *     Prefer not to say *     
Any other Black/African/Caribbean background, please write in:    
 
Other ethnic group 
Arab  * Prefer not to say *    Any other ethnic group, please write in:      

 
Do you consider yourself to have a disability or health condition?    
Yes *  No *    Prefer not to say * 
 
What is the effect or impact of your disability or health condition on your ability to give your best at 
work? Please write in here: 
 
The information in this form is for monitoring purposes only. If you believe you need a ‘reasonable 
adjustment’, then please discuss this with your manager, or the manager running the recruitment 
process if you are a job applicant.  



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    * 
 
What is your flexible working arrangement? 
None   *   Flexi-time  *     Staggered hours  * Term-time hours  * 
Annualised hours *     Job-share  *    Flexible shifts *      Compressed hours  * 
Homeworking  *   Prefer not to say *    If other, please write in:    
 

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 * 



Selby Town Council 
 

General Data Protection Regulation – Consent Form for Job Applicants 
 
In May 2018 the law changes about how councils record, store and use individuals’ personal 
data.  The General Data Protection Regulation (GDPR) will govern how we manage data. 
 
We need to collect and hold data about you to enable us to process your job application.  
GDPR places an obligation on employers to tell job applicants in more detail why we collect 
your data, what we do with it, and how long we expect to retain it. 
 
We wish to obtain your informed consent about the data that we may hold about you as it 
provides you with a better understanding of how we will use your data. 
 
We are not planning to transfer your data outside the European Economic Area. 
 
Your consent is requested 
 
We would like your consent to hold personal and special data about you in order that we can 
process your employment application. 
 
Your application will be manually examined by those appointed by the Council for the 
purpose of shortlisting; interviewing and appointing. 
 
The data we wish to obtain and hold (a range of examples provided, but not limited to): 
 
 Type of data Why we wish to hold it How long it will be kept for  
 
1 

 
Personal data 
 
Your personal 
address and other 
contact details. 

 
This will allow us to 
communicate with you. 

 
Data obtained during recruitment will 
only be kept until either your 
application has been declined and 
then destroyed after 6 months or, 
if a job offer is made, a more 
comprehensive GDPR consent form 
will be issued 

1 Recruitment data  
 
Previous employers; 
Types of job held at 
other employers; 
Previous salaries; 
Skills and 
qualifications 
obtained. 

 
 
This will enable us to 
make a decision on your 
suitability for 
employment.   
  

 
 
Data obtained during recruitment will 
only be kept until either your 
application has been declined and 
then destroyed after 6 months or, 
if a job offer is made, a more 
comprehensive GDPR consent form 
will be issued 

2 Ethnic monitoring 
data 
 
We may gather 
anonymous data 
relating to protected 
characteristics 
under the Equality 
Act 2010 
 

 
 
 
We use this data to 
understand the diversity 
of our workforce and job 
applicants and to 
positively inform our 
recruitment process. 

 
 
 
This anonymous data will be kept for 
the duration of this round of 
applications and stored for 4 years 
afterwards. 
 

 



Selby Town Council 
 
 

Agreement to use my data 
 
 
I hereby freely give Selby Town Council my consent to use and process my personal data 
(including sensitive data) relating to my job application (examples of which are listed above).   
 
In giving my consent: 
 
I understand that I can ask to see this data to check its accuracy at any time via a subject 
access request (SAR); 
 
I understand that I can ask for a copy of my personal data (and sensitive data) held about me 
at any time, and this request is free of charge; 
 
I understand that I can request that data that is no longer required to be held, can be 
removed from my file and destroyed; 
 
I understand that if I am unsuccessful with my application my data will be destroyed after 6 
months; 
 
I understand that I can contact Selby Town Council directly if I have any questions or 
concerns.  The email address is admin@selbytowncouncil.gov.uk  and the telephone number 
is 01757 708449. 
 
I understand that if I am dissatisfied with how Selby Town Council uses my data I can make 
a complaint to the Information Commissioner's Office, Wycliffe House, Water Lane, 
Wilmslow, Cheshire, SK9 5AF or at www.ico.org.uk 
 
 
Name:          _______________________________________________________ 
 
 
Signature:   ___________________________________________ 
 
 
Date:            _______________________________________ 
 

mailto:admin@selbytowncouncil.gov.uk
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