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	Job Application

	English version (this form is also available in Welsh)



	Job Details

	
Application for the Post of









                                             
Post Id                                                        


Where did you see the advertisement for this job? 



	Personal Details

	                                                                                                                    

Surname                                                                                                                   Title 


Forenames


Address





	Telephone Number (Home) 
	Mobile No.


	Home email address or MCC work email address

Used throughout recruitment process e.g. invite to interview if successfully shortlisted. If appointed your home email address will be stored as part of your personal record and used to provide you access to your employee self-service portal if a work email address is not allocated as part of your job.




	Data Protection

	Monmouthshire County Council manages your data in accordance with Data Protection legislation. Our privacy notices can be found on our website https://www.monmouthshire.gov.uk/your-privacy . To view our recruitment & Selection privacy notice please click on ‘Resources’ and scroll down to ‘HR’ and select Recruitment & Selection. By submitting your application to Monmouthshire County Council you are confirming that you have read and understood the Council’s privacy policies.

As a Local Authority, we are required to protect the public funds we handle, so you need to be aware that we may use the information you have provided on your application form to prevent and detect fraud.  We may also share this information, for the same purposes, with other organisations which handle public funds.

	Eligibility or Right to Work in the UK

	All employers have a duty under the Immigration, Asylum and Nationality Act 2006 to carry out document checks on people to make sure they have the right to work in the UK. If successfully shortlisted you will be required to provide evidence of your eligibility/right to work in the UK. An online tool can be found via https://www.gov.uk/legal-right-work-uk which shows which documents gives someone the right to work in the UK. 
Please confirm that you are eligible to work in the UK and will be able to provide documentary evidence at interview if shortlisted.


Yes                 
No

	Equality Information



	Monmouthshire County Council aspires to have a workforce, which reflects the diversity of the population in Wales. Recruiting managers will use recruitment practices which support this aim and give due consideration to positive action, reasonable adjustments and equality which can help to address any under representation.  The Council is committed to equality and diversity in employment and service delivery to promote fairness and eliminate discrimination from recruitment and selection practices.  We will ensure that no job applicant or employee receives less favourable treatment either directly, indirectly on the grounds of age; disability; race; religion or belief; sexual orientation; gender reassignment; sex; marriage and civil partnership; pregnancy and maternity.

In order to monitor and audit equality of opportunity in recruitment and employment under the duties of the Equalities Act 2010, we are required to collect information for all job applicants and employees.  This data will only be used for this purpose, when reported it will be anonymised. Equalities monitoring data will form no part of the interview process.  If appointed this data will transfer to be stored as part of your personal record for continued reporting purposes only.  Any equalities data stored can be amended, updated or deleted by yourself throughout your employment via the employee self-service portal. All equality data submitted will be treated in strict confidence.

	

	Disability Confident - Guaranteed Interview Scheme

	We guarantee to interview disabled applicants who meet the essential requirements for the post. If you are disabled and wish to be considered under this scheme, please indicate below.



	Yes                 
No

	Do you have any special requirements to enable you to attend for interview?

Yes                 
 No


Please state special requirements needed:



	Armed Forces Covenant Scheme – Guaranteed Interview Scheme

	Monmouthshire County Council is an Armed Forces friendly employer and is an advocate for the Defence Employer Recognition Scheme.  A guaranteed interview will be offered to service leavers, provided that the service leaver is within 12-weeks of discharge or the Armed Forces was the last long-term employer. This scheme extends to reservists and spouses of those currently serving. The job applicant needs to meet the essential criteria for the advertised role.  

Please confirm if you are applying under this scheme (eligibility will be checked at interview):

Yes                 
No

	Autism Awareness

	We are committed to removing barriers to employment – please tell us if you require support:

Yes                 
No

	Keep on Caring

	Monmouthshire County Council is passionate about improving the lives and life chances of care leavers. As the Corporate Parent, the Council actively helps young people who have left care to access new opportunities and gain experiences that inspire them to set ambitious goals for themselves.

Please confirm if you are a Monmouthshire County Council care leaver:

Yes                 
No 


	 Welsh Language  and Other Linguistic Skills

	Are you a Welsh speaker?


	Yes
	 No



	Please describe your ability:


	Welsh Spoken
	Welsh Written



	Learner
	Intermediate
	 Advanced
	Fluent
	 Learner
	Intermediate
	 Advanced
	Fluent

	

	
	
	
	
	
	
	

	Do you wish to use the Welsh Language at interview or during the selection process? 


	Yes

	        No

	Do you have a linguistic skill in a language other than English (including BSL)? If Yes Please state:



	Yes
	          No

	
	
	

	Driving Licence Information



	ONLY complete IF the job you are applying for requires a driving licence 

(Please refer to advert, job description and person specification).



	Do you hold a valid current driving licence for use in the UK?
	Yes


	No

	Please state the type of licence you hold:

	FULL


	PROVISIONAL

	HGV
	PCV



	Do you have any current endorsements?
	Yes


	No



	More information about your driving licence can be found via https://www.gov.uk/check-driving-information

	Safeguarding

	Child and Adult Safeguarding are key priorities for the Council. We aim to support children and adults at risk to be as safe as they can and to fulfil their potential. All Council employees and volunteers are responsible for playing their part in the well-being, safety and protection of children and adults at risk. All employees and volunteers will be trained to the appropriate level of safeguarding and have a duty to fulfil their personal responsibilities for safeguarding.

	Criminal Convictions / Cautions

	ONLY complete IF the post you are applying for requires a Standard or Enhanced Disclosure & Barring Service (DBS) Check (Please refer to advert, job description and person specification).



	If the post that you are applying for requires a Standard or Enhanced Disclosure & Barring Service (DBS) check, this post will be exempt from the Rehabilitation of Offenders Act (ROA) 1974.

The amendments to the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 and 2020) provides that when applying for certain jobs and activities, certain convictions and cautions are considered ‘protected’. This means that they do not need to be disclosed to employers, and if they are disclosed, employers cannot take them into account.

There is a list of offences that will always be disclosed on a Standard or Enhanced DBS Certificate (unless they relate to a youth caution).  These are known as ‘specified offences’ and are usually of a serious, violent or sexual nature, or are relevant in relation to safeguarding children and vulnerable adults.  All convictions resulting in a custodial sentence, whether or not suspended, will always be disclosed.  Youth cautions, warnings and reprimands will not be disclosed automatically on a Standard or Enhanced certificate.  See DBS Filtering guidance for more information.

If you have had a conviction or caution further guidance can be found via “Telling an employer, universty or college about your criminal record”.  MCC’s DBS Policy is also available for your information.  Full web addresses for these links can be found at the end of the application form.

	Do you have any unspent conditional cautions or convictions under the Rehabilitation of Offenders Act 1974?


                                                  Yes                                      No

Do you have any adult cautions (simple or conditional) or spent convictions that are not protected as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2020?

                                                    Yes                                    No
Any disclosure of information obtained on a DBS certificate will be discussed with the successful applicant and risk assessed as part of a pre-employment process.


	Employment Details

	Current Employer



	Employer Name

 (If unemployed – please leave blank)


	

	Job Title:


	

	Address



	
Post Code


	Salary
	

	Date Appointed


	


	Main Duties and Responsibilities:



	

	Previous Employer



	Please include details of any temporary, unpaid and / or voluntary work. Any breaks in your employment history please give reasons. Please use a continuation sheet if necessary.

	Previous Employers Name 

(most recent first)


	Job Title


	Reason for Leaving 
	(Start & End Dates)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	References

	External Applicants
Please, give the names of two referees who have agreed to provide a reference on your behalf.  Referees/References must meet the following eligibility criteria: 

· One of these should be your current employer or if unemployed/self-employed your last employer within last 3 years. 

· If you are currently a student, one should be a Teacher / Lecturer from your place of study. 

· If you have not been previously employed, a suitable character reference must be provided.

· Two character references are not acceptable

Please, note that family members, personal friends or neighbours will not be accepted as referees.

For all posts working with children (and which require a DBS check), references will be requested for applicants prior to interview. For school posts references are requested by the school. 



	
	Referee 1

Current employer
	Referee 2

Most recent previous employer within last 3 years

	Name of Referee
	
	

	Job Title
	
	

	Name of Organisation
	
	

	Address
	
	

	Telephone No
	
	

	Email
	
	

	Please note that by submitting your application for this job you are providing your consent to Monmouthshire County Council to request employment references for you.



	
 Education and Training



	Please provide details of relevant education, training and professional qualifications and membership that apply to this job (Please refer to advert, job description and person specification).

Proof of essential qualifications for the job will need to be provided at interview. 

	Qualification
	Grade 
	Date

	
	
	

	Training

	Course / Training Details
	Dates

	
	

	Professional Qualification & Membership of Professional Bodies

	Membership Status


	Qualification / Professional Body
	Date

	
	
	

	Registration

	If there are registration requirements for the job – please ensure that you complete below (Please refer to advert, job description and person specification):

	
	Are you Registered?
	Date of Registration

	Social Care Wales

Please state membership No:



	Yes

               
	No


	

	Education Workforce Council (EWC)


	Yes 

              
	No


	

	Relationship to Council Members and Council Employees

	Please give the details of any Elected Member or Employee of the Council to whom you are related. If you fail to disclose such information you may be disqualified from consideration or, if appointed liable to dismissal. Canvassing any Elected Member or Senior Officer will disqualify a candidate from appointment



	Name of Councillor(s) / Council Employee(s):


	
	Relationship:
	

	Information About You



	Please provide a separate covering letter (maximum 2 sides A4, point 11 minimum), which outlines your suitability of the post. The information you provide in the letter helps us to assess your application. Please take a look at the job information – advert, job description & person specification – to assist you.


	Confirmation, Declarations and Signature

	I confirm:

· That I have read and understood how my data will be processed in line with Data Protection legislation. In particular, I am aware that my information may be used and shared to prevent and detect fraud of public funds.

· That the referee details I have provided in support of this job application are correct and I understand that by submitting my application for this job I am giving my authorisation to Monmouthshire County Council to take up an employment reference with them.  I acknowledge that this may be undertaken in advance of any interview if successfully shortlisted.

· That my answers in this job application are true and complete to the best of my knowledge.

· That if this application leads to employment, I understand that false or misleading information in my application or interview may result in my dismissal.

· I understand that should an offer of employment be made it will be subject to completing, to Monmouthshire County Council’s satisfaction, certain pre-employment checks necessary for the job.

Submitting my job application electronically will constitute as my electronic signature. Please sign / type your name in the signature box below.



	
Signed:


	
Dated:

	
	

	NEXT STEPS & THANK YOU



	Our preferred method of communication will be to your email address.  Regularly check your email account for correspondence - this should include any spam / junk email folders.

If you have not received any contact from us within 4 weeks of the closing date, please consider that your application has been unsuccessful.  Regardless of the outcome, thank you for expressing an interest in working with Monmouthshire County Council.


Full Web addresses for further DBS Information

https://www.monmouthshire.gov.uk/app/uploads/2021/03/POLICY-DBS-Policy.doc 

https://www.monmouthshire.gov.uk/app/uploads/2021/03/POLICY-DBS-Policy-cym.doc 

https://www.gov.uk/check-driving-information
https://www.gov.uk/government/collections/dbs-filtering-guidance
https://www.gov.uk/government/publications/dbs-list-of-offences-that-will-never-be-filtered-from-a-criminal-record-check
https://www.gov.uk/tell-employer-or-college-about-criminal-record
For paper applications, please return completed applications to:

Recruitment






 

Monmouth Comprehensive School




Old Dixton Road 






Monmouth 







Monmouthshire






NP25 3YT







Tel : 01600 775177









Email:








mon.recruitment@monmouth.schoolsedu.org.uk
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	Equalities Monitoring – Strictly Confidential


In order to monitor and audit equality of opportunity in recruitment and employment under the duties of the Equalities Act 2010 (Statutory Duties) (Wales) Regulations2011 Regulation 9 (c) Part (i) (ii), we are required to collect information for all job applicants and employees.  

Equalities monitoring data will form no part of the interview process.  This form will be detached from your application and will transfer to our Human Resources database to help monitor the diversity of applications we receive.  If appointed this data will transfer to be stored as part of your personal record for continued reporting purposes only.  Any equalities data stored can be amended, updated or deleted by yourself throughout your employment via the employee self-service portal. All equality data submitted will be treated in strict confidence.  This data will only be used for this purpose, when reported it will be anonymised. By completing this form you are consenting to the data being published anonymously.

Equal Opportunities Monitoring form
Thank you for completing this form.
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