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JOB APPLICATION 
FORM 
	
	Thank you for your interest in working at Surrey Heath Borough Council.
Before completing the application form for this post, please read and confirm your acceptance of the conditions of application overleaf.


	


	
	The completed application form together with your CV should be returned to:

Human Resources, Surrey Heath Borough Council, Surrey Heath House, Knoll Road, Camberley, Surrey, GU15 3HD or by email to recruitment@surreyheath.gov.uk
	


	
	
	
	
	

	
	Pre-employment Security Checks for New Starters

As a local government organisation, Surrey Heath Borough Council has aligned its pre-employment checks with HMG Baseline Personnel Security Standard (BPSS), devised by government to ensure that individuals accessing any Public Services Network (PSN) are appropriately vetted and verified. 

This process is mandatory for prospective employees requiring PSN access to carry out their role and will be initiated following an offer of employment.

The process is split into 4 stages: 

i) identify verification 

ii) immigration status verification

iii) reference check (covering 3 years prior to appointment)

iv) criminal record check.

Throughout the recruitment process, please assist us in the completion of all checks described above by prompt provision of relevant documents and information where requested.

Failure to successfully complete the appropriate pre-employment checks within a satisfactory time period or manner will automatically preclude employment. The Council reserves the right to withdraw an offer of employment where the baseline security requirements have not been met.

As an organisation using Disclosure Scotland and the Disclosure and Barring Service (DBS) to assess applicants' suitability for positions of trust, Surrey Heath Borough Council complies fully with the relevant codes of practice and undertakes to treat all applicants for positions fairly. It undertakes not to discriminate unfairly against any subject of a disclosure on the basis of conviction or other information revealed.

For more information about the BPSS checks visit www.gov.uk.
	
	

	
	
	
	
	


	
	Declaration:
	

	
	I declare that I have read and understood the Council’s policy on pre-employment security checks. 
	

	
	Date:

	
	Signed:
	

	
	
	


PLEASE CONTINUE TO NEXT PAGE OF APPLICATION.
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	SURREY HEATH BOROUGH COUNCIL

SURREY HEATH HOUSE ( KNOLL ROAD CAMBERLEY ( SURREY ( GU15 3HD

DIRECT TEL: (01276) 707421 ( FAX: (01276) 707178

MAIN SWITCHBOARD: (01276) 707100


	
	FOR OFFICE USE ONLY
	

	
	
	APPLICANT NO:
	

	
	
	
	

	
	
	
	

	
	C O N F I D E N T I A L
	


	
	J O B
A P P L I C A T I O N

F O R M
	
	Position Applied For:
	

	
	
	
	Job Title: 
	

	
	
	
	Post Number: 
	

	
	
	
	Closing Date: 
	

	
	
	
	
	


	
	Personal details
	
	
	

	
	Surname (Capitals):
	
	Forename(s) (Capitals):
	

	
	……………………………..
	
	…………………………………………….
	

	
	Telephone Numbers
	
	Known As:  ……………………………….
	

	
	Home: …………………..
	
	
	

	
	Work: …………………...
	
	Address: …………………………….........
	

	
	Mobile: ……………………
	
	…………………………………………….
	

	
	E-Mail: 
	
	…………………………………………….
	

	
	……………..........................
	
	

Postcode: ……………………..
	

	
	
	
	
	


	
	Current Employment
	
	
	

	
	Position Held:
	
	Name and Address of Employer:
	

	
	……………………………..
	
	……………………………………………..
	

	
	Date of Appointment to this Position:
	
	……………………………………………..
……………………………………………..                 
	

	
	……………………………
	
	                 Postcode: ……………………….
	

	
	Current Salary:
	
	
	

	
	…………………………….
	
	





	

	
	
	
	
	

	
	
	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	
	
	


	
	Experience, Skills and Achievements:
	

	
	Please indicate how your skills, experience and knowledge make you suitable for this position in relation to the criteria specified on the Person Specification of no more than 1000 words
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	
	
	
	
	


	
	Referees:
	
	
	

	
	Please provide a full occupational history spanning at least the 3 years prior to application date.  This includes full-time or part-time employment, full-time education, job seeking, travelling  and employment gaps due to redundancy, ill health  or pension claims. 
Please Note: Any employment gaps greater than 3 months in duration will require supporting documentation in the event of employment offer.
If you have had no previous employer, give the particulars of two professional people who have known you for at least 5 years but are not related to you.  However, further references may be required. 
	

	
	Box A: Occupational Status                  Box B: Reference  Contact Details
	

	
	Please select one of the following:

Employed / Unemployed / Student / Other
DATE FROM:   

DATE TO:

If employed, claiming benefits or a pension please complete box B for reference purposes.
	
	NAME: 

JOB TITLE:

Email Address:

Telephone Number:

Postal Address:


	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	Please select one of the following:

Employed / Unemployed / Student / Other
DATE FROM:   

DATE TO:

If employed, claiming benefits or a pension please complete box B for reference purposes.
	
	NAME: 

JOB TITLE:

Email Address:

Telephone Number:

Postal Address:


	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	Please select one of the following:

Employed / Unemployed / Student / Other
DATE FROM:   

DATE TO:

If employed, claiming benefits or a pension please complete box B for reference purposes.
	
	NAME: 

JOB TITLE:

Email Address:

Telephone Number:

Postal Address:


	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	Please select one of the following:

Employed / Unemployed / Student / Other
DATE FROM:   

DATE TO:

If employed, claiming benefits or a pension please complete box B for reference purposes.
	
	NAME: 

JOB TITLE:

Email Address:

Telephone Number:

Postal Address:


	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	Is it acceptable for us to approach your Referees prior to interview?
Yes 
           No 
	


	
	Rehabilitation of offenders act 1974:
	

	
	Have you ever been convicted of a criminal offence?

No 

Yes
If ‘Yes’ please give brief details, including dates of convictions.  Do not include any ‘spent’ convictions unless the post for which you are applying is covered by the Rehabilitation of Offenders Exemption Order 1975, whereby all criminal convictions must be declared regardless of when they occurred.
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	The Council undertakes criminal record checks for all new employees as part of its pre-employment screening procedure. If the job you are applying for involves working with children or adults at risk you will require clearance by the Disclosure and Barring Service (DBS), for which all costs will be borne by the Council.  If you are not working with children or adults at risk then a Basic Disclosure (unspent criminal offences only) check will be undertaken, for which all costs will be borne by the Council.

As an organisation using the DBS to assess applicant’s suitability for positions of trust, Surrey Heath Borough Council complies fully with the DBS Code of Practice and undertakes not to discriminate unfairly against any subject of any Disclosure on the basis of conviction or other information revealed.
	


	
	
	

	
	Supplementary information:
	
	

	
	
	

	
	
	
	
	
	
	
	

	
	Are you related to any Member or Officer of Surrey Heath Borough Council? Canvassing of Members or Officers will automatically disqualify this application
       No               Yes (Please state to whom, and relationship) 


	

	
	………………………………………………………………………...
	

	
	Do you hold a full current driving licence?

                  No                  Yes
	

	
	
	
	
	

	
	Are you required to have a Work Permit?

                   No                 Yes

	

	
	If yes, expiry Date:
	………………………
	

	
	                                 
	
	
	

	
	Where did you see this post advertised?

(if on a website, please specify)
	………………………
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	SURREY HEATH BOROUGH COUNCIL

SURREY HEATH HOUSE ( KNOLL ROAD CAMBERLEY ( SURREY ( GU15 3HD

DIRECT TEL: (01276) 707421 ( FAX: (01276) 707178

MAIN SWITCHBOARD: (01276) 707100


	
	FOR OFFICE USE ONLY
	

	
	
	APPLICANT NO:
	

	
	
	
	

	
	
	
	


	
	EQUAL OPPORTUNITIES

MONITORING INFORMATION
	

	
	
	

	
	Surrey Heath Borough Council has an Equality Policy and is keen to ensure that it is adhered to throughout the recruitment process.  In order to do this, the Council wishes to monitor all job applicants.  For this and no other reason you are asked to answer the questions below. This section of your application form will be separated immediately upon receipt of the completed form.  Its contents will NOT be communicated to those who are responsible for drawing up a short list of applicants for interview, interviewing, or selecting the successful applicant.  Thank you for your assistance.

	

	
	Surname (Capitals):  
	
	Forename(s) (Capitals):
	

	
	……………………………………
	
	……………………………………….
	

	
	Title (Mr//Miss/Dr, etc, for address purposes):
	
	Date of Birth:
	

	
	…………
	
	……………
	

	
	Position:
	
	Post No:
	

	
	……………………………………
	
	……………
	

	
	
	
	
	

	
	
	
	
	

	     Please indicate your gender below:

	
	     Male 
	     Female
	    Transgender
	     Prefer not to say
	

	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	     Please indicate your marital status below: (Required for pension purposes)

	
	     Single 
	     Married
	     Civil Partnership
	     Divorced
	     Widower

	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	     Please indicate your sexual orientation below:

	
	     Bisexual 
	     Gay/
     Lesbian
	     Heterosexual
	     Other
	     Prefer not to say

	Continued overleaf…

	
	
	
	
	
	
	
	
	

	    Please indicate your religion below:

	
	     Buddhist
	     Christian
	     Hindu
	     Jewish             Muslim
	

	
	
	
	
	
	

	
	     Sikh
	     Other
	     None
	     Prefer not to say
	

	
	
	
	
	
	
	
	
	

	     Please indicate your ethnic origin below: 
     (Your ancestral race, which may differ from your current nationality)

	
	White

     British


	     Irish
	     European
	     Other White background

(Please specify)

	
	Asian /Asian British
     Bangladeshi 
	     Indian
	     Pakistani
	     Other Asian background

(Please specify)

	
	Chinese

     Chinese
	     
	     
	     Other Chinese background 

(Please specify)

	
	Mixed Heritage

     White & Black    

      African
	     White & Black Caribbean  

   
	     White &    

     Asian
	     Other Mixed background

(Please specify)

	
	Black /Black British

     African 
	     Caribbean
	  
	     Other Black background 

(Please specify)

	
	Undeclared

     Prefer not to say


	
	

	Continued overleaf…

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	

	
	
	

	
	Do you anticipate that you may require adjustments to be made in order for you to attend an interview?
	

	
	
	     Yes
	     No
	     Prefer not to say
	   
	

	
	If you have a preferred method of communication due to disability or impairment, please specify below: 
Eg. British Sign Language, Interpreter.
	

	
	             ……………………………………………………………..
	

	
	To make positive changes, SHBC want to address the different barriers faced by disabled people.  Many people who do not consider themselves to be disabled may be covered by the Equality Act 2010 because they have a health condition that has an impact on their lives.

You do not have to be registered as disabled to meet the disability criteria for work purposes, only to have a medical condition that has an adverse effect on your everyday life and is likely to last for more than one year, eg dyslexia, cancer, loss of sight in one eye, etc.

Do you fall within this definition?
	

	
	
	       Yes
	      No
	       Prefer not to say
	     
	

	
	
	

	
	If you fall within this definition we may consider what adjustments can be made to accommodate your needs.  Wherever reasonably practicable we will make provision for people with disabilities. 
	

	
	Please help us by including any suggestions you might have in terms of adjustments or accommodation to help you.
…………………………………………………………………………………………………………………………………………………………………………………………
	

	
	
	


	
	Declaration:
	

	
	I declare that the information I have provided on this application and Equal Opportunities form is true and accurate.  Furthermore, I understand that a false declaration resulting in my appointment, will render me liable for dismissal.
	

	
	Date:

         ……………………..
	
	Signed:
            ……………………………..
	

	
	
	
	
	


END OF APPLICATION FORM

