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Burntwood Town Council – Employment Application Form
Guidance for Applicants
Thank you for your interest in working for Burntwood Town Council.
The Council is committed to equality of opportunity and recruits solely on the basis of merit. To support fair and unbiased recruitment, applications are anonymised before they are provided to the shortlisting panel.
Please complete all sections as fully as possible. CVs may be submitted in addition to this application form, but they will not be used for shortlisting.
The Council does not discriminate on the basis of nationality, citizenship or immigration status and welcomes applications from all individuals who are legally entitled to work in the United Kingdom.
For an informal conversation, or for more information, please contact:
Chief Officer
Steve Lightfoot
Email: steve.lightfoot@burntwood-tc.gov.uk
Phone: 01543 677166
Please return this form by email to:
Administration Officer
Liz Jackson
Email: liz.jackson@burntwood-tc.gov.uk 
Closing Date: Sunday 9 August 2026, 11:59pm.
Interviews: Week commencing Monday 17th August 2026.

[bookmark: section-1-personal-details]
SECTION 1 – PERSONAL DETAILS
(This section will be removed before shortlisting.)

	Title:
	

	Full Name:
	

	Preferred name (optional):
	

	Home Address and postcode:

	

	Telephone Number:
	

	Email Address:
	

	National Insurance Number (optional at application stage):
	



Do you require a work permit or visa to work in the UK? ☐ Yes ☐ No
If yes, please provide details:
	



Any offer of employment made by the Council will be conditional upon the successful applicant providing satisfactory evidence of their legal right to work in the UK, in accordance with the requirements of the Immigration, Asylum and Nationality Act 2006 and associated Home Office guidance.



[bookmark: section-2-position-applied-for]SECTION 2 – POSITION APPLIED FOR
	Job Title:
	

	Where did you see this vacancy?:
	




[bookmark: section-3-supporting-statement]SECTION 3 – SUPPORTING STATEMENT
Please explain how your knowledge, skills, qualifications and experience meet the requirements of the Person Specification.
Include examples wherever possible.
(Continue on additional sheets if necessary.)
	



[bookmark: section-4-employment-history]SECTION 4 – EMPLOYMENT HISTORY
Please list your employment history, beginning with the most recent.
[bookmark: current-or-most-recent-employer]Current or Most Recent Employer
Employer:
Job Title:
Dates:
Salary (optional):
Notice Period:
Main Duties:
Reason for Leaving:

[bookmark: previous-employment]Previous Employment
Employer:
Job Title:
Dates:
Main Duties:
Reason for Leaving:
(Add additional employment as necessary.)







[bookmark: X5545006a7f1386738972c4c8bd8a90fd1fa8527]SECTION 5 – EDUCATION, QUALIFICATIONS & TRAINING
Please list your qualifications, starting with the most recent:
	School/college/
university
	Qualification
	Subject
	Grade
	Date Awarded

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Relevant Training
Professional Licences (e.g. Driving Licence, CSCS, First Aid):
	Training
	Date Awarded

	
	

	
	

	
	

	
	

	
	




[bookmark: section-7-additional-information]SECTION 7 – ADDITIONAL INFORMATION
Please provide any additional information that will support your application.
	







[bookmark: section-8-criminal-convictions]SECTION 8 – Disclosure and Barring Service (DBS) Check
This post is subject to a Disclosure and Barring Service (DBS) check at the appropriate level.
Applicants are required to declare any unspent criminal convictions as part of the recruitment process. Having a criminal record will not necessarily prevent you from being appointed. Each case will be considered on its own merits, taking into account the nature of the offence, its relevance to the role, when it occurred, and any other relevant circumstances.
We are committed to treating all applicants fairly and in accordance with relevant legislation and guidance.
Do you have any unspent criminal convictions?
Yes ☐
No ☐
Please note: You are only required to disclose unspent criminal convictions at this stage. If the role is exempt from the Rehabilitation of Offenders Act 1974 and requires a Disclosure and Barring Service (DBS) check, you may be asked to provide additional information at a later stage.


[bookmark: section-9-references]SECTION 9 – REFERENCES
Please provide two referees.
One should normally be your current or most recent employer.
[bookmark: referee-1]Referee 1
Name:
Position:
Organisation:
Telephone:
Email:
Relationship to you:

[bookmark: referee-2]Referee 2
Name:
Position:
Organisation:
Telephone:
Email:
Relationship to you:
References will only be contacted after interview unless you request otherwise.
☐ Please do not contact my current employer until an offer has been made.

[bookmark: section-10-declaration]SECTION 10 – DECLARATION
I declare that the information contained within this application is true and complete.
I understand that any false statement or omission may result in withdrawal of any offer of employment or dismissal.
Signature:
Date:

[bookmark: equal-opportunities-monitoring-form]EQUAL OPPORTUNITIES MONITORING FORM
This form is separated from your application immediately upon receipt and is never seen by the interview panel. This form is optional to complete.
Gender:
Age Group:
☐ 18 – 25 ☐ 26 – 49 ☐ 50 – 64 ☐ 65+
Ethnicity:
Disability:
Religion or Belief:
Sexual Orientation:
Thank you for completing this monitoring information.

[bookmark: privacy-notice]PRIVACY NOTICE
Burntwood Town Council processes personal information in accordance with the UK General Data Protection Regulation and the Data Protection Act 2018.
Your information will only be used for recruitment purposes and retained in accordance with the Council’s Recruitment Privacy Notice.
If unsuccessful, your application will normally be retained for six months before secure destruction unless legislation requires otherwise.
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