
Application Form GUIDANCE NOTES
All application forms have enclosed with them information to support your application for the
post you have applied for, this includes:

• information about Hinckley & Bosworth Borough Council 

• a copy of the advertisement

• the job description

• the person specification

Hinckley and Bosworth Borough Council short list all applicants only using the job application
form, matching your experience, skills, knowledge and competencies to the post. 

Please use the guidance notes to help you complete your application form successfully. 

Quick Advice

• Read the guidance notes and all supporting information before starting your application

• Complete all of the application form relevant to you

• Draft your application form before completing it

• Proof read your application form

• Ask a friend to proof read your application form

• Keep a copy of your application form

• Return your application form before the closing date

• It is important to provide as much information as you can in support of the criteria 
described in the job description and person specification. 

• We do not make assumptions about your abilities and do not take into account previous 
applications or prior knowledge of you. For this reason it’s important to provide 
examples of what you have done before in your application form.

Should you have any queries or questions please contact human resources tel 01455 255750 or
01455 255730.

This guidance is also available online at www.hinckley-bosworth.gov.uk

Hinckley Hub • Rugby Road • Hinckley • Leics LE10 0FR

Tel 01455 238141 • Fax 01455 251327

www.hinckley-bosworth.gov.uk



Equality & Diversity

We are committed to achieving equality for all by removing direct and indirect discrimination on
the grounds of:

• Age

• Gender 

• Race, colour, nationality, national or ethnic origin, being a traveller or gypsy

• Disability, including people with a hearing impairment, people with a visual impairment, 
people with learning disability, people with a mental illness, and people living with HIV 
and AIDS

• Religious belief or non-belief, or other beliefs

• Marital status, family circumstances, or caring responsibilities

• Sexual orientation

• Income, employment status or housing circumstances

• Membership or non-membership of trade unions, or involvement in trade union activity

• Offending status

• Any other grounds that cannot be shown to be justified

As part of the council’s commitment to equality and diversity Hinckley & Bosworth Borough
Council has adopted the Two Ticks symbol to show that we are positive about employing disabled
people. 

A commitment from this is to guarantee interviews for disabled people who meet the
essential criteria detailed in the person specification.

If you feel that you are able to carry out the duties and responsibilities set out in the job
description and you meet the essential criteria in the person specification, please complete an
application. 

Where possible the council will make ‘reasonable adjustments’ to a job where appropriate under
the Equality Act 2010.



These guidance notes are split into the sections which are on the Application Form.

Job Application Form – Part A
Part A of the job application form is separated from Part B of the form when we receive your
application. It is stored confidentially and used by human resources to monitor equal opportunities.

Post details 
Please give us details of the post that you are applying for and the post reference number. This is
available from the copy of the advert in your application pack.

Personal details 
Please complete all boxes that are relevant to you.

Do you work for Hinckley & Bosworth Borough Council now? 
Please complete this section only if you work for Hinckley & Bosworth Borough Council.

The Equality Act 2010
Please complete this section.

Do you have any relatives employed by the council or serving on the council?
Please complete this section.

What is your ethnic group?
If you feel your ethnic group is not listed please write clearly in the section ‘Any other’ your ethnic
group.

What is your nationality?
Please complete this section for example - British, American, French etc

What is your sexual orientation?
Please complete this section.

What is your religion?
If you feel your religion is not listed please write clearly in the section ‘Any other’ your religion.

Where did you see this vacancy advertised?
Please give a specific answer.

Are you eligible to work in the UK?
Your proof of eligibility to work in the UK under the Asylum and Immigration Act will be requested
at interview stage.



Job Application Form – Part B

Post Details 
Please complete the same way as in Part A

1. Present Employment 
This does not only apply to paid work, so tell us about any voluntary work or work experience 
placements that you are doing at the moment.

2. Education
Please use this section to show us that you have the necessary qualifications to do the job. These 
may include equivalent qualifications gained abroad. Again, please ensure you read the Person
Specification when completing this.

3. Previous Employment
Please provide details of your previous employment.

Please tell us about any gaps in your experience, and reasons for these gaps. 

Don’t be worried about telling us about these reasons. This is a confidential document, and will
only be seen by those people involved in the recruitment process.

Please use additional paper if necessary.

4. Summary of Experience, Skills, Knowledge and Competencies
This is your opportunity to show how you best fit the requirements of the post. 

You need to demonstrate to us that you meet at least all of the essential criteria on the Person
Specification. If too many applicants meet all the essential criteria, the shortlist will be reduced by
selection of those who meet some or all of the desirable criteria. 

When describing your experience please provide examples of real-life situations which
demonstrate your ability and experience to do certain tasks and perform certain skills as described
in the job description and person specification.

To help with this may want to think about any transferable skills, knowledge or competencies
which you have developed in your home life that can be transferred usefully into the workplace. 

It can also be a good idea to tick off each requirement on the Person Specification as you go along
so that you don’t miss any essential requirement when completing your Application Form.

Please use additional paper if necessary.

5. Membership of Relevant Organisations
You may find that the post you are applying for requires you to be a member of an organisation. If 
this is the case, please complete this section.



6. Relevant training courses/awards
Please tell us about any short courses that you have attended, or any certificates or awards that 
you have received which you feel may be relevant. You may have attended a workshop with an
employer ten years ago, but it may still be relevant to your application.

7. References
When providing names and details of referees, including an email address where possible; please
ensure that at least one of them is a present or most recent employer. If you are not currently in
employment and /or your last employer cannot give you a reference because the organisation no
longer exists, you should attempt to get a reference from a professional person. 

If you have just left school, college, university or some kind of recruitment/skills agency, you
should use your contact there as a referee. 
References should not be provided by relatives, partners or close friends. If you have any problems
with providing names of referees, please discuss this with the HR department.

If the post is to work in services for children and vulnerable adults, we have to check for any
possible irregularities, which may give reason for concern. 

At least one reference should be associated with former work with children or vulnerable adults.
Written references will then be followed up by letter or telephone by the recruiting manager.

References will include the applicant’s suitability to work with children or vulnerable adults where
it is a requirement of the job.

8. Driving Licence
Please complete this section; please refer to the person specification to ascertain if a driving 
license is part of the essential criteria. 

9. Criminal Convictions and Cautions
Please answer the question about criminal convictions, cautions and reprimands. If your 
conviction has become ‘Spent’ under the Rehabilitation of Offenders Act, you need not tell us
about it, unless you are applying for a job which is exempt in which case you must tell us about it. 

If you have any convictions which are ‘Unspent’, please tell us about them, however minor. The
panel will then decide if it is relevant when short listing for interview.

Please be assured that declaring your offence will not necessarily bar you from employment at
Hinckley & Bosworth Borough Council.     

This will depend on the nature of the position, the nature of the offence, how long ago and at 
what age the offence was committed and any factors which may be relevant. Failure to declare a
conviction, caution or pending police action, will disqualify you from appointment or result in
summary dismissal if the discrepancy comes to light.

Exceptions - Disclosure and Barring Service (DBS)
There are some exceptions relating to employment and these are listed in the exceptions order to 
the Rehabilitation of Offenders Act. If the post you are applying for involves working in regulated
activity with children or vulnerable adults you are required to reveal all convictions, both spent
and unspent. 

continued over...



This will be done with a DBS check. In accordance with guidance from the DBS, all posts that meet
the criteria of regulated activity for work with children and vulnerable adults will require an
Enhanced Disclosure. These checks will be completed by human resources on successful
appointment to the post. Prior to you becoming operationally active in a post with the Council,
the Council will have to be in receipt of a DBS disclosure. 

If a DBS check highlights an unspent conviction, a risk assessment will be carried out to assess the
suitability of the applicant to work with children or vulnerable adults. This will be carried out by
the line manager, the council’s Health and Safety Officer and the outcome verified by a
Designated Child and Vulnerable Adult Protection Officer.

The advert will highlight if the post requires a DBS check.

10. Reasonable Adjustments
Please use this section to tell us any reasonable adjustments required for you at work or at interview.

People with disabilities who declare their disability in this section and who fulfil all of the
essential criteria on the person specification will be selected for interview in line with the
council’s commitment to be positive about disabled people.

11. Interview Arrangements
Please indicate dates when you would not be able to attend an interview. For instance, you may
be going away on holiday or have other prior commitments. You should be aware that although
we will always try and accommodate your situation, we cannot guarantee that we will be able to
move the interview dates for you. It is the responsibility of the applicant to make their own travel
arrangements to interview.

12. Declaration
Please complete this section to say that you have given us a true and accurate application form
and that you have read all of the guidance notes which are relevant to you in applying for the post.

13. Data Protection
The information you provide in your application form and any subsequent information gathered
in respect of your application will be processed in accordance with the Council’s legal obligations.

The information you provide will be used in the following ways:

• To assess your suitability for the post you are applying for.

• To confirm information you have supplied, with third parties, as considered appropriate.

• To promote, monitor, and take action to ensure our recruitment policies, procedures and
processes comply with our Employment Equality Policy Statement and associated
employment equality strategies and plans.

• To answer requests for information made under the Freedom of Information Act 2000 or
related legislation.
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• To monitor and review the profile of job applicants at each stage of the recruitment process
and publish figures on the diversity of our workforce for statutory purposes and to promote
the Council as an Equal Opportunities Employer. When we do this, we will ensure that the
information is anonymised so that individual applicants and employees are not identifiable.

• To promote positive action initiatives and to monitor their effectiveness.

• To promote and raise awareness of employee support groups.

• To monitor the take up of training and development opportunities.

We will undertake to do the following to ensure your application is processed in 
accordance  with the General Data Protection Regulation:

• Ensure the information you provide is held securely and in confidence

• Ensure it is only disclosed where lawful obligation applies

• Only hold your information for 12 months then ensure it is discarded securely if you are not
appointed

• Ensure your application form and associated records are kept in secure personal files and
other manual and electronic systems if you are appointed.

Appendix A
‘Spent ’ Convictions Explanatory Note
Under the Rehabilitation of Offenders Act 1974, a conviction will became a “spent” (i.e. treated as if
it had never occurred) where an individual has not, after a specified period of time, committed
another serious offence.  Rehabilitation periods vary depending on the type and length of
conviction originally incurred.

For custodial sentences:

For non-custodial sentences:
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Sentence length Current rehabilitation period
(applies from date of conviction)

New rehabilitation period is period of sentence
plus the ‘buffer’ period below which applies
from end of sentence)

0 - 6 months 7 years 2 years

6 - 30 months 10 years 4 years

30 months - 4 years Never spent 7 years

Over 4 years Never spent Never spent

Sentence Current rehabilitation period
(applies from date of conviction)

Buffer period (will apply from end of
sentence)

Community order (& Youth
Rehabilitation Order)

5 years 1 year

Sentence Current period New period 
Fine 5 years 1 year (from date of conviction)
Absolute discharge 6 months None

Conditional discharge, referral order,
reparation order, action plan order,
supervision order, bind over order,
hospital order

Various – mostly between
one year and length of the
Order

Period of order



Designed & produced by Hinckley & Bosworth Borough Council. 

The periods are halved for persons under 18 at date of conviction (except for custodial sentences of
up to 6 months where the buffer period will be 18 months for persons under 18 at the date of
conviction).

If you have any queries or concerns please ring the contact number contained in the advertisement 
for this post. 




