Apprentice Application Form

Guidance Notes

	General Points

	You are responsible for ensuring that you complete all sections of the application in sufficient detail.  The form is used to assess you against the relevant criteria detailed in the person specification.  If little or no information is provided on the application, it will not be possible to assess your suitability and progression to interview will be unlikely.

Please note:

· We do not accept CVs – you must complete the application form

· Complete all sections as clearly and as fully as possible

· Make sure you refer to the person specification when completing your application

· Make sure your application is returned by the closing date

· Keep a copy of your application; it will be useful to refer to it to prepare for interview if you are short-listed

· All job offers are conditional and subject to satisfactory pre-employment checks including references, DBS check (if applicable), proof of ID, qualifications (if applicable) and medical clearance

The application form and guidance notes are available in alternative formats e.g. Tape, Braille and large print.  Should you require an alternative format, please contact Xentrall Recruitment Services on 01642 526992.




	Personal Statement

	This is your opportunity to tell us why you are suitable for the apprenticeship.  Please answer the two questions in 150 to 300 words.  
· Why would you like an apprenticeship with Stockton Borough Council?

· Why do you want to be an apprentice in this work area?
The person specification lists the essential and desirable criteria which you will be assessed on during the selection process.  Ensure you provide the necessary evidence to show you meet the criteria.

Consider what you have done at home, at school, at college, in paid or unpaid work, or in a hobby.  
Examples from these different environments will be useful to show how you meet the criteria on the person specification. 




	Education and Training

	If you have not yet left school / college, please detail your intended leave date.

Please complete these sections fully.

· Qualifications – include all formal qualifications you have / are undertaken

· Other qualification – outside of school e.g. first aid

· Any other training or previous employment – include work experience, part time work etc.

· Clubs or societies you have belonged to – both in or out of school

· Any other achievements – both in or out of school




	References

	You will need to provide the name of one referee.  If you are a school or college leaver please give the name of your head teacher or tutor.  If you have had a Saturday or other part-time job, your employer may be prepared to act as referee.

Your referee must be able to provide information about your suitability for the post.  References provided by relatives, friends or people with whom you live are not acceptable.

Please contact your referee when you complete your application to let them know that you want to give their name and ensure that they are willing to act as a referee.  Please note: we will only contact your referee if you are offered an apprenticeship.  




	Disclosure Information

	Please only complete this section if it states on the job description that you need a DBS certificate.




	Personal Details

	Please provide the additional personal information requested in this section.




	Eligibility to Work in the UK

	To ensure the Council complies with legislation, you will be required to provide documentary evidence (e.g. Passport or full birth certificate and National Insurance number) showing that you are entitled to work in the United Kingdom.  If your Right to Work is subject to any restrictions (e.g. you have a Work Permit), you should provide full details, including any expiry dates.




	Relationships

	We need to know if you are related to a Councillor or an employee of the Council.  This is to ensure that you are neither disadvantaged nor favoured in your application. You must not canvass either a Councillor or Council employee to gain employment. This will disqualify your application.




	Recruitment Equality Monitoring

	Stockton-on-Tees Borough Council values the diversity of the community it serves.  We strive to ensure that our services reflect the needs of all people within the community.  All individuals can expect to receive equal access to employment, promotion and training as well as equal treatment in respect of all the services delivered by the Council.

This policy is based on the recognition that we live and work in a diverse society in which everyone has individual abilities and needs.

We are working towards an environment where all employees, residents and service users receive equal treatment regardless of gender or gender reassignment, marital or civil partnership status, sexual orientation, age, disability, race, religion or belief, social origin, pregnancy and maternity.

The information we gather will be used purely to monitor the diversity of applicants, in line with the Council’s Equal Opportunities Policy.




