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APPLICATION FOR EMPLOYMENT
Personal Details
	TITLE: Mr / Mrs / Miss / Ms 


	SURNAME:


	FIRST NAMES:



	PREVIOUS SURNAMES/FAMILY NAMES
(with dates of changes) 


	

	DATE OF BIRTH:


	ADDRESS:



	COUNTY OF BIRTH:


	

	PLACE OF BIRTH:


	

	HOME TELEPHONE NO:


	POST CODE:



	MOBILE NO:


	EMAIL ADDRESS:
	ARE YOU ELIGIBLE TO WORK IN THE UK?             YES / NO


	CURRENT TIME AT THIS ADDRESS 


	Month of moving in 
	Year of moving in

	National Insurance No


	
	

	Please indicate the document(s) you can provide that demonstrate your eligibility to work in the UK (e.g. British Passport:



	Full declaration of address history for the past 5 years, please continue a separate sheet if needed.
Address

From

Month/Year 
To

Month/Year


	Do you hold a full UK driving licence?  YES / NO
Driving licence number:

Do you drive:
Automatic: Yes/No

Manual:  Yes/No
Is your licence free from endorsements?  Yes / No
If no, please give further details: 

Using this information, we will check your driving licence for accuracy. 


	Rehabilitation of Offenders Act 1974

The Rehabilitation of Offenders Act 1974 requires applicants to disclose any criminal convictions which are not spent.  

Do you have any criminal convictions which are not spent? YES / NO
If yes, please give further details of the offence, including date(s) and sentence:




Application Details

	POSITION APPLIED FOR:


	LOCATION (IF APPLICABLE):

	HOW DID YOU LEARN OF THIS VACANCY?


	HAVE YOU WORKED FOR THE COMPANY BEFORE?    
Yes/ No

	ARE YOU RELATED TO AN ADULT IN THE COMPANY:
Yes / No

	IF YES GIVE DETAILS:



Job History (please give details of positions held from the beginning of employment, starting with the most recent) please continue on a separate sheet if needed.
	RECENT EMPLOYER’S NAME
	CONTACT DETAILS
	POSITION HELD BRIEF DESCRIPTION OF RESPONSIBILITIES
	DATE STARTED 

(DATE LEFT IF APPLICABLE)
	SALARY

	
	
	
	
	


	Are you still employed?    Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 

	If 'yes' - amount of notice required:


	EMPLOYER’S NAME
	CONTACT DETAILS
	POSITION HELD BRIEF DESCRIPTION OF RESPONSIBILITIES
	DATES FROM/TO 
D/M/Y
	REASON FOR LEAVING 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	


	Should my application be successful, I hereby authorise you to take up references from my
previous employer(s), and my present employer, once any offer of employment has been confirmed in
 writing.  I hereby authorise you to take up other reference checks as you may deem appropriate.
EDUCATION / QUALIFICATIONS
NAME & ADDRESS 
DATES ATTENDED
RESULTS ACHIEVED


	WHY ARE YOU APPLYING FOR THIS POSITION?

Please explain (ideally no more than 2 sides of A4) how your experience, skills, abilities and knowledge, gained in paid or unpaid work, study or training, meet the relevant criteria as described in the person specification or role profile.

Please ensure that your supporting statement fully describes how your experience, skills and abilities meet the requirements of the Role Profile.

Remember to include relevant experience (skills you have gained outside paid work e.g., voluntary and community work).

References 
Please note that references must be provided for previous employment where you have worked 

with vulnerable adults or children. One referee must be your current employer, or if you are
not employed, your most recent employer. 
Referees must be previous employers, not friends, or former colleagues and must not be related to 
you.  If you are shortlisted references may be taken up before interview.  
If necessary, please ensure that you confirm all reference details on a separate sheet to allow a reference 
To be applied for.


	NAME:

	NAME:

	POSITION:

	POSITION:


	NAME OF ORGANISATION 

ADDRESS 


	NAME OF ORGANISATION 

ADDRESS 



	DATE TO:                    DATE FROM:


	DATE TO:                                DATE FROM:

	TELEPHONE NUMBER: 


	TELEPHONE NUMBER:


	EMAIL:

	EMAIL:


	


	


	NAME


	NAME

	POSITION 


	POSITION 



	NAME OF ORGANISATION 

ADDRESS 


	NAME OF ORGANISATION 

ADDRESS 



	DATE TO:                    DATE FROM:


	DATE TO:                                DATE FROM:

	TELEPHONE NUMBER 


	TELEPHONE NUMBER 



	EMAIL


	


	Please ensure that any gaps in employment are listed below:

	


I confirm I have the sufficient consent to provide any personal data as detailed above and I understand that any personal data provided will be processed in line with the Company’s Recruitment Data Privacy Notice (attached).

Applicant’s Name _____________________________
Date:
_____________________________


 Signature _____________________________

Declaration

I declare that the information I have given on this application form is true to the best of my knowledge, and that I have completed the form myself.  I understand that should any of the information in this 
form subsequently prove to be untrue it may lead to any offer of employment made to me being withdrawn or in the termination of my employment with the Company.  

I also understand that the Company shall process any personal data provided in line with the Company’s Data Protection Policy and the Company’s Recruitment Data Privacy Notice (attached).

Signature

Signed: 
 _____________________________
Date:

 _____________________________

	Equal Opportunities Monitoring Information


	We have an Equal Opportunities Policy and is committed to recruiting the best applicant for the job, regardless of any factor other than the ability to do the job.  To help us monitor this policy, please complete 

the recruitment monitoring form.  All information will be treated in the strictest confidence and will be 

separated from your application on receipt.  It will not be seen by those involved in the assessment of your application.  Your co-operation in it's completion is therefore welcome and helpful.


	I consider my ethnic origin to be: (X the appropriate box)


	Asian or Asian British
	Black or Black British
	Chinese or Other Ethnic Group

	Bangladeshi
	
	African
	
	Chinese
	

	Indian
	
	Caribbean
	
	Any Other Ethnic Group
	

	Pakistani
	
	Black Other
	
	
	

	Asian Other
	
	
	
	
	

	
	
	
	

	Mixed
	White
	Gender
	

	White & Black African
	
	British
	
	Female
	

	White & Black Asian
	
	Irish
	
	Male
	

	White & Black Caribbean
	
	White Other
	
	Other
	

	Mixed Other
	
	
	
	
	

	


	I declare that the information on this form is correct to the best of my knowledge.


	Has someone completed this form on your behalf?
	Yes/No

	
	


	Signed:
	
	Date:
	

	Please note, if you are completing this application electronically, you will be asked to sign the form if you

 are invited to an interview.


Employee background permission to screen.
Further to my application for employment , I hereby grant permission for the River Bourne Edge to:
•
Approach Government agencies, former employers, education establishments and those individuals providing character references for verification of my employment/unemployment/educational record and other information pertinent to my employment during the screening process (as required by the Data Protection Act 1998).
· Carry out checks for employment history (as required by the Data Protection Act 1998).
· Contact the UK Border Agency in order to establish my immigration status and ability to work.
I acknowledge that employment is subject to satisfactory screening within the required time frame. I consent to being screened and will provide information as required. I hereby certify that to the best of my knowledge, the details I have given in this application form are complete and correct. I understand that any false statements or omissions could lead to termination of employment without notice.
Signature

Signed: _____________________________
          Date: _____________________________

Data Protection Privacy Notice (Recruitment)

This notice explains what personal data (information) we will hold about you, how we collect it, and how we will use and may share information about you during the application process. We are required to notify you of this information, under data protection legislation. Please ensure that you read this notice (sometimes referred to as a ‘privacy notice’) and any other similar notice we may provide to you from time to time when we collect or process personal information about you.

Data protection principles

We will comply with the data protection principles when gathering and using personal information, as set out in our Data Protection Policy.

About the information we collect and hold 
The table set out in Part A of the Schedule below summarises the information we collect and hold up to and including the shortlisting stage of the recruitment process, how and why we do so, how we use it and with whom it may be shared.

The table in Part B of the Schedule below summarises the additional information we collect before making a final decision to recruit, ie before making an offer of employment unconditional, how and why we do so, how we use it and with whom it may be shared.

We seek to ensure that our information collection and processing is always proportionate. We will notify you of any changes to information we collect or to the purposes for which we collect and process it.

Where information may be held

Information may be held at our offices and those of our group companies, and third-party agencies, service providers, representatives and agents as described above.

How long we keep your information.
We keep the personal information that we obtain about you during the recruitment process for no longer than is necessary for the purposes for which it is processed. How long we keep your information will depend on whether your application is successful, and you become employed by us, the nature of the information concerned and the purposes for which it is processed.

We will keep recruitment information (including interview notes) for no longer than is reasonable, considering the limitation periods for potential claims such as race or sex discrimination (as extended to take account of early conciliation), after which they will be destroyed. If there is a clear business reason for keeping recruitment records for longer than the recruitment period, we may do so but will first consider whether the records can be pseudonymised, and the longer period for which they will be kept.

If your application is successful, we will keep only the recruitment information that is necessary in relation to your employment. For further information, see our data protection privacy notice (employment).

Your right to object to us processing your information.
Where our processing of your information is based solely on our legitimate interests (or those of a third party), you have the right to object to that processing if you give us specific reasons why you are objecting, which are based on your situation. If you object, we can no longer process your information unless we can demonstrate legitimate grounds for the processing, which override your interests, rights and freedoms, or the processing is for the establishment, exercise or defence of legal claims.

Please contact our Data Protection Officer (DPO), if you wish to object in this way.

Keeping your personal information secure

We have appropriate security measures in place to prevent personal information from being accidentally lost or used or accessed in an unauthorised way. We limit access to your personal information to those who have a genuine business need to know it. Those processing your information will do so only in an authorised manner and are subject to a duty of confidentiality.

We also have procedures in place to deal with any suspected data security breach. We will notify you and any applicable regulator of a suspected data security breach where we are legally required to do so.
How to complain

We hope that we can resolve any query or concern you raise about our use of your information. If not, contact the Information Commissioner at https://ico.org.uk/concerns/ or telephone: 0303 123 1113 for further information about your rights and how to make a formal complaint.

ABOUT THE INFORMATION WE COLLECT AND HOLD

Part A Up to and including the shortlisting stage

	The information we collect
	How we collect the information
	Why we collect the information
	How we use and may share the information

	Your name and contact details (i.e. address, home and mobile phone numbers, email address).
	From you
	Legitimate interest: to carry out a fair recruitment process.
, arrange interviews and inform you of the outcome at all stages.
	To enable HR personnel or the manager of the relevant to contact you to progress your application, arrange interviews and inform you of the outcome. 


	Details of your qualifications, experience, employment history (including job titles, salary and working hours) and interests.
	From you, in the completed application form and interview notes (if relevant)
	Legitimate interest: to carry out a fair recruitment process

Legitimate interest: to make an informed decision to shortlist for interview and (if relevant) to recruit.
	To make an informed recruitment decision. 

The person making the shortlisting decision will receive pseudonymised or anonymised details only; if you are invited for interview, the interviewer will receive non-anonymised details.

	Your name, contact details and details of your qualifications, experience, employment history and interests.
	From you, in the completed application form and interview notes (if relevant)
	Legitimate interest: to carry out a fair recruitment process

Legitimate interest
	To make an informed recruitment decision. 



	Your racial or ethnic origin, sex and sexual orientation, religious or similar beliefs
	From you, in a completed anonymised equal opportunities monitoring form
	To comply with our legal obligations and for reasons of substantial public interest equality of opportunity or treatment
	To comply with our equal opportunities monitoring obligations and to follow our equality and other policies

For further information, see * below

	Information regarding your criminal record
	From you, in your completed application form
	To comply with our legal obligations

against dishonesty)
	To make an informed recruitment decision

To carry out statutory checks

Information shared with DBS 


	Details of your referees
	From your completed application form
	Legitimate interest: to carry out a fair recruitment process

[In the regulated sector, to comply with our legal obligations to obtain regulatory references]
	To carry out a fair recruitment process

To comply with legal/regulatory obligations

Information shared with relevant managers, HR personnel and the referee


Part B 
Before making a final decision to recruit

	The information we collect
	How we collect the information
	Why we collect the information
	How we use and may share the information

	Information about your previous academic and/or employment history, including details of any conduct, grievance or performance issues, appraisals, time and attendance, from references obtained about you from previous employers and/or education providers 
	From your referees (details of whom you will have provided)
	Legitimate interest: to make an informed decision to recruit

To comply with our legal obligations

Legitimate interests: to maintain employment records and to comply with legal, regulatory and corporate governance obligations and good employment practice
	To obtain the relevant reference about you

To comply with legal/regulatory obligations

Information shared with relevant managers and HR personnel

	Information regarding your academic and professional qualifications 
	From you, from your education provider from the relevant professional body
	Legitimate interest: to verify the qualifications information provided by you
	To make an informed recruitment decision

	Information regarding your criminal record, DBS
	From you and from the Disclosure and Barring Service (DBS)
	To perform the employment contract

To comply with our legal obligations

Legitimate interest: to verify the criminal records information provided by you

 
	To carry out statutory checks

Information shared with DBS 

	Your nationality and immigration status and information from related documents, such as your passport or other identification and immigration information 
	From you and, where necessary, the Home Office
	To comply with our legal obligations


	To carry out right to work checks

Information may be shared with the Home Office

	A copy of your driving licence 
	From you
	To comply with the terms of our insurance
	To ensure that you have a clean driving licence

Information may be shared with our insurer


PLEASE TYPE ALL INFORMATION





For Internal Use


Date Application Received:            Interview Date:








1
Version 2 17.01.2024

