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	Job Application Form




	Title of post applied for:
	



Please write clearly in black ink or type and complete all sections of the application form. When completed, please return by email to Debbie Price, Chair of Partners in Care Board, via dprice@coveragecareservices.co.uk


	1. PERSONAL DETAILS (BLOCK CAPITALS PLEASE)

	Surname:
	
	First Name:
	

	Former surnames if different:
	
	Preferred Title (Optional):
	

	Address:




	Tel No. (home):
	

	
	Tel No. (business):
	

	
	Tel No. (mobile):
	

	E-mail address:
	
	National Insurance No:
	

	Nationality:
	
	If you are not a British passport holder, or you do not have the permanent right to remain in the UK, you will require a work permit.

	Do you need a work permit to be employed in the UK?
	YES/NO
	If you already have a work permit, when does it expire?
(Please note that your current work permit may not be valid for this post)

	Where did you learn of the post?

	
(Please Tick)

☐ Partners in Care website
☐ Indeed      
☐ Facebook
☐ X (Twitter)
☐ LinkedIn

Other (please state)     __________________________________









	2. EDUCATION AND PROFESSIONAL QUALIFICATIONS
    (Original documents as proof of qualification will be required at interview)

	Secondary School / College / University
	Dates
	Qualification gained
	Date
	Result

	
	From
	To
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	






	
	Professional Qualifications currently held: how obtained, grade and date




	Other relevant Educational or Training Courses, with dates







	3. CURRENT/MOST RECENT EMPLOYMENT

	Title of Post:
	


	Salary/Grade:
	


	Name of Employer:
	


	Business of Employer:
	


	Address:




	Date Commenced:
	



	
	Date Ended (if applicable):
	

	Please outline your responsibilities, to whom you are responsible and staff responsible to you (if applicable):























	Reason for leaving or wishing to leave:
	


	Period of notice required to terminate present employment:
	



	
	







	4. PREVIOUS EMPLOYMENT
    (Please use continuation sheet if necessary)

	Name and Address of Employer
	Date Commenced/ Date Ended
	Position(s) held
	Reason for leaving
	Final grade/salary

	




	
	
	
	

	Description of duties:





	Name and Address of Employer
	Date Commenced/ Date Ended
	Position(s) held
	Reason for leaving
	

	
	
	
	
	

	Description of duties:





	Name and Address of Employer
	Date Commenced/ Date Ended
	Position(s) held
	Reason for leaving
	

	
	
	
	
	

	Description of duties:





	Name and Address of Employer
	Date Commenced/ Date Ended
	Position(s) held
	Reason for leaving
	

	
	
	
	
	

	Description of duties:









	
5. RELEVANT SKILLS, ABILITIES, KNOWLEDGE, EXPERIENCE AND YOUR REASONS FOR APPLYING FOR THIS POST – Please demonstrate fully how you meet the essential and desirable criteria in the person specification for the role, as this will be used in shortlisting



























































	6. OTHER INFORMATION

	What activities outside work interest you? (State any positions held you consider relevant)


	Do you hold a current driving licence?
	YES/NO
	Do you have access to a car?
	YES/NO



	Disabilities


	If selected for interview, do you require any special arrangements to be made on account of a disability?
	YES/NO

	If “yes”, please give brief details of the effects of your disability on your day-to-day activities, and any other information that you feel would help us to accommodate your needs during your interview and fulfill our obligations under the Equality Act 2010:
















	7. REFERENCES

	Referee 1 (Current/most recent employer)
	Referee 2

	Title (Mr, Mrs etc):
	
	Title (Mr, Mrs etc):
	

	Full Name:
	
	Full Name:
	

	Job Title:
	
	Job Title:
	

	Organisation:
	
	Organisation:
	

	Address:

	Address:


	
	

	
	
	
	

	Tel No:
	
	Tel No:
	

	Email address:
	
	Email address:
	

	Please state if we may obtain this reference prior to interview
	YES/NO
	Please state if we may obtain this reference prior to interview
	YES/NO







	8. STATEMENT ON THE RECRUITMENT OF EX-OFFENDERS

	As an organisation using the Disclosure and Barring Service (DBS) to assess applicants’ suitability for positions of trust, Partners in Care complies fully with the DBS Code 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 a conviction or other information revealed.

Partners in Care is committed to the fair treatment of its staff, potential staff or users of its services, regardless of race, gender, religion, sexual orientation, responsibilities for dependents, age, physical or mental disability or offending background.

We have a written policy on the recruitment of ex-offenders, which is made available to all Disclosure applicants at the outset of the recruitment process.

We actively promote equality of opportunity for all with the right mix of talent, skills and potential and welcome applicants from a wide range of candidates, including those with criminal records. We select all candidates for interview based on their skills, qualifications and experience.

A Disclosure is only requested after a thorough risk assessment has indicated that one is both proportionate and relevant to the position concerned. For those positions where a Disclosure is required, all application forms, job adverts and recruitment briefs will contain a statement that a Disclosure will be requested in the event of the individual being offered the position.

If a Disclosure is to form part of the recruitment process, we encourage all applicants called for interview to provide details of their criminal record at an early stage in the application process. We request that this information is sent under separate, confidential cover, to a designated person within Partners in Care and we guarantee that this information will only be seen by those who need to see it as part of the recruitment process.

Unless the nature of the position allows Partners in Care to ask questions about your entire criminal record, we only ask about “unspent” convictions as defined in the Rehabilitation of Offenders Act 1974.

We ensure that all those in Partners in Care who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences. We also ensure that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974.

At interview or in a separate discussion, we ensure that an open and measured discussion takes place on the subject of any offences or other matters that might be relevant to the position. Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of an offer of employment.

We make sure that every subject of a DBS check is aware of the existence of the DBS Code of Practice and make a copy available on request.

We undertake to discuss any matter revealed in a Disclosure with the person seeking the position before withdrawing a conditional offer of employment.

Having a criminal record will not necessarily bar you from working with us. This will depend on the nature of the position and the circumstances of your offences.







    
	9. STATEMENT ON THE USE OF DATA SHARED VIA THE RECRUITMENT PROCESS


	In order to consider employing you Partners in Care needs to store data about you. The law says that we must get your consent to do this. Everything you tell us will be treated confidentially and your personal details will be processed in accordance with current data protection law and as explained in our recruitment privacy notice (see Appendix).

We may need to speak to other people or liaise with other organisations in order to employ you, for example seeking references, confirming your right to work in the UK, and Disclosure and Barring Service (DBS) checks if appropriate.

We will never pass your personal details onto any third parties without your consent.

Full details of our privacy policy can be found on our website: www.partnersincare.org.uk.





	10. DECLARATION

	I declare that the information given in this application form is true and complete. I understand that if I have given any misleading information on this form or made any omissions, this will be sufficient grounds for terminating my employment. I have read and understood the above Statements on the Recruitment of Ex-Offenders and on the Use of Data Shared via the Recruitment Process.

I consent to the processing of my personal data (including employment checks with third parties) by Partners in Care. I understand that my data may be securely shared with other organisations in order to carry out necessary employment checks. I understand I can withdraw consent at any time.


	Signature:
	
	Date:
	

	Name:
	
	

	






When completed, please return by email to chiefofficer@partnersincare.org.uk or by post to Chief Officer, Partners in Care, 6 Farriers Business Centre, Annscroft, Shrewsbury SY5 8AN

FOR OFFICE USE:

Shortlisted: YES/NO

Post Offered: YES/NO

Reason:


Signed:

Position	:					Date:



APPENDIX – PARTNERS IN CARE RECRUITMENT PRIVACY NOTICE

Partners in Care collects and processes personal data relating to potential employees in order to manage the recruitment process. The organisation is committed to being transparent about how it collects and uses that data and to meeting its data protection obligations.

What information does the organisation collect?
The organisation collects and processes a range of information about applicants. This may include:
· your name, address and contact details, including email address and telephone number, date of birth and gender;
· details of your qualifications, skills, experience and employment history, including start and end dates, with previous employers;
· information about your nationality and entitlement to work in the UK;
· information about your criminal record;
· details of any disciplinary or grievance procedures in which you have been involved, including any warnings issued to you and related correspondence;
· equal opportunities monitoring information, including information about your ethnic origin, sexual orientation, health, religion or belief.

This data might be collected through an application form, CV or resumes; obtained from your passport or other identity documents such as your driving licence; from forms completed by you at the start of employment (such as benefit nomination forms); from correspondence with you; or through interviews, meetings or other assessments.

In some cases, the organisation may collect personal data about you from third parties, such as references supplied by former employers and information from criminal records checks permitted by law, where appropriate.

Data will be stored in a range of different places, including in a recruitment personnel file, in the organisation's HR management systems and in the organisations IT system.

Why does the organisation process personal data?
The organisation needs to process data to undertake a robust recruitment process with you and to meet its obligations under employment law. For example, it needs to process your data to assess your suitability for a post, to ensure you are legally entitled to work in the UK and to seek references and employment checks.

In some cases, the organisation needs to process data to ensure that it is complying with its legal obligations. For example, it is required to check an employee's entitlement to work in the UK, to deduct tax, to comply with health and safety laws and to undertake Disclosure and Barring checks, where appropriate.

In other cases, the organisation has a legitimate interest in processing personal data before, during and after the end of the employment relationship. Processing employee data allows the organisation to:

· run recruitment and promotion processes;
· obtain occupational health advice, to ensure that it complies with duties in relation to individuals with disabilities, meet its obligations under health and safety law, and ensure that employees are receiving the pay or other benefits to which they are entitled;
· ensure effective general HR and business administration;
· provide references on request for current or former employees;
· respond to and defend against legal claims; and
· maintain and promote equality in the workplace.

Some special categories of personal data, such as information about health or medical conditions, is processed to carry out employment law obligations (such as those in relation to employees with disabilities).

Where the organisation processes other special categories of personal data, such as information about ethnic origin, sexual orientation, health or religion or belief, this is done for the purposes of equal opportunities monitoring. Data that the organisation uses for these purposes is anonymised and is collected with the express consent of employees who provide this information. Applicants are entirely free to decide whether or not to provide such data and there are no consequences of failing to do so.

Who has access to data?
Your information may be shared internally with members of the recruitment panel and administration and finance staff if access to the data is necessary for performance of their roles.

The organisation shares your data with third parties in order to obtain pre-employment references from other employers and obtain necessary criminal records checks from the Disclosure and Barring Service (where appropriate). 

The organisation will not transfer your data to countries outside the European Economic Area.

How does the organisation protect data?
The organisation takes the security of your data seriously. The organisation has internal policies and controls in place to try to ensure that your data is not lost, accidentally destroyed, misused or disclosed, and is not accessed except by its employees in the performance of their duties. We have a data protection policy which is available to all staff, or on request, and we ensure that our IT firewalls are regularly updated and reviewed. All paper records are kept securely in locked cabinets and destroyed securely in line with our records retention policy.
In the event of an application not being successful we retain your application for six months for legal purposes, after this date it is destroyed securely.

Your rights
As a data subject, you have a number of rights. You can:
· access and obtain a copy of your data on request;
· require the organisation to change incorrect or incomplete data;
· require the organisation to delete or stop processing your data, for example where the data is no longer necessary for the purposes of processing; and
· object to the processing of your data where the organisation is relying on its legitimate interests as the legal ground for processing.

If you would like to exercise any of these rights, please contact the Chief Officer on 01743 860011.

If you believe that the organisation has not complied with your data protection rights, you can complain to the Information Commissioner.

What if you do not provide personal data?
In order for us to be able to process your application, you will need to provide the organisation with data. Certain information, such as contact details, your right to work in the UK and payment details, have to be provided to enable the organisation to enter a contract of employment with you. If you do not provide other information, this will hinder the organisation's ability to administer the rights and obligations arising as a result of the employment relationship efficiently.

Automated decision-making
Partners in Care does not use automated decision-making.
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