
EMPLOYMENT APPLICATION 
This form may not allow sufficient space for provision of the information requested, or other information you feel would be relevant to the application.  If this is the case, please include additional sheets.

PERSONAL DETAILS:

	Post applied for:



	Where did you see the post advertised?



	Surname:


	First Name(s):



	Address:

	
	Postcode:

	Telephone No:    Daytime:                               Evening:

E-mail address:



	Are you legally eligible for employment in the UK?           Yes / No (delete as applicable)

Do you require a work permit to work in the UK?               Yes / No (delete as applicable)

Please note that prior to making an offer of employment, we are required by law to verify documentary evidence (and maintain copies for our files) regarding a candidate’s eligibility to work in the UK.  This applies to all applicants regardless of nationality/origin.


CURRENT (OR MOST RECENT) EMPLOYMENT OR WORK EXPERIENCE

	Title of Post

Number of Hours worked per week:

	Name and Address of Employer



	
	Postcode

	Nature of Business
	Date of Appointment



	Salary and Hourly Rate
(Full time equivalent)

	Period of Notice / Contract End Date



	Summary of Duties Responsibilities

Reason for Leaving:



PREVIOUS EMPLOYMENT (most recent first - you may include unpaid work)

Please give a brief explanation of any periods of unemployment

	Employer’s Name and Address
	Title of Post Held
	Salary and Scale (FTE)
	Date

From
	Date

To
	Reason for leaving

	
	
	
	
	
	


EDUCATION AND QUALIFICATIONS (most recent first).   Include details of any qualifications for which you are currently studying/expect to attain.

	Schools, Colleges Universities or other Training organisations
	From*
	To*
	Programme of study/examinations taken (with levels and grades)

	
	
	
	


* Inclusion of qualification dates is not compulsory
PERSONAL INTERESTS/HOBBIES

	


REFERENCES

Please give the name, address and telephone number of two people who would be willing to give you a reference.   If you are currently or have recently been in employment, one of these should be your current or last employer.   If not, a referee should be a person who can make a statement with regard to your character, e.g. a school or college teacher.  Referees must not be members of your family or related to you in any way.

	Name


	Name



	Job Title (if applicable)


	Job Title (if applicable)



	Address


	Address



	Postcode
	Postcode

	Telephone


	Telephone



	How does this person know you?


	How does this person know you?



	If required, may we take up reference before interview?

Yes / No (delete as applicable)

	If required, may we take up reference before interview?

Yes / No (delete as applicable)



INFORMATION IN SUPPORT OF THIS APPLICATION

	In your own words, tell us how your previous experience might help you in the role you are applying for.
Please use the space below explain why you would be a good applicant for the post, including any experience you have gained, skills you have to offer (for example, IT skills) and personal qualities.  This may include work and voluntary/domestic activities (e.g. school committees, charity work).  Please relate your comments to the job description and advertisement.

Please continue on an additional sheet if necessary 


	If you are selected for interview, are there any reasonable adjustments you would need us to make to make it easier for you to attend?

Yes / No (delete as applicable)
If yes, please give details:

Please note that Porlock and Dunster Surgeries operate a non-smoking policy covering all practice premises


APPLICANT’S DECLARATION

I hereby give my consent, in connection with this application, for all previous employers, educational institutions and references to be contacted to obtain and verify the accuracy of information provided by me in support of this application.  

I understand that any misrepresentation or material omission made by me on this application will be sufficient cause for cancellation of the application or immediate termination of employment, whenever it may be discovered.  

I understand that Dunster and Porlock Surgery is permitted to hold personal information about me as identified on this application form as part of its recruitment procedures and personnel records.

Note:  Dunster and Porlock Surgery is an equal opportunities employer and does not unlawfully discriminate in employment.  No information provided by the applicant will be used for the purpose of limiting or excluding any applicant from consideration for employment on a basis prohibited by law.
	Applicant’s signature:


	Date:




This form should be returned to Mr Ian Budge by post to Dunster Surgery or email to i.budge@nhs.net
DIVERSITY MONITORING INFORMATION

	Date of birth:
	[optional – you do not need to complete this] This page will be removed from the application papers prior to assessment and is used only to monitor recruitment processes


Please tick the box which best describes your cultural & ethic origin

	□ White British
	□ Black British
	□ Indian

	□ White Irish
	□ Black Caribbean
	□ Pakistani

	□ White European
	□ Black African
	□ Bangladeshi

	
	
	□ Chinese

	□ Other white origin

Please specify:


	□ Other black origin

Please specify:


	□ Other Asian origin

Please specify:




	FOR OFFICE USE ONLY

	Date application received:
	Interview:                   Yes    /    No



	Shortlist                       Yes   /   No
	Notes on references:




JOB APPLICANT PRIVACY NOTICE

Data controller: Dunster and Porlock Surgeries
As part of any recruitment process, the practice collects and processes personal data relating to job applicants and is committed to being transparent about how it collects and uses that data in line with data protection legislation.

What information does the practice collect?
The practice collects a range of information about you. This includes: 

· your name, address and contact details, including email address and telephone number;
· details of your qualifications, skills, experience and employment history;

· information about your current level of remuneration, including benefit entitlements;

· whether or not you have a disability for which the practice needs to make reasonable adjustments during the recruitment process;

· information about your entitlement to work in the UK; and

· equal opportunities monitoring information, including information about your ethnic origin, sexual orientation, health and religion or belief;

The practice collects this information in a variety of ways, such as:

· Application forms:

· CVs or resumes;

· Copies of your passport other identity documents;

· Information collected through interviews or other forms of assessment.
The practice will also collect personal data about you from third parties, such as: 

· References supplied by former employers;

·  Information from employment background check providers and information from criminal records checks;

· The practice may seek information from third parties only once a job offer to you has been made and will inform you that it is doing so.

Data will be stored in a range of different places, including:

· Your application record;

· HR management systems;

· IT systems (including email).

Why does the practice process personal data?
The practice needs to process data to take steps at your request prior to entering into a contract with you. It also needs to process your data to enter into a contract with you.

The practice needs to process data to ensure that it complies with its legal obligations such as being required to check a successful applicant's eligibility to work in the UK before employment starts.

The practice has a legitimate interest in processing personal data during the recruitment process and for keeping records of the process. Processing data from job applicants allows the practice to:

· Manage the recruitment process;

· Assess and confirm a candidate's suitability for employment;

· Decide to whom to offer a job; 

· Respond to and defend against legal claims.

Where the practice relies on legitimate interests as a reason for processing data, it will consider whether or not those interests are overridden by the rights and freedoms of applicants, employees or workers.

The practice will process health information if it needs to make reasonable adjustments to the recruitment process for candidates who have a disability. This is to carry out its obligations and exercise specific rights in relation to employment.  Where the practice processes other special categories of data, such as information about ethnic origin, sexual orientation, health or religion or belief, this is for equal opportunities monitoring purposes.

Who has access to data?
Your information will be shared internally for the purposes of the recruitment exercise. This includes:

· Interviewers involved in the recruitment process

· Managers in the area with a vacancy

The practice will not share your data with third parties, unless your application for employment is successful and it makes you an offer of employment. The practice will then share your data with former employers to obtain references for you.
The practice will not transfer your data outside the European Economic Area.

How does the practice protect data?
The practice takes the security of your data seriously. Internal policies and controls are in place to ensure that your data is not lost, accidentally destroyed, misused or disclosed, and is not accessed except by our employees in the proper performance of their duties. 

For how long does the practice keep data?
If your application for employment is unsuccessful, the practice will hold your data on file for no longer than six months after the end of the relevant recruitment process.  At the end of that period, your data is deleted or destroyed.

If your application for employment is successful, personal data gathered during the recruitment process will be transferred to your personnel file and retained during your employment. The periods for which your data will be held will be provided to you in a new privacy notice.

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 practice to change incorrect or incomplete data;

· require the practice to delete or stop processing your data, for example where the data is no longer necessary for the purposes of processing;

· object to the processing of your data where the practice is relying on its legitimate interests as the legal ground for processing; and

· ask the practice to stop processing data for a period if data is inaccurate or there is a dispute about whether or not your interests override the practice's legitimate grounds for processing data.

If you would like to exercise any of these rights, please contact Mrs Georgina Langley.  

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

What if you do not provide personal data?
You are under no statutory or contractual obligation to provide data to the practice during the recruitment process. However, if you do not provide the information, the practice may not be able to process your application properly or at all.
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