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APPLICATION FORM



	

	CONFIDENTIAL 

Please type or write clearly using black ink.


	Please return to: info@maidenlanecommunitycentre.org 

	

	

	
	Post applied for:  Early Years Practitioner
	
	Closing date: 12noon Wed 4th Mar 2020
	

	


	1.  Personal details

	

	Title:
(Mr, Mrs, Miss, Ms, Other)
	  , 
	Last name:
	
	

	

	First name(s):
	
	Known as:
	
	

	

	Address:


	
	Post code:
	
	

	

	

	Telephone no.
	
	Mobile no
	
	

	

	Email
	
	

	National Insurance no.
	
	

	

	Are you eligible to work in the UK/EEA                                                                        Yes:
	
	
	
	

	

	Do you require further leave to remain?                                                                       Yes:
	
	  No:
	
	

	

	If yes, please clarify your status

	
	
	

	

	(If your application is successful you will be asked to provide documentary evidence of your entitlement to work in the UK before you commence employment.) 

	

	2. Present or most recent employment 
Please start with your most recent/current employment.  

	

	Name of Employer:
	
	

	

	Address:


	
	Post code:                     
	
	

	

	

	Position held :
	
	

	

	Date started:
	
	

	

	Salary:
	
	

	

	Hours:
	
	

	

	Brief Description of Duties:
	
	

	
	
	

	
	
	

	
	
	

	Reason for leaving if no longer employed:
	
	

	
	
	


	3.  Previous employment Experience

	Starting with your most recent job please list previous employment providing all the details requested.  

	Employers name and address      
	Position held and brief duties
	Dates from/to       dd/mm/yy
	Salary
	Reason for leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	PLEASE PROVIDE DETAILS OF ANY GAPS IN YOUR EMPLOYMENT HISTORY – WITH DATES.

	
	
	
	
	

	
	
	
	
	


	4. Education, Training and Qualifications 

	Please state the name(s) of the Secondary School, College and University attended and grades / qualifications obtained. (Most recent first)

	From/To                    
	Name of establishment                                         
	Examination results Subject, level, grade

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	4a. Professional Qualifications / Registrations 

	Please provide details of any professional qualifications and membership of professional institutes that you hold.

	Name of professional body                                      
	Membership grade and number
	Date obtained                    

	
	
	

	
	
	

	
	
	


	5. Training Courses attended if relevant 

	Please give details of any training that you have received that supports your application.  Include any on the job training as well as formal courses.

	Course title or description and provider                    
	Courses attended                                          
	Date from - to 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Please add additional lines, as required
6. Statement in Support of Application
Please use this space to tell us how you meet each of the points on the personal specification.  We need to have this information to consider your application. 
Please expand this box as required 

	7. Referees

	If you are successful we will obtain references that may include time spent in education.  Your first referee must be your current or last employer.  


	Referee’s name:
	
	           Referee’s position:
	
	

	

	Address:
	
	         Post code:
	
	

	

	Email address:
	
	           Telephone number:
	
	

	

	Referee’s name:
	
	           Referee’s position:
	
	

	

	Address:
	
	         Post code:
	
	

	

	Email address:
	
	           Telephone number:
	
	

	

	8. Miscellaneous

	

	Canvassing of employees or Trustees directly or indirectly will disqualify candidates from appointment.

	

	Are you related to, or do you have a close personal relationship with any employee of Maiden Lane Community Centre or any Trustee? 

	

	Yes:
	
	No:
	
	  If YES, please state their name and the position they hold

	

	

	Name:
	
	Position held
	
	

	

	Name:
	
	Position held
	
	

	

	Data Protection

Maiden Lane Community Centre intends to fulfil all its obligations under the Data Protection Act 1998 (the Act) and will ensure that all processing of data falling within the scope of the Act is appropriately held and processed.


	9. Rehabilitation of Offenders Act

	All jobs will require an enhanced Disclosure and Barring Service Check and we will need information from you regarding any previous, existing or pending convictions or cautions. All posts are exempt from the Rehabilitation of Offenders Act and you are not entitled to withhold information even if you have convictions that would normally be considered to be "spent". Please answer Q1 and Q2 below.

Failure to declare any criminal convictions or cautions including those spent could result in withdrawal of any job offer, dismissal or disciplinary action.  You maybe asked to provide details to the panel if selected for interview. Possession of a conviction or caution will not necessarily mean that you won’t be appointed, each case is considered on its merits.



	

	Q1.  Have you ever been convicted of any               Yes:

        Criminal offences? 
	
	     No:
	
	  

	

	Q2. Have you ever been disqualified from               Yes:

       working with children or vulnerable adults?
	
	     No:
	
	  

	 

	10. Declaration

	

	I will declare to Maiden Lane Community Centre if appointed, my intention to continue work for another employer or on a self employed basis (under the Working Time Directive).   I understand that providing misleading of false information/qualifications will disqualify me from appointment or if appointed, may lead to disciplinary action and dismissal.  I authorise Maiden Lane Community Centre to check the information supplied.

	

	Signed:
	
	    Date:           
	
	

	

	

	

	

	

	

	

	

	I consent to the processing and use of this personal Data by Maiden Lane Community Centre for the purpose of the recruitment and job application process 

	

	

	

	

	

	

	

	

	

	

	

	

	

	


RECRUITMENT MONITORING FORM 
	As an equal opportunities employer Maiden Lane Community Centre is committed to monitoring the effectiveness of its employment policies. This is endorsed by the Equal Opportunities Commission and the Commission for Racial Equality. All stages of the recruitment process are monitored to check that unfair discrimination is not taking place. The information you provide below will be treated in strict confidence unless indicated otherwise. Categories marked with a * will only be used for statistical monitoring purposes.



	Post title:
	

	Surname:


	
	Initials:
	

	Title:

Miss/Ms/Mrs/Mr/Dr
	
	Other
	

	AGE Date of birth  (dd/mm/yyyy)
	

	GENDER    
	
	Male
	
	Female
	
	
	
	
	

	ETHNICITY   What is your ethnic group? (please tick one box from the appropriate section)



	White
	Asian or Asian British

	
	
	British
	
	Irish
	
	Greek / Cypriot
	
	Indian
	
	Pakistani
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Turkish
	
	Traveller
	
	Turkish / Cypriot
	
	Bangladeshi
	
	East African Asian
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Kurdish
	
	Irish Traveller
	
	
	
	Any other Asian background*
	

	
	
	
	
	
	
	
	
	
	

	
	
	Any other White background*
	
	
	
	

	

	
	Black or Black British
	

	

	
	
	Caribbean
	
	African
	

	
	

	Mixed
	
	
	Any other Black background
	

	
	
	
	

	
	
	White & Black Caribbean
	
	
	

	

	
	
	White & Black African
	
	Chinese
	

	

	
	
	White & Asian
	
	
	Chinese
	
	
	

	

	
	
	Any other mixed background*
	
	
	

	Other ethnic background
Any other ethnic background please specify______________________________________________


	DISABILITY   Do you consider you have a disability?
	
	Yes
	
	No
	

	
	
	

	
	The Disability Discrimination Act defines a disability as follows: a person has a disability if she /he has a physical or mental impairment which has a substantial and long-term adverse affect to his / her ability to carry out normal day-to-day activities.
	

	
	
	

	
	Do you have any specific requirements in relation to attending an interview or to assist you at work?
	
	Yes
	
	No
	

	
	If YES, please give details_________________________________________________________________________________________

	

	
	
	

	RELIGION   What is your religion?
	
	Buddhist
	
	Hindu
	
	Muslim
	
	Sikh
	
	Christian

	

	

	
	
	Jewish
	
	Rastafarian
	
	None
	
	Prefer not to say
	
	Other
	

	

	SEXUAL ORIENTATION I would describe my Sexual Orientation
	

	

	
	
	Bi-sexual
	
	Lesbian
	
	Gay man
	
	Heterosexual
	
	Prefer not to say

	

	


Privacy Notice: 

How we use Recruitment and Job Application information

As part of the recruitment and job application process, the organisation collects and processes data relating to job applicants. 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 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 previous and current level of remuneration;

· Whether or not you have a disability for which the organisation needs to make reasonable adjustments during the recruitment process; and

· Information about your entitlement to work in the UK

The organisation may collect this information in a variety of ways. For example, data might be contained in application forms, CVs or resumes, obtained from your passport or other identity documents, or collected through interviews or other forms of assessment. The organisation may 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 record checks. The organisation will 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 on your application record, in HR management systems and on other IT systems including email.

Why does the organisation process personal data?

The organisation needs to process data to take steps at your request prior to entering into a contract with you. It may also need to process your data to enter into a contract with you. 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 a successful applicant’s eligibility to work in the UK before employment starts. The organisation 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 organisation to manage the recruitment process, assess and confirm a candidate’s suitability for employment and decide to whom to offer a job. The organisation may also need to process data from job applicants to respond to and defend against legal claims. The organisation may process special categories of data, such as information about ethnic origin, sexual orientation or religion or belief, to monitor recruitment statistics. It may also collect information about whether or not applicants are disabled to make reasonable adjustments for candidates who have a disability. The organisation processes such information to carry out its obligations and exercise specific rights in relation to employment. For some roles, the organisation is obliged to seek information about criminal convictions and offences. Where the organisation seeks this information, it does so because it is necessary for it to carry out its obligations and exercise specific rights in relation to employment. If your application is unsuccessful, the organisation may keep your personal data on file in case there are future employment opportunities for which you may be suited. The organisation will ask for your consent before it keeps your data for this purpose and you are free to withdraw your consent at any time.
Who has access to data?

Your information may be shared internally for the purposes of the recruitment exercise. This includes members of the Management Committee and interviewers involved in the recruitment process, managers in the business area with a vacancy and admin staff if access to the data is necessary for the performance of their roles.

The organisation will not share your data with third parties, unless your application for employment is successful and it makes you an offer of employment. The organisation will then share your data with former employers to obtain references for you, employment and background check providers to obtain necessary background checks and the Disclosure Barring Service to obtain necessary criminal record checks.

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

How does the organisation protect data?

The organisation takes the security of your data seriously. It has internal policies and controls 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 organisation keep data?

If your application for employment is unsuccessful, the organisation will hold your data on file for 12 weeks. At the end of that period or once you withdraw your consent, your data is deleted or destroyed. If you have been interviewed but not successful, the organisation will keep your data for a maximum of 6 months unless you withdraw your consent, your data is securely 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 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: info@maidenlanecommunitycentre.org

If you believe that the organisation has not compiled 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 organisation during the recruitment process. However, if you do not provide the information, the organisation may not be able to process your application properly or at all.
Automated decision-making

Recruitment processes at Maiden Lane Community Centre are not based on automated decision-making
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