Whittlesford Out of School Club                      [image: ]
Application Form
Post applied for: 
Personal details:
	Full Name:

	Address:




Postcode 
	Daytime Contact Number:


Home Telephone Number:

Email

Date of Birth

	National Insurance Number

	Notice Period, or date when you would be able to start work:

	Do you have the right to work in the UK?



Employment History
Please give details of your current or most recent employment first. Include paid and voluntary work.
	Start/end date
	Employer name and address
	Job Title
	Nature of work

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Continue on a separate sheet if necessary
Relevant Experience
	Start/end date
	Brief description of relevant experience
	Key skills used in this role 

	
	
	

	
	
	

	
	
	




Education, Training and Development
Please give details of your education and training, starting with the most recent. Please include any formal qualifications or certificates you may hold.
	Start/end date
	University, collage, school or training establishment
	Qualification or course details 
	Grade

	
	
	
	











Personal Statement
Please state why you think you are suitable for this job. Give examples where appropriate and ensure that you address the points covered in the job description. Continue on an additional sheet if necessary. Continue on an additional sheet if necessary. 
	


References
Please give contact details of two people who are willing to provide reference regarding your suitability for the post. One must be your current or most recent employer.
	First referee: Present /most recent employer
	Second Referee

	Name:
Address:





Email:
Telephone:
Relationship to applicant:
	Name:
Address:





Email:
Telephone:
Relationship to applicant:


Can we approach you referees prior to interview?  Yes/no
Criminal Convictions
Due to the nature of this post and the law relating to it, this post is exempt from the rehabilitation of offenders act. You must disclose all criminal convictions, cautions, court orders, reprimands, warnings or pending cases. It is a condition of any subsequent employment that you have done so. Failure to disclose and such information could result in dismissal or disciplinary action. 
Any information that you supply will be dealt with on a confidential basis and in compliance with our Recruitment Privacy Notice (Appendix A). Whittlesford Out of School Club will only take into account when considering your application those convictions, cautions, court orders, reprimands, warnings or pending cases relevant to the nature and purpose of the post for which you are applying.
The post is subject to an enhanced DBS disclosure for a regulated activity being obtained for the successful applicant which is satisfactory to Whittlesford Out of School Club. We will require full sight of the DBS certificate and if appropriate, we will also check your status online via DBS Update Service. 
Declaration
I have read and understood the above statement. If I have any convictions, cautions or pending cases to declare I will supply details of them at the time of application to Whittlesford Out of School Club at the address shown below:
[bookmark: _GoBack]I further certify that the information contained on this application form is accurate and true and by signing below I confirm that I have read and accept the Appendix A Job Application Privacy Notice:

Signed................................................................................ Date.......................................
Please return this form to Whittlesford Out of School Club, Mill Lane, Whittlesford, Cambridge, CB224NE.
 The closing date for applications are published on our website.  If you receive no further communication within 6 weeks of the closing date please assume that your application has been unsuccessful. Thank you for your interest in the post. If the application form is not completed fully, candidates may not be taken through to the interview stage. 


Appendix A Job Applicant Privacy Notice
As part of our recruitment process, the organisation collects and processes personal 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. 

At Whittlesford Out of School Club CIO we respect the privacy for the collection and processing of personal data relating to job applicants. The purpose of this Job Applicant Privacy Notice is to explain in detail the ‘personal information’ we may collect about you, how we use it and how we ensure we keep it safe.
‘Personal information’ means information about a living individual who can be identified from that information (either by itself or when it is combined with other information).  
Who are we
This privacy notice applies to all personal information processing activities related to the Application and Recruitment process carried out by Whittlesford Out of School Club CIO (Registered Charity 1164607).  Our address is Whittlesford Out of School Club CIO, Mill Lane, Whittlesford, CAMBRIDGE CB22 4NE and our contact details can be found at www.wosclub.co.uk 
When do we collect information about you

Personal Data is collected directly from you through many processes:
· When you complete and submit this Job Application form
· When we request references using the contacts you have provided
· When you provide DBS disclosure
· From information provided in received CVs or resumes
· Any provided identity documents
· When information collected through interviews or other forms of assessment
What information do we collect about you

We collect 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 entitlement to work in the UK.
· Any information you declare in the personal statement
· All criminal convictions, cautions, court orders, reprimands, warnings or pending cases that you have disclosed
We may also collect personal data about you from third parties, such as references supplied by former employers and information from criminal records 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).
How we use your information and why

· The personal information you provide on the Job Application form enables us to conduct the recruitment process.  Our legal basis for the collection and processing of this data is ‘Contractual Obligation’

· We have a legitimate interest in processing personal data during the recruitment process and for keeping records of the process. Processing data from job applicants allows us to manage the recruitment process, assess and confirm a candidate's suitability for employment and decide on whom to offer a job. We may also need to process data from job applicants to respond to and defend against legal claims. Our legal basis for the collection and processing of this data is ‘Legitimate Interest and Legal Obligation’
· In some cases, we need to process data to ensure that we are complying with our legal obligations. For example, it is required to check a successful applicant's eligibility to work in the UK before employment starts.  Our legal basis for the collection and processing of this data is ‘Legal Obligation’
· For some roles, we are obliged to seek information about criminal convictions and offences. Where we seek this information, it does so because it is necessary for it to carry out its obligations and exercise specific rights in relation to employment.  Our legal basis for the collection and processing of this data is ‘Legitimate Interest and Legal Obligation’
How we protect your data
Your information may be shared internally for the purposes of the recruitment exercise. This includes members trustee; the committee and managers of the club.
We will not share your data with third parties, unless your application for employment is successful and it makes you an offer of employment. We will then share your data with former employers to obtain references for you and the Disclosure and Barring Service to obtain necessary criminal records checks.
How do we protect your data

· Any personal information that you provide is kept secure. 
· All our electronic data is stored on Microsoft Office 365 platform.  Where appropriate we enable Multi-Factor authentication to access this data.
· All Personal data is accessed using secured devices and critical roles such Treasurer and Managers are provided with Club owned devices.
· All Personal data held on paper are stored in secured file cabinets.
· We also ensure that any organisations that provide data processing on the clubs behalf also meet GDPR standards and processes for the protection of your data  

How long does we keep data
If your application for employment is unsuccessful, the organisation will hold your data on file for [6 months] after the end of the relevant recruitment process. 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 the Employee Privacy notice.
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
You are under no statutory or contractual obligation to provide data to us during the recruitment process. However, if you do not provide the information, we may not be able to process your application properly or at all.
Your rights 
You have the right to ask to see the data that we have about yourself, and to ask for any errors to be corrected. For any information requests or corrections, you wish to make, then please contact us at DPO@wosclub.co.uk. We will confirm receipt within 72hrs and respond to all such requests within one month. 
If you have a complaint about how we have kept your information secure, or how we have responded to a request to access, update or erase your data, you can refer us to the Information Commissioner’s Office (ICO).
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