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IMPROVING THE LIVES OF CHILDREN






Application for Employment

Please complete using black ink or type.

	Job Applied for:
	

	
	

	Closing Date:
	

	
	

	Title and Last Name/Family Name:
	

	
	

	Previous Last Name:
	


	First Name:
	

	
	

	Where did you see this post advertised?
	


SOME GUIDELINES TO HELP YOU…

This is your opportunity to tell us as much as possible about yourself and 
will help us make a fair decision in the selection process. Please carefully read the job 
description and person specification before completing this form

Please ensure that you complete ALL sections.  

Your application will be treated in the strictest confidence.

General Information About You

	Home Address


	Address for communications (if different)




	Telephone No. Home:
	
	Alternative Telephone No:
	


May we contact you here?  Yes   (     No     (
     May we contact you here?  Yes   (
No    (
	Are you happy to be contacted by email? If so, please provide your email address:   
 


Do you have a current UK driving licence (if applicable)?

Yes     ( 
No     (
Do you have any current endorsements?



Yes     (
No     (
If yes, please give brief details

	


If you are successful, when could you start this job? 

	


Are you aware of any matter, which might call into question your integrity as an employee or bring you/or Salus into disrepute.

Yes     (
No     (                 If yes please give brief details.

	


	Employment


Present or most recent employment details. 

Name and Address of Employer:

	


	Job Title:
	
	Salary:
	


	Date started:
	
	Date of leaving: 

(if applicable)
	


Main duties and responsibilities: Please use a separate page if necessary

	


	Qualifications Achieved from Secondary, Higher and/or Further Education


	School/College/University attended


	Qualifications

(include GCSE/O levels, A levels or equivalent, NVQ’s, work based courses and any further education)
	Grade & Year taken

(if any)

	
	
	


	Previous Employment:


You must explain any gaps in your job history.  Please use a separate page if necessary. Please give details of all employment.

	Name and full address of Employer
	Dates
	Job Held

	
	
	


	Membership of Professional Organisations and Institutions


	Name


	Date achieved
	Membership status
	By examination

(Yes/No)

	
	
	
	


	Other Skills and Interests – including languages (spoken/written), computers, etc.


(Please include details of any public duties, community or voluntary work experience)
	


Work Permit

Do you need a work permit to be employed in the UK?
Yes     (
No    (
	National Insurance Number


(You can obtain this information from the Department of Social Security)

	
	
	
	
	
	
	
	
	
	
	
	
	


If appointed, you will be required to produce documentary evidence of your National Insurance number before you take up the post.  If you do not have this, you will be asked for alternative documentation to show that you are allowed to work in the UK.

	Referees


Give details of two people to whom you are not related and to whom a request for a reference can be made; one should be your current employer, or if you are currently unemployed, your last employer.  In the case of school / college / university leavers, your tutor.  In certain circumstances a reference may be requested from any of your previous employers.

Reference 1





     Reference 2

	Name: 
	
	Name: 
	

	Relationship to you
	
	Relationship to you:
	

	Address:

Email Address:
	
	Address:

Email address:
	

	Tel. No:
	
	Tel. No:
	

	May we contact prior to interview?  

Yes   (    No   (  
	May we contact prior to interview?  

Yes   (   No   (


	Criminal Offences


As this post is exempt from the Rehabilitation of Offenders Act (ROA) 1974 you must disclose details of any spent or unspent cautions or convictions.  Appointment to posts exempt from the ROA will be subject to the successful candidate obtaining an enhanced disclosure from the Criminal Records Bureau to Salus’ satisfaction.  We would also ask that you also make known details of any police reprimands, cautions or warnings that are likely to be disclosed by the request of an enhanced disclosure from the Criminal Records Bureau.  For all other posts, only unspent cautions or convictions need to be disclosed. 

Have you ever been cautioned, convicted or received a Police Reprimand or Warning?

Yes     (
No    ( 

If you have answered yes, please provide details in the box below:

Details of any relevant cautions or convictions:

	

	

	Reason for Application


Using the job description and person specification as a guide, please give details of any experience or skills which you feel demonstrate your suitability for this post.  Please use a continuation sheet if you require.

	


I understand that any employment, if offered, will be subject to the information on this form being correct, and I can confirm that no valid information has been wilfully withheld.  I understand that if I am appointed, I am liable to dismissal without notice if the information on this form is later proved to be inaccurate.

	Signed:
	
	Date:
	


Please sign or add an electronic signature to confirm that the information that you have provided in this application is accurate and correct.  

Please return your completed application form to recruitment@salusgroup.org.uk  

Or by post to, The Barn, Greenacres, Pound Lane, Smeeth, Ashford, TN25 6RJ


Privacy Notice How we use recruitment and selection information:

At Project Salus CIC and Salus Solutions Ltd (“Salus”) we are committed to ensuring that your privacy is protected and respected. As an organisation, Salus is registered with the Information Commissioner’ Office and acts in accordance with the General Data Protection Regulations.

We are both a "data controller" and “data processor” for the purposes of the Data Protection Act 1998 and (from 25 May 2018) the EU General Data Protection Regulation 2016/679 ("Data Protection Law").  

What info do we hold?

As part of the recruitment process, we hold a copy of your application form and any additional information that you have provided us with. This will usually include an address, a phone number, your gender, your entitlement to work in the UK, remuneration and other employee benefits and other personal details.

We also keep notes of our conversations, extra information that was not in the CV, details about the jobs we have put you forward for and any feedback from any interviews.

Where do we keep it?

We are committed to ensuring that your information is safe and take relevant organisation and technical measures to ensure the information we hold is secure.  Salus will keep your emails and records of telephone conversations with all of the above on email, our secure server and any paper copies will be kept in a locked cabinet.   All laptops are encrypted with password protection. 
However, the transmission of information via the internet is not completely secure and so we cannot guarantee the security of the data that you send to us electronically.

How do we obtain it?

The information we have comes initially from you. In certain cases when we have followed up on your references, this information will also go onto our secure locations, see above.

What do we do with it?

All your information is kept confidential and secure. In the case of an interview, if you have agreed to be put forward for a role your application from will be sent across either directly to the selection panel which in some cases may include external partners. All of whom will be required to comply with the details in this notice and our privacy policy.  

If you are offered a telephone/skype interview then those details will be sent across to the selection panel.

Disclosing your Information

We will not sell, distribute or lease your personal information to third parties unless we have your permission or are required to do so by law.

There may be times when we may need to share personal information with third parties for the purposes outlined in this notice, or where we are legally required to do so.  The main examples are as follows:
· To comply with the law or a court order;

· In connection with any court proceedings or legal action; and,

· To assist fraud protection and for safeguarding purposes.

You may request details of personal information which we hold about you under the Data Protection Act.

Data Retention Period

We will keep your data for a maximum period of 6 months. Once we have your details on file we will keep them there either until that time, or you ask for them to be removed, or send us an update on your details, or until we no longer need them. 

What if you do not provide personal data?

You are under no statutory or contractual obligation to provide data to Salus during the recruitment process.  However, if you do not provide the information, then we may not be able to process your application properly or at all.
Complaining to the ICO

If you believe we have mishandled your data we would encourage you to raise this with us and see if we can clarify the situation you should contact the DPO at 

DPO@salusgroup.org.uk or on 01303817470. If we can't resolve the situation then you have the right to raise a complaint to the I.C.O.

Email Marketing

Salus does not send out any regular recruitment marketing emails, we will only email you about jobs that we believe would be of interest to you

For further information please see our privacy notice
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