Application for employment 
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Please email your completed application to Caroline Olsen by email colsen@academicis.co.uk
Post title, location and job reference 
	


How did you become aware of the vacancy? If by an advert, please include the publication
	


For jobs in Northern Ireland, please include the vacancy approval number
	



	1) Personal details



	Surname:
	
	First name(s):
	



	
	
	



	Home/private address:
	



	



	Telephone (home):
	
	Postcode:
	



	Telephone (mobile):
	
	Email:
	



	Telephone (work):
	
	May we contact you at work?
	Yes / No



	2) Education / qualifications / training / courses



School / further / higher education / other training
	Dates/duration
	Establishment/
organiser
	Details /
qualification(s)
obtained
	Grade/level

	




	
	
	

	




	
	
	

	



	
	
	

	



	
	
	

	



	
	
	



Professional bodies of which a member:
please give full details of level, when obtained and expiry
	





















	3) Employment


Present/most recent position:
	Employer:
	
	Nature of business:
	



	Job title:
	
	Salary:
	
	Start date:
	



	Are you still employed?
	Yes / No
	If yes, notice required:
	



	If no, date ended?
	
	Reasons for leaving:
	














Employment history (most recent employment first) please account for all gaps in employment history since entering full time employment, including voluntary or community work for the last 5 years
	Dates 
from & 
to
	Name & address 
of employer 
Nature of business
	Salary (on 
leaving)
	Job title & main duties
	Reason for 
Leaving

	




	
	
	
	

	
	












	
	
	

	
	







	
	
	

	
	
	
	
	

	
	
	
	
	




	
Have you previously worked for Livability?
(i.e. John Grooms Charity, JGHA, Prospects or the Shaftesbury Society)
		

	Yes / No






	If yes, please state where and when
	



	Have you previously applied for a post with Livability?
(i.e. John Grooms Charity, JGHA or the Shaftesbury Society)
		

	Yes / No






	If yes, please give details
	




	4) Other



Do you have any relatives or contacts at Livability?  If so, please give details:
	


Do you hold a current UK driving license?  
	Yes / No	                                       Full / Provisional	                         Manual / Automatic


Do you have any driving convictions (including penalty points)?  If yes, please give details:
	


Do you own or have use of a car?
	Yes / No


Are you able to work flexible hours?
	Yes / No


Are you willing to undertake ‘sleep in’ duties?  This is particularly important if you work in a residential setting?  
	Yes / No


Have you ever been or are you currently subject to disciplinary action?  If so please give details:
	



	5) Business travel



	Are you able to travel according to the requirements of the job?
	Yes / No





	6) Faith


Livability is a Christian organisation that welcomes employees from all faith groups 
or none. In working for Livability you would be part of a Christian led organisation 
and you would need to work within the values and ethos of the organisation. 
Please provide some words on how you feel you are able to meet this requirement:
	

	



	7) Positive about disabled people



[image: Two ticks disability symbol 'Postive about disabled people']Livability wishes to improve disabled people’s chances of being selected for our vacancies. Please indicate below whether you consider that you have a disability.
	Do you consider yourself to be disabled?
	Yes / No
	If yes please state your disability:



	



	Do you wish to apply for an interview under the disability symbol scheme?
	Yes / No




	8) Supporting statement


	With close reference to the job description and person specification please give an account of the experience, knowledge, skills and training you have which meet the requirements of the post. Please include any other information you feel is relevant in support of your application, with particular reference to the person specification, your reason for applying and what you can offer to the post / organisation.
























Please continue on a separate sheet if necessary





[bookmark: _GoBack]
	9) Convictions and cautions



	Do you have a prosecution pending, or have you ever been convicted 
at a court, cautioned, or arrested by the police for any offence?
		

	Yes / No





	

	Yes / No


Are you currently the subject of a police investigation or do you have any prosecutions pending?
If you have answered ‘yes’ to the questions above, please provide details of all charges, prosecutions, convictions, cautions and bind-over orders on a separate sheet.
A conviction does not automatically bar a candidate from being appointed, but failure to declare this information could result in disciplinary action, which may lead to dismissal. Please see the enclosed guidance notes for more information.

	10) References (most roles at Livability will require 3 references covering the last 5 years.



	Present/most recent employer:
May we approach your employer before interview?
		

	Yes / No






	Name & title:
	



	Organisation address:
	



	Postcode:
	
	Telephone No:
	



	Fax:
	
	Email:
	



	Previous employer:
May we approach your employer before interview?
		

	Yes / No






	Name & title:
	



	Organisation address:
	



	Postcode:
	
	Telephone No:
	



	Fax:
	
	Email:
	



Character reference:
personal friend of at least 2/3 years standing or minister/elder of church you attend:

	Name & profession:
	



	Address:
	



	Postcode:
	
	Telephone No:
	



	Email:
	
	Relationship to you:
	



	10) Declarations



	I am willing to undergo a disclosure check from DBS or Access NI (Livability will meet any costs)
		

	Yes / No






	Do you need permission to live and work in the UK?
		

	Yes / No






	If yes do you have a work permit or an allocated national 
insurance number?
		

	Yes / No






	I am able to provide the full version of my birth certificate or other documentation (e.g. Work permit, passport) accepted by the Asylum and Immigration Act if offered the post.
		

	Yes / No






I authorise Livability to obtain references to support this application and accept and release Livability and referees from liability caused by giving and receiving information.

I give express permission for the personal data collected on this form to be held and processed by Livability in accordance with the General Data Protection Regulations (GDPR) as detailed in the attached privacy notice.

I confirm that the information given on this form is correct and that any 
misleading or incorrect information may be proper cause for rejection or, if employed, cause for dismissal.

	Signature
	
	Date
	



GDPR Privacy Notice
New rules relating to how we collect and process personal data - the EU General Data Protection Regulation (GDPR) came into effect in the United Kingdom (UK) on 25 May 2018. The GDPR is replaces the previous 1995 data protection directive and the 1998. DPA. The new regulation will be enforced by the UK’s Supervisory Authority, the Information Commissioner's Office (ICO).

How your information will be used 

As your employer, Livability will need to keep and process information about you for normal employment purposes. The information we hold and process will be used for our management and administrative use only. We will keep and use it to enable us to run the business and manage our relationship with you effectively, lawfully and appropriately, whilst you are working for us, at the time when your employment ends and after you have left. This includes using information to enable us to comply with the employment contract, to comply with any legal requirements, pursue the legitimate interests of Livability and protect our legal position in the event of legal proceedings. If you do not provide this data, we may be unable in some circumstances to comply with our obligations and we will tell you about the implications of that decision. 

Livability is the disability charity that connects people with their communities. We tackle social isolation and the barriers that can cause this in the lives of disabled and vulnerable people. We may sometimes need to process your data to pursue our legitimate business interests, for example to prevent fraud, administrative purposes or reporting potential crimes. The nature of our legitimate interests are processing employee or client data; direct marketing; or administrative transfers within our group of companies. We will never process your data where these interests are overridden by your own interests. 

Much of the information we hold will have been provided by you, but some may come from other internal sources, such as your manager, or in some cases, external sources.

What Information will be held

We will only collect data during the recruitment process and during your employment that is necessary and where we do collect data we will ensure that the data that we do collect is adequate, relevant and limited to what is necessary. The sort of information we may collect and hold includes:

· personal data including your personal details such as your name, title, address(es), telephone number(s) and personal email address(es); your date of birth; gender; marital status and dependents
· next of kin and emergency contact information
· your application form and references
· right to work and visa information (if applicable)
· criminal record background check if applicable to your role
· your contract of employment and any amendments to it
· correspondence with or about you, for example letters to you about a pay rise or, at your request, a letter to your mortgage company confirming your salary
· information needed for payroll, benefits and expenses purposes
· records of holiday, sickness and other absence
· information needed for equal opportunities monitoring
· records relating to your career history, such as training records, appraisals, other performance measures
· disciplinary and grievance records
· pension and insurance enrolment information (such as death in service)
· start date, job title and your place of work is
· any education and training (including that obtained prior to your employment with Livability)
· photographs for security purposes or passes 

Where necessary, we may keep information relating to your health, which could include reasons for absence and GP reports and notes. This information will be used in order to comply with our health and safety and occupational health obligations – to consider how your health affects your ability to do your job and whether any adjustments to your job might be appropriate. We will also need this data to administer and manage statutory and company sick pay, or life insurance policies.

Where we process special categories of information relating to your racial or ethnic origin, religious and philosophical beliefs, trade union membership, biometric data or sexual orientation, we will always obtain your explicit consent to those activities unless this is not required by law or the information is required to protect your health in an emergency. 

During and after the recruitment process, teams and functions within Livability that might come into contact with your data include: the central HR function and your assigned HR Business Partner; Finance and Payroll; and your manager. 



What third parties will information be disclosed to

We will only disclose information about you to third parties if we are legally obliged to do so or where we need to comply with our contractual duties to you, for instance we may need to pass on certain information to our external payroll provider, pension or life insurance schemes. 

We may transfer information about you to other group companies for purposes connected with your employment or the management of the company’s business. Third parties we may disclose or transfer your information to include:

· Local Authorities in the event of a safeguarding incident involving you and a person that  uses Livability’s services
· The Disclosure and Barring Service in order to process your criminal record check or in the event of a referral
· The Home Office (UK Immigration Department) should we need to verify limited leave to remain in the United Kingdom
· Our payroll and pension providers in order  to process your salary and pension contributions
· HMRC to ensure tax and NI contributions are  taken from monthly payments
· On any legal request for your information  (e.g. Child Support Agency)
· To request or respond to reference from previous employers or prospective employers

How will data be stored

Your data will be held securely in locked cabinets, on any systems and hard drives directly connected to your employment (e.g. HR and finance). Access to these devises is restricted to staff within these teams.

Your rights 

Under the General Data Protection Regulation (GDPR) you have a number of rights with regard to your personal data. You have the right to request from us access to and rectification or erasure of your personal data, the right to restrict processing, objects to processing as well as in certain circumstances the right to data portability. 

If you have provided consent for the processing of your data you have the right (in certain circumstances) to withdraw that consent at any time which will not affect the lawfulness of the processing before your consent was withdrawn. 

How employees can access their data

Should you wish to access your data you can do so online through Ciphr or by making a Subject Access Request. The GDPR obliges Livability to comply without undue delay and at the latest within 30 days to your Subject Access Requests (SAR), although this can be extended for up to two additional months for particularly complex or numerous requests. Livability may also request a reasonable administration fee where the SAR is ‘manifestly unfounded or excessive’. 

All SAR should be directed to the Data Protection Officer at: dataprotection@livability.org.uk.

Who employees should contact to amend data?

Should you wish to amend your data you should contact the Data Protection Officer at dataprotection@livability.org.uk. 





Withdrawing Consent

Where we are processing data based on your consent, you have the right to withdraw that consent at any time and can do so by contacting the Data Protection Officer at dataprotection@livability.org.uk.
.
Identity and contact details of controller and data protection officer 

Livability is the controller and processor of data for the purposes of the GDPR. If you have any concerns as to how your data is processed you can contact: dataprotection@livability.org.uk or you can write to Data Protection Officer at 6 Mitre Passage, London SE10 0ER.
Data Breaches and Complaints
A personal data breach means a breach of security leading to the accidental or unlawful destruction, loss, alteration, unauthorised disclosure of, or access to, personal data. This includes breaches that are the result of both accidental and deliberate causes. Personal data breaches can include:
· access by an unauthorised third party:
· deliberate or accidental action (or inaction) by a controller or processor;
· sending personal data to an incorrect recipient;
· computing devices containing personal data being lost or stolen;
· alteration of personal data without permission; and
· loss of availability of personal data.

Should you feel a data breach has occurred then you can report it to dataprotection@livability.org.uk. You have the right to lodge a complaint to the Information Commissioners’ Office if you believe that we have not complied with the requirements of the GDPR with regard to your personal data. 

Information Commissioner's Office
Wycliffe House
Water Lane
Wilmslow
Cheshire
SK9 5AF



Policies
A copy of Access NI Code of Practice our policy for the rehabilitation of ex-offenders is available on request.

When completed, please send this form via:
Please email your completed application to Caroline Olsen by email colsen@academicis.co.uk

	Registered office of Livability


	Livability 
Coburg House
1 Coburg Street 
Gateshead NE8 1NS www.livability.org.uk
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	Registered charity number 1116530 
Registered in England number 5967087. Limited by guarantee
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