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Phyllis
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Hospice Care
...because every
day is precious




APPLICATION FOR EMPLOYMENT

	Please read these notes before completing this form

1. Please complete this form using BLOCK CAPITAL letters. 

2. Please attach your curriculum vitae. 

3. Answer questions in full. Delete answers (yes / no) where applicable. If an answer is not applicable write N/A.

4. All applicants who meet the requirements advertised will be given fair and equal consideration in accordance with the Equality Act. 
5. You will be required to provide evidence of your right to reside and work in the UK should an offer of employment be made. 

6. You will be required to provide evidence of qualifications should an offer of employment be made.  

7. Information provided by you will be treated in strict confidence.

8. All applicants must complete this form in full; it is not acceptable to write ‘see attached CV'.
9. Completed applications should be returned to pthc.recruitment@pth.org.uk


	Personal Details

	Position applied for
	Where did you learn of this vacancy?
	

	
	Referred by PTHC employee? Name: 
	

	Surname
	Forenames

	Title                                  Mr      Ms      Mrs     Miss
	Home telephone number

	Home address: 

	Mobile telephone number

	
	Email address

	Are you legally eligible for employment in the United Kingdom?

Yes      /      No
	If you are an EC National do you need to register on the Worker Registration Scheme?

Yes     /      No
	Do you require a work permit to work in the United Kingdom?

Yes      /      No

	Education, Professional Qualifications & Training

	Name of educational establishment  / training provider
	Examinations taken, qualifications, training undertaken
	Expiry Date if Applicable 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Other Qualifications/Relevant Courses e.g. Fluent modern languages, knowledge of foreign countries, or special attainments



	Do you possess a valid full driving licence to drive a car in the United Kingdom?                                Yes    /    No

	Professional Membership

	Name of Organisation
	Grade/Category
	Date Obtained
	Cert/Pin No/

Registration No
	Date Renewal Due

	
	
	
	
	


	Full Employment History

	Please state in order, from current (last) job positions held over the past seven years
this can be documented on your CV provided that it is attached to this form

	Dates (month and year)
	Employer's name, address and nature of business
	Position(s) held
	Leaving

Salary
	Reason for leaving

	From
	To
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	What period of notice are you required to give to your present employer?
	What is your salary expectation? £

	Special Interests/Leisure Activities
	Have you previously worked for Phyllis Tuckwell? If so please state when and in what position.

	Referees: Please give the names, addresses, email and phone n umber of two referees known to you professionally, one of which should be your present or most recent employer. References will only be sought if an offer of employment is made. 

	NAME:
ADDRESS

EMAIL:

TELEPHONE

IN WHAT CAPACITY DO THEY KNOW YOU:  

DATES THE REFEREE HAS KNOWN YOU:

	NAME:

ADDRESS

EMAIL:

TELEPHONE

IN WHAT CAPACITY DO THEY KNOW YOU:  
DATES THE REFEREE HAS KNOWN YOU:


	Criminal Conviction Declaration

	Provide details of any unspent criminal convictions that you may have (in accordance with the Rehabilitation of Offenders Act 1974). Please be aware that the Rehabilitation of Offenders Act 1974 may not apply if the position you seek involves working or contact with vulnerable adults or the young.  In instances such as these, should your application be successful, you will be required to undergo a DBS check. 

	Supporting Information 

	Use this space to provide any information in support of your application, please continue on additional paper as desired.



	To the best of my knowledge all the information I have given is true. I understand that any false statement may disqualify me from employment or render me liable to dismissal. I give my consent for my personal information to be processed in relation to my application for employment in line with the requirements of the Data Protection Act 1998. I understand the information given in this form will only be used by Phyllis Tuckwell in relation to my application for employment and if unsuccessful, I accept that my details will be retained by Phyllis Tuckwell for a period of six months. By signing this declaration I am giving my express consent for you to retain and process this information under the Data Protection Act.

Signature
Date


Job Applicant Privacy Notice

Phyllis Tuckwell Memorial Hospice Ltd (PTHC) collects and processes personal data relating to job applicants as part of our recruitment process.  PTHC is committed to being transparent about how we collect and use that data and to meeting our data protection obligations.
This privacy notice explains how and why we use and hold the data you provide us.  Please read this document carefully.  

PTHC reserves the right to amend this document from time to time to ensure that we remain compliant with the Data Protection Act and the General Data Protection Regulations (GDPR). 
What information does PTHC collect?
PTHC 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 salary
· whether or not you have a disability for which PTHC needs to make reasonable adjustments during the recruitment process
· information about your entitlement to work in the UK

· equal opportunities monitoring information, including information about your ethnic origin, sexual orientation, health and religion or belief.
PTHC collects this information in a variety of ways including your application form and CV, from your passport or other identity documents, or through interviews and other forms of assessment.
Data, such as your application form and interview notes will be stored in a range of different places, including our secure filing cabinets and electronically on our HR database (Ciphr) and email.

Why does PTHC process personal data?
PTHC needs to process data to undertake the recruitment process at your request and, should you be successful in your application, prior to entering into a contract with you.   In some cases, PTHC needs to process data to ensure that we are complying with our legal obligations. For example, we are required to check a successful applicant's eligibility to work in the UK before employment starts. 
PTHC 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 PTHC to manage the recruitment process, assess and confirm a candidate's suitability for employment and decide who to appoint.     PTHC may also need to process data from job applicants to respond to and defend against legal claims.

Where PTHC 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 and is anonymous. 

For many of our roles PTHC is obliged to seek information from the Disclosure and Barring Service. 
Who has access to your data?
Your information will be shared internally for the purposes of the recruitment exercise, including (but not limited to members of the HR team, the recruiting manager and interviewers involved in the recruitment process. 
PTHC will not share your data with third parties, unless your application for employment is successful and we make you an offer of employment. PTHC will then share your data with others including former employers to obtain references for you, Occupational Health and if appropriate, the Disclosure and Barring Service. 

PTHC will seek information from third parties only once a job offer has been made. 

PTHC will not transfer your data outside the European Economic Area.

How does PTHC protect your data?
PTHC takes the security of your data seriously and has policies and controls in place to ensure that your data is not lost, accidentally destroyed, misused or disclosed, and is only accessed by employees in the performance of their duties. 

How long does PTHC keep your data?
PTHC holds data for no longer than is necessary for the purposes for which it is processed and in accordance with our Data Protection Policy.  If your application for employment is unsuccessful, with your agreement, PTHC will hold your data on file for six months after the end of the relevant recruitment process.  At the end of that period, or should you withdraw your consent prior to this, your data is deleted and confidentially 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. 
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 PTHC to change incorrect or incomplete data
· require PTHC 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 PTHC is relying on its legitimate interests as the legal ground for processing, for example should you withdraw from the recruitment process
· ask PTHC to stop processing data for a period if data is inaccurate or there is a dispute about whether or not your interests override PTHC's legitimate grounds for processing data
If you would like to exercise any of these rights, please contact the HR team at HR.mailbox@pth.org.uk.  You can make a subject access request by completing PTHC's applicant data request form available from the HR team. 
If you believe that PTHC 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 PTHC during the recruitment process. However, if you do not provide the information, PTHC will not be able to process your application correctly, if at all.
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