 Annesley House Care Home

Annesley Grove * Torphins * Banchory * AB31 4HL

Telephone: 013398 82297; FAX: 013398 82310
                                                                                               e-mail: office@annesley-house.co.uk 
APPLICATION FOR EMPLOYMENT
PLEASE READ THE FOLLOWING CAREFULLY BEFORE YOU COMPLETE THIS FORM:-

· The Company is committed to the welfare of vulnerable adults and every applicant is required to complete a Disclosure (Scotland) application to Join the Protection of Vulnerable Groups Scheme.  If you are already a member, we will apply to Disclosure Scotland for an updated Scheme Record (this will be done on-line).   You will need to show us at least two forms of ID, one of which should contain a photograph and one should show your current address.
· This post is excluded from the “Provision of the Rehabilitation of Offenders Act 1974” and therefore questions may be asked about convictions, including those regarded as “spent”.

· If you are selected for interview, residents of the Home may be involved in part of the interview process.
· A job description is enclosed with this application form.
· Please fill in all areas of this form – please use extra paper if more space is required.

· Please see the attached Privacy Notice.
	
	
	

	 POSITION APPLIED FOR:

	

	 TITLE: (Mr./Mrs./Miss)
	SURNAME:
	OTHER NAME(S):



	 ADDRESS:

 Post Code:



	Telephone No.(s)
________________________________________________________
             e-mail: 

________________________________________________________


	 Are you a member of the Protection of Vulnerable Groups Scheme?        Yes/No

  If yes, which category?  -   Vulnerable Adults or Children?             _______________________  



	 Are you registered with any relevant regulatory body, e.g. NMC or SSSC?        Yes/No

 If yes, what is the name of the body?      __________________________________________

 What is your registration number?           __________________________________________



	 Are you related to or do you have any close relationship with anyone working at Annesley House?   Yes/No                      
                                                                                                                  

	  EDUCATION HISTORY:-

Schools/Colleges attended:-

Qualifications gained:-



	

	  EMPLOYMENT HISTORY:-

Dates –

From & To

Name & Address

of Employer

Job Title

Duties

Rate

of pay

Reason for

Leaving



	 REFERENCES
 Please give us the name and address of two persons from whom we may obtain references.  One must be

 your present or most recent employer.  References will not be accepted from relatives or friends.

 May we approach referees before interview?      Yes/No

 REFEREE 1  -  Name & Address:  -  (Current Employer/Former Employer)

 REFEREE 2  -  Name & Address:



	 Please document any qualities or experience that you believe are relevant to your suitability for this post:-



	 Please tell us why you have applied for this job and why you think you would be the best person for it:-



	 Have you ever been convicted of a criminal offence (declaration subject to “Rehabilitation of Offenders

 Act 1974”)?         Yes/No

 If “Yes”, please give details below, including those that are “spent”:-




	 Should you be invited to attend for interview, do you require any special arrangements to be made for
 your interview on account of a disability?        Yes/No

 If “Yes”, please give a brief description of any special arrangements that you require:-




	 DECLARATION   (Please read this carefully before signing your application)

 (1)    I confirm that the above information is complete and correct and that any untrue or misleading 

        information will give the Company the right to terminate any employment contract offered.

 (2)   I agree that the organization reserves the right to require me to undergo a medical examination.

       (Should we require further information and wish to contact your doctor with a view to obtaining

       a medical report, the law requires us to inform you of our intention and to obtain your permission

       prior to contacting your doctor.)

 (3)   This Company is committed to safe-guarding and promoting the welfare of vulnerable people.

        Please confirm that you have not been disqualified or given cautions regarding working with

        vulnerable adults.

  Signature: _____________________________________        Date: ______________________

  


                                          Annesley House Care Home

      Annesley Grove * Torphins * BANCHORY * AB31 4HL

                                                         Telephone 013398) 82297; FAX: 013398 82310

    PRIVACY NOTICE FOR RECRUITMENT 

Introduction

Cubanhall Limited respects your personal information and undertakes to comply with all applicable data protection legislation currently in force.

Cubanhall may use personal information provided by you during the recruitment process either with your consent or on the basis of the following:-

1. Contract:  the processing is necessary for a contract we have with you
2. Legal obligation:  the processing is necessary for us to comply with the law (not including contractual obligations)
3. Vital interests:  the processing is necessary to protect someone’s life
4. Public task:  the processing is necessary for us to perform a task in the public interest or for official functions, and the task or function has a clear basis in law
5. Legitimate interests:  the processing is necessary for our or your legitimate interests or the legitimate interests of a third party unless there is a good reason to protect the individual’s personal data which overrides those legitimate interests
Except as provided under these terms, the Company will not disclose your personal information without your permission unless such disclosure is required by law or other court order.  

You are entitled to request a copy of the information which the Company holds about you.  If you become aware that the personal information the Company holds about you is inaccurate, you may request that it is amended.  Any requests in this respect or any other correspondence relating to the personal data we hold about you should be made to the Home Manager.  Where processing is based upon consent, you have the right to withdraw consent at any time which will not affect the lawfulness of processing based on consent before its withdrawal. 

For information on GDPR and your obligations, or if you have any concerns you should contact the Home Manager.

How information about you will be used

The Company collects information about you.  This is to:

1. Ensure that we can verify your identity

2. Ensure that we can verify information provided by you during the recruitment process including,

but not limited to, your employment history and qualifications

3. Gather information regarding any disability you suffer from in order that we can make reasonable

adjustments during the recruitment process (where applicable)

4. Confirm that you have the legal right to live and work in the UK

Gathering information

The below table provides information as to what information we will gather about you during the recruitment process, how we will gather it (and who from) and who we may share it with

	Type of information
	Who it is gathered from
	Who it is shared with
	Legal basis for processing this information
	Retention period for keeping this information


	Personal details:

(name and address,

e-mail address,

phone number,

date of birth,

qualifications,

professional

registrations,

employment history,

current salary,

benefits package,

terms of employment,

information of any

disabilities)


	The candidate
	Internally shared with:

Home Manager

Administrators

Qualifications:
We may make contact with any training bodies/governing bodies you have declared to verify declared qualifications/registrations

Employment history/

Details of previous 

Terms of employment:

References are sought from referees provided on commencement of employment
	Legitimate interest:

To ensure that all relevant employment details are known to senior personal within the business

Legitimate interest:

To verify all declared qualifications have been undertaken by the candidate;

Appropriate training/qualifications

are provided or undertaken

Legitimate interest:

References are obtained as part of our recruitment process to confirm the details provided by the candidate are accurate


	Six months after the role has been filled or the end of the recruitment process (in the event that the role is not filled)


	Type of information
	Who it is gathered from
	Who it is shared with
	Legal basis for processing this information
	Retention period for keeping this information

	Identity/Eligibility

To work in the UK

check
	The candidate
	Internally shared with:

Home Manager

Administrators

UK Immigration & Visas/Employers Checking Service
	Legal obligation:

To ensure that we only employ candidates who have the legal right to work in the UK


	Six months after the role has been filled or the end of the recruitment process (in the event that the role is not filled)



	Driver’s License details
	The candidate
	Internally shared with:

Home Manager

Administrators

DVLA
	Legal obligation:

To ensure that all employees are able to drive (where the role requires the candidate to drive)


	Six months after the role has been filled or the end of the recruitment process (in the event that the role is not filled)



	Criminal records
	The candidate
	Disclosure Scotland/

Disclosure & Barring Service
	Legal obligation:

To ensure that candidates are legally able to work with

Vulnerable adults in a regulated environment
	Six months after the role has been filled or the end of the recruitment process (in the event that the role is not filled) or the check being carried out, 

whichever is the later



	Social Media searches
	The candidate
	Internally shared with:

Home Manager

Administrators
	Legitimate interest:

To verify the candidate’s identity and to ensure that the candidate does not partake in any activities or shares any belief that contradicts the work of the Company or its work/ethos


	Six months after the role has been filled or the end of the recruitment process (in the event that the role is not filled) or the check being carried out, whichever is the later




           The Company will not use the information supplied by you during the recruitment process for any other purpose other than recruitment for the role for which you have applied.
In the event that you are successful in the role, the Company will retain all of the above information as part of your personnel file and a separate privacy notice will be issued to you on commencement of employment which will detail the information we hold on you, who it is shared with, the legal basis for processing you information and our data retention periods which are greater than those specified above.

The Supervisory authority in the UK and Norther Ireland is the I.C.O.   If you have a complaint regarding the handling of your data which you do not think can be handled internally, then you have the right to make a complaint to the I.C.O.

Your declaration
I confirm that I have read and understood the above information relating to how my personal information will be processed and shared.

       Name: ______________________________________     Signature: ________________________________________     Date: ___________________

    Retaining details – consent

    We may wish to retain your details on file for future suitable vacancies.  With your consent, we would retain your details for this purpose for one year.

    By ticking this box you consent to us retaining your details on file for the period cited above and to us contacting you regarding future suitable vacancies.

