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Application Form
This application is divided into 3 sections:

1. Personal Details 

2. Application Section
3. Equal Opportunities

Appendix 1: Privacy notice
The short listing and interview panel will only see Section 2, Application Section, to assess your suitability for this vacancy. It is important that you read and complete all sections carefully, giving all relevant information. 

You may use black ink or type your application. 
Return of Application Form
You may e-mail your application form or post it to us by 12.p.m. 25th June 2018. If you are invited for an interview, you will be required to sign a declaration to say that you completed the application form, giving true and accurate information. The giving of false information could lead to the termination of your employment at a later date.

We wish you well in completing this application form and look forward to receiving your information. Please send this application:
By Post
Tai Pawb
Norbury House
Norbury Road

Cardiff, CF5 3AS

Please mark ‘Private and Confidential’ on the envelope

E- Mail 

andrea@taipawb.org  marking your e-mail as Job Application - ‘private and confidential’ 
It is your responsibility to ensure that your application form reaches 
Tai Pawb. 
Section 1 – Personal Details
This Section will not be seen by the shortlisting and Interview Panel
Reference Number (For Office Use Only) …………………………….

Post you are applying for: 
Name

Surname: 
First & Middle Names: 
Contact Details
Address: 
Postcode: 
Telephone Numbers
Home …………………………………………. Mobile 
Work Tel. ………………………... E-mail 

Where did you see this vacancy advertised? 
Notice Period  

What is the period of notice required by your employer? 

If you are not employed, how soon could you start with Tai Pawb if you are offered the post?

………………………………………………………………………………………………

References

Please give contact details for two people to provide a reference, one of which should be your current or most recent employer, or head teacher/supervisor if you are a school/university leaver. Tai Pawb reserves the right to contact any previous employer.

1. Name 
 Position 

Address 
Relationship

Telephone No. 


E-mail 
2. Name 
 Position 
Address 
Relationship 

Telephone No. 

E-mail 
If either referee knows you by a different surname please provide details:

……………………………………………………………………………………..

Normally, references will only be taken up if a provisional offer of employment is made. However, please tick this box if you do not want us to contact your referee unless we offer you employment        
Are you related to, or do you have, a professional or personal connection with any employee or board member of Tai Pawb? 

        
If yes, please give details ……………………………………………………………….

Section 2 – Application Section
This Section will be seen by the Short listing and Interview Panel

Qualifications

Please list your qualifications below, including any that were obtained outside of the U.K.  Please list your most recently obtained qualification first.
	Schools, colleges, universities attended – including part time

(include dates ‘from’ and ‘to’, with most recent date first)
	Qualifications gained or

pending

(state subject and level)
	Grade

	
	 
	


 Membership of Professional Bodies 

	Professional Body
	Grade of Membership
	Whether by Exam
	Date

	
	
	
	


Present/Most Recent Employer

Name & Address 
Your Job Title 
Start Date  


Finish Date 
Brief Description of Duties & Responsibilities 
Salary 
Reason for seeking new employment: 
Previous Employment (please list most previous employment first. Continue on another sheet if necessary and attach it to your application) 
	Start Date
	End Date
	Employer &

Job Title 


	Key Duties
	Reason for

Leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Other Relevant Information and Experience
Please use this section to show how your knowledge, experience and competencies match the requirements set out in the person specification and job description. 
Include any relevant experience or skills gained outside paid employment. For example, you may organise activities within the community or have considerable responsibilities at home.

	Please continue on a separate sheet if necessary.


Travel 

There will be times when you will be required to travel, including overnight stays. Are you willing to travel?

Yes/No 
Do you have a current, valid driving licence?

          Full 

   Provisional

        No Licence
Do you own a car? 
The information that you have provided on this form is subject to the General Data Protection Regulations. It will be held by Tai Pawb for recruitment purposes. 
Please see appendix one for Privacy Notice about your information. 
Tai Pawb reserves the right to disqualify your application or terminate your employment without notice in the event that it is discovered that this form is not accurately completed in some material way.

You must not canvass (either directly or indirectly) any employee or committee member of Tai Pawb. 
Section 3 – Equal Opportunities
Please complete the Equal Opportunities monitoring form separately. It will not be shown to the recruitment panel. 
Tai Pawb welcomes applications from disabled people. If you require any adjustments to the interview/selection arrangements, please provide details below or contact Tai Pawb on Tel. 029 20 537630. 

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………...
Appendix 1

Data protection privacy notice 

This notice explains what personal data (information) we will hold about you, how we collect it, and how we will use and may share information about you during the application process. We are required to notify you of this information, under data protection legislation. Please ensure that you read this notice (sometimes referred to as a ‘privacy notice’) and any other similar notice we may provide to you from time to time when we collect or process personal information about you.

Who collects the information

Tai Pawb is a ‘data controller’ and gathers and uses certain information about you  and so, in this notice, references to ‘we’ or ‘us’ mean the Company. 
Data protection principles

We will comply with the data protection principles when gathering and using personal information, as set out in our Data Protection Policy. 
About the information we collect and hold
The table set out in Part A of the Schedule below summarises the information we collect and hold up to and including the shortlisting stage of the recruitment process, how and why we do so, how we use it and with whom it may be shared.

The table in Part B of the Schedule below summarises the additional information we collect before making a final decision to recruit, i.e. before making an offer of employment unconditional, how and why we do so, how we use it and with whom it may be shared.

We seek to ensure that our information collection and processing is always proportionate. We will notify you of any changes to information we collect or to the purposes for which we collect and process it.

Where information may be held

Information may be held at our offices and at the offices of our HR consultant (if we need to obtain advice). Your personal details (Section 1) will be kept separate to your application (Section 2) and to your equality monitoring form. Only Section 2 will be available to the shortlisting panel. Section 1 will be used by our Finance and Administration Officer to contact you if you are invited to interviews and, if you are successful, we will make conditional offer of employment subject to references based on contacts in Section 1. At this stage we may also ask you to inform us about any convictions – privacy notice in relation to how we would use this information will be provided when we ask you for this information.  
How long we keep your information

We keep the personal information that we obtain about you during the recruitment process for no longer than is necessary for the purposes for which it is processed. How long we keep your information will depend on whether your application is successful and you become employed by us, the nature of the information concerned and the purposes for which it is processed.

We will keep recruitment information (including interview notes) for no longer than is reasonable, taking into account the limitation periods for potential claims such as race or sex discrimination (as extended to take account of early conciliation), after which they will be destroyed. If there is a clear business reason for keeping recruitment records for longer than the recruitment period, we may do so but will first consider whether the records can be pseudonymised, and the longer period for which they will be kept.

If your application is successful, we will keep only the recruitment information that is necessary in relation to your employment. For further information, see our Privacy Notice for employees (if you are successful)
Further details on our approach to information retention and destruction are available in our Data Protection Policy.
Your rights to correct and access your information and to ask for it to be erased
Please contact the director, Alicja Zalesinska, who can be contacted at 029 2053 7632 if (in accordance with applicable law) you would like to correct or request access to information that we hold relating to you or if you have any questions about this notice. You also have the right to ask the Director for some but not all of the information we hold and process to be erased (the ‘right to be forgotten’) in certain circumstances. The Director will provide you with further information about the right to be forgotten, if you ask for it.

Keeping your personal information secure

We have appropriate security measures in place to prevent personal information from being accidentally lost, or used or accessed in an unauthorised way. We limit access to your personal information to those who have a genuine business need to know it. Those processing your information will do so only in an authorised manner and are subject to a duty of confidentiality.

We also have procedures in place to deal with any suspected data security breach. We will notify you and any applicable regulator of a suspected data security breach where we are legally required to do so.

How to complain

We hope that the Director can resolve any query or concern you raise about our use of your information. If not, contact the Information Commissioner at https://ico.org.uk/concerns/ or telephone: 0303 123 1113 for further information about your rights and how to make a formal complaint.

the Schedule 
[About the information we collect and hold

Part A 
Up to and including the shortlisting stage

	The information we collect
	How we collect the information
	Why we collect the information
	How we use and may share the information

	Your name and contact details (ie address, home and mobile phone numbers, email address)
	From you
	Legitimate interest: to carry out a fair recruitment process

Legitimate interest: to progress your application, arrange interviews and inform you of the outcome at all stages
	To enable Finance and Admin Officer to contact you to progress your application, arrange interviews and inform you of the outcome



	Details of your qualifications, experience, employment history (including job titles, salary, and working hours) and interests
	From you, in the completed application form and interview notes (if relevant)
	Legitimate interest: to carry out a fair recruitment process

Legitimate interest: to make an informed decision to shortlist for interview and (if relevant) to recruit
	To make an informed recruitment decision

The person making the shortlisting decision will receive pseudonymised details only; if you are invited for interview, the interviewer will receive non-anonymised details

	Your racial or ethnic origin, sex and sexual orientation, religious or similar beliefs, gender identity, disability, age, caring status
	From you, in a completed anonymised equal opportunities monitoring form
	To comply with our legal obligations and for reasons of substantial public interest (equality of opportunity or treatment)
	To comply with our equal opportunities monitoring obligations and to follow our equality and other policies

For further information, see * below

	Reasonable adjustments information 
	From you
	To make sure we make any reasonable adjustments related to disability to enable you to take part in the recruitment process
	We will use this information only for recruitment purposes

	
	
	
	

	Details of your referees
	From your completed application form
	Legitimate interest: to carry out a fair recruitment process


	To carry out a fair recruitment process

To comply with legal/regulatory obligations

Information shared with referee and HR consultants (if advice needed)

	
	
	
	


Part B 
Before making a final decision to recruit

	The information we collect
	How we collect the information
	Why we collect the information
	How we use and may share the information

	Information about your previous academic and/or employment history, including details of any conduct, grievance or performance issues, appraisals, time and attendance, from references obtained about you from previous employers and/or education providers ☐
	From your referees (details of whom you will have provided)
	Legitimate interest: to make an informed decision to recruit

To comply with our legal obligations

Legitimate interests: to maintain employment records and to comply with legal, regulatory and corporate governance obligations and good employment practice
	To obtain the relevant reference about you

To comply with legal/regulatory obligations

Information shared with relevant managers and HR personnel

	Information regarding your academic [and professional ]qualifications ☐
	From you, from your education provider[, from the relevant professional body]
	Legitimate interest: to verify the qualifications information provided by you
	To make an informed recruitment decision

	Information regarding your criminal record
	From you
	To comply with our legal obligations

For reasons of substantial public interest (preventing or detecting unlawful acts)
	To make an informed recruitment decision before we decided to employ you 
To carry out statutory checks

Information shared with DBS and other regulatory authorities as required

For further information, see * below

	Your nationality and immigration status and information from related documents, such as your passport or other identification and immigration information ☐
	From you and, where necessary, the Home Office
	To enter into/perform the employment contract

To comply with our legal obligations

Legitimate interest: to maintain employment records
	To carry out right to work checks

Information may be shared with the Home Office

	A copy of your driving licence ☐
	From you
	To enter into/perform the employment contract

To comply with our legal obligations

To comply with the terms of our insurance
	To make an informed recruitment decision

To ensure that you have a clean driving licence

Information may be shared with our insurer


You are required (by law or in order to enter into your contract of employment) to provide the categories of information marked ‘☐’ above to us to enable us to verify your right to work and suitability for the position.

* Further details on how we handle sensitive personal information [and information relating to criminal convictions and offences ]are set out in Data Protection Policy available from the Director.
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