58 Swan St. Sible Hedingham, Essex, CO9 3Ht

Tel: 01787460361
APPLICATION FOR EMPLOYMENT
PERSONAL

SUIMGME ettt e e e st e e sereesntbeesenseeeenes FOreNames......ccovvve et
AGAIESS ettt ettt ettt h et et bbb ettt e b et b e be b et be et e etb e bttt e ereeeteeareetbeares
...................................................................................................... POStCOE .viiiiiciiiiceccece e,
Telephone (HOME) ..o Telephone (Mobile) ......ccoovieviiiiiiie,
EINIAT] AGAIESS. ..ottt ee ettt ettt ettt et et ean et
INQTIONAIITY ottt ettt ettt e b et et e 2e et s e se et e s et e s s b h et e Rt et en b et et et e eteeaeereene e
National INSUFANCE NUMDEE ....oiieiiieeece ettt ettt e te e ere et e eneeereeanas
Do you own a car? Do you have a FULL driving licence? Is it clean?

Is your vehicle low emissions? (Please specify)

If NO please specify

Do you have any disabilities that will affect your ability to perform this job role?

If YES please specify

Position applied for

Where did you hear about this VACANCY 2. ... e
Would you work full time? If part time, state days/NoUrs? ........cccooveviieeeeeeee e

What date will you be available to commence emMPployMENt? ..o

INTERESTS

TO ALL APPLICANTS
This post is exemptfrom the provision of section 4(2) of the rehabilitation of Offenders Act 1974. Please detail any convictions
or cautions below including those that for any other purposes are “spent”. Any disclosure will be treated in the strictest of
confidence, however the failure to disclose may lead to the withdrawal of any offer of employment or dismissal. Should you
have no convictions/cautions please state “NONE”.

CONVICTIONS/CAUTIONS .ottt ettt ettt ettt ettt ettt et s et et as s et reere s eneeseane
YT g To TSSO DAte e
DBS Check Date..coveeieeeiinianns




EDUCATION

Schools From To Examination and results

College/University From To Examination and results

Further Education/Qualifications From To Examination and results
EMPLOYMENT

Please provide us with your FULL employment history from finishing school to today and explanations for
any breaks in your employment.

Present
B D Oy ettt et ettt bt te b ettt eb et e et e e ete e e tbe e etbeeteeatbeeereeannas

JOD Title aNd RESPONSIDIITIES . ....ciiiieictiiet ettt ettt et ettt b et ettt ete et ete st sae e e etestebesbessns

A O S S e eeeeeeeeeeee e e et e et e et s EM@ileeee e

SAIAINY/HOUITY RETE ..ottt ettt ettt ettt et ae et et sea et et e s et et e s ee ettt eesen s eseaeen st eae e

REASON FOI JEAVING .ttt ettt ettt ettt a1t et eaeeteebe et e et e et eseeaeetb e e e bt eeeateeeetaeeesabeeentsesenns

PrEVIOUS  EIMDIOYET .ottt ettt ettt ettt et ettt ettt e e aeeteeteste et eteetes b ete e e etesenteeetseenteeetteeabeeenaeenres
JOD Title and RESPONSIDIITIES .. .cvieiieicecee ettt ettt ettt ettt ettt teeteeteeteste st e et eteeteaessesans

A O ESS e eeeeeeeeeeeeeeeeeeeeeeee e e e e e s EM@ileeee e




Previous Employer

Job Title and Responsibilities

Address

Previous Employer

Job Title and Responsibilities

A ATESS e eeeeeee e e e e e e et e et e e s Email

We may contact the above employers for a reference. If you do not wish us to contact any of the above please state

which employer and the reason

CHARACTER REFERENCES

Please give details of two people we could approach for references (Not Relatives or Work Colleagues/Managers)

DECLARATION
| declare that the above information is correct to the best of my knowledge.

SIENAtUME. .o Print Name
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PRIVACY POLICY
As part of any recruitment process, the Company collects and processes personal information, or personal
data, relating to job applicants. This personal information may be held by the Company on paper or in

electronic format.

This privacy notice applies to all job applicants, whether they apply for a role directly or indirectly through
an employment agency. It is non-contractual.

| confirm that | have read and understood the terms of this privacy policy.

SIBNATUIE ..ot PrNTNQME. i e
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Availability: Name:
Signature:
Date:

PLEASE CIRCLE

FULL TIME / PART TIME / WEEKENDS ONLY

Hours per week

Pre-booked Holiday

Preferred day off

Additional Notes

WEEKDAYS
Days Days Nights Nights
Normally Start 8:00 Finish 20:00 Start 20:00 Finish 08:00
Monday
Tuesday
Wednesday
Thursday
Friday
WEEKEND
Days Days Nights Nights
Start 08:00 End 20:00 Start 20:00 End 08:00
Saturday
Sunday
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HEALTH QUESTIONNAIRE
Forest Home is committed to the health and safety of its staff. As part of these commitments, this
health questionnaire is required to be completed by all staff prior to taking up employment with
Forest Home so that reasonable adjustments can be made in the work place.

Y | N| If yes, please list where applicable; Start and End date,
medication details, full details and explanation

Do you have any medical condition /
impairment / disability which may
affect your work?

Have you ever had any medical
condition / impairment/ disability
which may have been caused or made
worse by your work?

Are you receiving, or waiting for
treatment (including medication /
counselling) at present?

Are you receiving / received treatment
for the following: ~

1) Allergies e.g. hay fever

2) Anxiety, depression or mental
iliness

3) High blood pressure

4) Any ‘rheumatic’ complaints

5) Asthma

6) Back pain

7) Chest problems, e.g. bronchitis,
shortness of breath, persistent
cough

8) Diabetes

9) Fits, faints or blackouts

10) Skin conditions e.g. dermatitis or
eczema

11)Heart Trouble

12)Kidney or bladder problems

13) Migraine

14) Any other condition not
mentioned above

Interviewer Notes:

Declaration

| declare that the answers to the above questions are true and complete to the best of my
knowledge and belief.

FUullName .......ccceveivnnsncsnnsnnsnnneesansnnes SIBNEU....ccorieniinninsinsinsnisissieseisnssssssssanssssssssansssssassassans
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EQUAL OPPORTUNITIES QUESTIONNAIRE

Please complete this form, filling in spaces or ticking boxes as
appropriate, and include with your Application for Employment.

| would describe my ethnic/cultural origin as:

White

British | | Irish |Any other White Background
Mixed

White and Black Caribbean White and Black African
White and Asian Any other Mixed background

Asian or Asian British

Indian Pakistani

Bangladeshi Any other Asian background

Black or Black British

Caribbean | | | | Any other Black background |
Chinese or other ethnic group

Chinese | Anyother |
|Notknown | J

My country of Dirth IS ...,

My family language iS........cooiiiiiiiiiiii e

i | — | —
My sex is Male ~ Female ~ Other U
I am Disabled T Not Disabled L1
| I—
SIGNEA ..o Date -..evicerree e
SUMNAME .o Forename .........ccccceeeevnnnenn.

THANK YOU FOR YOUR ASSISTANCE
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Criminal record self-declaration form for jobs exempt from the ROA

This form must be completed by all applicants. The information disclosed on this form will not be kept
with your application form during the application process.

Policy statement on recruiting applicants with criminal records

This post is exempt from the Rehabilitation of Offenders Act 1974 and therefore applicants are required
to declare any cautions, convictions, reprimands and final warnings that are not protected (i.e. that are
not filtered out) as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as
amended in 2013).

For further information on filtering please refer to Nacro guidance and the DBS website.

We recognise the contribution that ex-offenders can make as employees and volunteers and welcome
applications from them. A person’s criminal record will not in itself, prevent a person from being
appointed to this post. Any information given will be treated in the strictest confidence. Suitable
applicants will not be refused posts because of offences which are not relevant to, and do not place them
at or make them a risk in, the role for which they are applying.

All cases will be examined on an individual basis and will take the following into consideration:

whether the conviction is relevant to the position applied for

= the seriousness of any offence revealed

= the age of the applicant at the time of the offence(s)

= the length of time since the offence(s) occurred

= whether the applicant has a pattern of offending behaviour

= the circumstances surrounding the offence(s), and the explanation(s) offered by the person concerned

= whether the applicant’s circumstances have changed since the offending behaviour.

It is important that applicants understand that failure to disclose all cautions, convictions, reprimands, or
final warnings that are not protected could result in disciplinary proceedings or dismissal. Further advice
and guidance on disclosing a criminal record can be obtained from Nacro.
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https://www.nacro.org.uk/wp-content/uploads/2014/06/practical-guidance-on-dbs-filtering.pdf
https://www.gov.uk/government/publications/dbs-filtering-guidance
http://www.nacro.org.uk/data/files/practical-guidance-on-dbs-filtering-1032.pdf

Criminal record self-declaration form ROA Exceptions Order (standard or enhanced DBS

checks)

Full name

Post applied for

Do you have any cautions, convictions, reprimands or final warnings which are not protected (i.e.
filtered) as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in
2013)?

Yer NJ:‘

If you are not sure whether your convictions, cautions, reprimands or final warnings are filtered,
please contact Nacro for further advice.

If you have answered yes, you now have two options on how to disclose your criminal record.

Option A: Please provide details of your criminal record in the space below.

Option B: You can disclose your record in a written statement provided that you tick the box below and
attach the disclosure statement stapled to this form in an envelope. The envelope should be marked
CONFIDENTIAL and state your name and the details of the post you are applying for.

| have attached details of my criminal record separately D

DECLARATION

| declare that the information provided on/with this form is correct. | understand that the declaration of a
criminal record will not necessarily prevent me from being offered this role at Forest Homecare.

Signed: Date:

Please return this form with your application pack to:
Forest Home Ltd

58 Swan Street Sible

Hedingham Halstead

Essex

CO9 3HT

Or via email to: manager@forestcarehome.co.uk
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DBS Application:

Applicant FUIl NAME ...

Please provide 5 years’ worth of address history

Address Date moved in MM/YYYY Date moved out MM/YYYY

Please provide any previous names

First Name Last Name Date of name change
MM/YYYY
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Date of Birth.....oocoooeeee e

Gender Male [ Female L[]

Place of birth (town).......cccoeeeeieicececceee e

Place of birth (County).....ccococeeeiieiee e
Place of birth (COUNTIY)....cccoooeiiie e
Nationality at birth ..o
Current Nationality ..o

National Insurance NUMBDE......oovveeee e

Do you hold a valid UK driving license No L]

Do you hold a valid passport No L] Yes

Have you seen and verified copies of the following ID:
Driving Licence

Passport

Bank statement

Utility bill

Marriage certificate

Birth certificate

P60

Letter from HMRC

Additional ID:
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FOREST HOME

GDPR PRIVACY NOTICE FOR JOB APPLICANTS

Data controller: FOREST HOME
Introduction

As part of any recruitment process, the Company collects and processes personal information, or personal
data, relating to job applicants. This personal information may be held by the Company on paper or in
electronic format.

The Company is committed to being transparent about how it handles your personal information, to
protecting the privacy and security of your personal information and to meeting its data protection
obligations under the General Data Protection Regulation (“GDPR”) and the Data Protection Act 2018. The
purpose of this privacy notice is to make you aware of how and why we will collect and use your personal
information during the recruitment process. We are required under the GDPR to notify you of the
information contained in this privacy notice.

This privacy notice applies to all job applicants, whether they apply for a role directly or indirectly through
an employment agency. It is non-contractual.

If you have any questions about this privacy notice or about how we handle your personal information, please
contact our Fores Home on 01787 460361 or email:

manager@forestcarehome.co.uk

Data protection principles

Under the GDPR, there are six data protection principles that the Company must comply with. These provide
that the personal information we hold about you must be:

1. Processed lawfully, fairly and in a transparent manner.

2. Collected only for legitimate purposes that have been clearly explained to you and not further
processed in a way that is incompatible with those purposes.

3. Adequate, relevant and limited to what is necessary in relation to those purposes.

4. Accurate and, where necessary, kept up to date.

5. Kept in a form which permits your identification for no longer than is necessary for those purposes.
6. Processed in a way that ensures appropriate security of the data.

The Company is responsible for, and must be able to demonstrate compliance with, these principles. This is
called accountability.
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What types of personal information do we collect about you?

Personal information is any information about an individual from which that person can be directly or
indirectly identified. It doesn’t include anonymised data, i.e. where all identifying particulars have been
removed. There are also “special categories” of personal information, and personal information on criminal
convictions and offences, which requires a higher level of protection because it is of a more sensitive nature.
The special categories of personal information comprise information about an individual’s racial or ethnic
origin, political opinions, religious or philosophical beliefs, trade union membership, health, sex life or sexual
orientation and genetic and biometric data.

The Company collects, uses and processes a range of personal information about you during the recruitment
process. This includes (as applicable):

. your contact details, including your name, address, telephone number and personal e-mail address
° personal information included in a CV, any application form, cover letter or interview notes

. references

. information about your right to work in the UK and copies of proof of right to work documentation
° copies of qualification certificates

. copy of driving licence

. other background check documentation

° details of your skills, qualifications, experience and work history with previous employers

. information about your current salary level, including benefits and pension entitlements

° your professional memberships

The Company may also collect, use and process the following special categories of your personal information
during the recruitment process (as applicable):

. whether or not you have a disability for which the Company needs to make reasonable adjustments
during the recruitment process

° information about your racial or ethnic origin, religious or philosophical beliefs and sexual orientation
. information about criminal convictions and offences

How do we collect your personal information?

The Company collects personal information about you during the recruitment process either directly from
you or sometimes from a third party such as an employment agency. We may also collect personal
information from other external third parties, such as references from current and former employers,
information from background check providers, information from credit reference agencies and criminal
record checks from the Disclosure and Barring Service (DBS). Other than employment agencies, the Company
will only seek personal information from third parties during the recruitment process once an offer of
employment or engagement has been made to you and we will inform you that we are doing so.

You are under no statutory or contractual obligation to provide personal information to the Company during
the recruitment process.

Your personal information may be stored in different places, including on your application record, in the
Company’s HR management system and in other IT systems, such as the e-mail system.

Why and how do we use your personal information?

We will only use your personal information when the law allows us to. These are known as the legal bases
for processing. We will use your personal information in one or more of the following circumstances:

. where we need to do so to take steps at your request prior to entering into a contract with you, or
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to enter into a contract with you

° where we need to comply with a legal obligation

. where it is necessary for our legitimate interests (or those of a third party), and your interests or your
fundamental rights and freedoms do not override our interests

We need all the types of personal information listed under “What types of personal information do we collect
about you?” primarily to enable us to take steps at your request to enter into a contract with you, or to enter
into a contract with you and to enable us to comply with our legal obligations. In some cases, we may also
use your personal information where it is necessary to pursue our legitimate interests (or those of a third
party), provided that your interests or your fundamental rights and freedoms do not override our interests.
Our legitimate interests include: pursuing our business by employing employees, workers and contractors;
managing the recruitment process; conducting due diligence on prospective staff and performing effective
internal administration. The purposes for which we are processing, or will process, your personal information
are to:

. manage the recruitment process and assess your suitability for employment or engagement

° decide to whom to offer a job

. comply with statutory and/or regulatory requirements and obligations, e.g. checking your right to
work in the UK

° comply with the duty to make reasonable adjustments for disabled job applicants and with other
disability discrimination obligations

. ensure compliance with your statutory rights

° ensure effective HR, personnel management and business administration

° monitor equal opportunities

° enable us to establish, exercise or defend possible legal claims

Please note that we may process your personal information without your consent, in compliance with these
rules, where this is required or permitted by law.

What if you fail to provide personal information?

If you fail to provide certain personal information when requested, we may not be able to process your job
application properly or at all, we may not be able to enter into a contract with you, or we may be prevented
from complying with our legal obligations. You may also be unable to exercise your statutory rights.

Why and how do we use your sensitive personal information?

We will only collect and use your sensitive personal information, which includes special categories of
personal information and information about criminal convictions and offences, when the law additionally
allows us to.

Some special categories of personal information, i.e. information about your health, and information about
criminal convictions and offences, is also processed so that we can perform or exercise our obligations or
rights under employment law and in line with our data protection policy.

We may also process information about your health and information about any criminal convictions and
offences where we have your explicit written consent. In this case, we will first provide you with full details
of the personal information we would like and the reason we need it, so that you can properly consider
whether you wish to consent or not. It is entirely your choice whether to consent. Your consent can be
withdrawn at any time.

The purposes for which we are processing, or will process, health information and information about any
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criminal convictions and offences, are to:

° assess your suitability for employment or engagement

. comply with statutory and/or regulatory requirements and obligations, e.g. carrying out criminal
record checks

° comply with the duty to make reasonable adjustments for disabled job applicants and with other
disability discrimination obligations

. ensure compliance with your statutory rights

° ascertain your fitness to work

. ensure effective HR, personnel management and business administration

° monitor equal opportunities

Where the Company processes other special categories of personal information, i.e. information about your
racial or ethnic origin, religious or philosophical beliefs and sexual orientation, this is done only for the
purpose of equal opportunities monitoring in recruitment and in line with our data protection policy.
Personal information that the Company uses for these purposes is either anonymised or is collected with
your explicit written consent, which can be withdrawn at any time. It is entirely your choice whether to
provide such personal information.

We may also occasionally use your special categories of personal information, and information about any
criminal convictions and offences, where it is needed for the establishment, exercise or defence of legal
claims.

Change of purpose

We will only use your personal information for the purposes for which we collected it, i.e. for the recruitment
exercise for which you have applied.

However, if your job application is unsuccessful, the Company may wish to keep your personal information
on file for in case there are future suitable employment opportunities with us. We will ask for your consent
before we keep your personal information on file for this purpose. Your consent can be withdrawn at any
time.

Who has access to your personal information?

Your personal information may be shared internally within the Company for the purposes of the recruitment
exercise, including with members of the HR department, members of the recruitment team, managers in the
department which has the vacancy and IT staff if access to your personal information is necessary for the
performance of their roles.

The Company will not share your personal information with third parties during the recruitment process
unless your job application is successful and we make you an offer of employment or engagement. At that
stage, we may also share your personal information with third parties (and their designated agents),
including:

. external organisations for the purposes of conducting pre-employment reference and employment
background checks

° the DBS, to obtain a criminal record check

. former employers, to obtain references

° professional advisors, such as lawyers

. people providing a character reference
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We may also need to share your personal information with a regulator or to otherwise comply with the law.

We may share your personal information with third parties where it is necessary to steps at your request to
enter into a contract with you, or to enter into a contract with you, where we need to comply with a legal
obligation, or where it is necessary for our legitimate interests (or those of a third party).

How does the Company protect your personal information?

The Company has put in place measures to protect the security of your personal information. It has internal
policies, procedures and controls in place to try and prevent your personal information from being
accidentally lost or destroyed, altered, disclosed or used or accessed in an unauthorised way. In addition, we
limit access to your personal information to those employees, workers, agents, contractors and other third
parties who have a business need to know in order to perform their job duties and responsibilities. You can
obtain further information about these measures from our Recruitment Officer.

Where your personal information is shared with third parties, we require all third parties to take appropriate
technical and organisational security measures to protect your personal information and to treat it subject
to a duty of confidentiality and in accordance with data protection law. We only allow them to process your
personal information for specified purposes and in accordance with our written instructions and we do not
allow them to use your personal information for their own purposes.

The Company also has in place procedures to deal with a suspected data security breach and we will notify
the Information Commissioner’s Office (or any other applicable supervisory authority or regulator) and you
of a suspected breach where we are legally required to do so.

For how long does the Company keep your personal information?

The Company will only retain your personal information for as long as is necessary to fulfil the purposes for
which it was collected and processed.

If your application for employment or engagement is unsuccessful, the Company will generally hold your
personal information for six months after the end of the relevant recruitment exercise but this is subject to:
(a) any minimum statutory or other legal, tax, health and safety, reporting or accounting requirements for
particular data or records, and (b) the retention of some types of personal information for up to seven years
to protect against legal risk, e.g. if they could be relevant to a possible legal claim in a tribunal, County Court
or High Court. If you have consented to the Company keeping your personal information on file for in case
there are future suitable employment opportunities with us, the Company will hold your personal
information for a further six months after the end of the relevant recruitment exercise, or until you withdraw
your consent if earlier.

If your application for employment or engagement is successful, personal information gathered during the
recruitment process will be retained for the duration of your employment or engagement and in accordance
with the privacy notice for employees, workers and contractors.

Personal information which is no longer to be retained will be securely and effectively destroyed or
permanently erased from our IT systems and we will also require third parties to destroy or erase such
personal information where applicable.

In some circumstances we may anonymise your personal information so that it no longer permits your
identification. In this case, we may retain such information for a longer period.

Your rights in connection with your personal information

As a data subject, you have a number of statutory rights. Subject to certain conditions, and in certain
circumstances, you have the right to:
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. request access to your personal information - this is usually known as making a data subject access
request and it enables you to receive a copy of the personal information we hold about you and to check
that we are lawfully processing it

. request rectification of your personal information - this enables you to have any inaccurate or
incomplete personal information we hold about you corrected
. request the erasure of your personal information - this enables you to ask us to delete or remove

your personal information where there’s no compelling reason for its continued processing, e.g. it’s no
longer necessary in relation to the purpose for which it was originally collected

. restrict the processing of your personal information - this enables you to ask us to suspend the
processing of your personal information, e.g. if you contest its accuracy and so want us to verify its accuracy
° object to the processing of your personal information - this enables you to ask us to stop processing

your personal information where we are relying on the legitimate interests of the business as our legal basis
for processing and there is something relating to your particular situation which makes you decide to object
to processing on this ground

° data portability - this gives you the right to request the transfer of your personal information to
another party so that you can reuse it across different services for your own purposes.

If you wish to exercise any of these rights, please contact our Recruitment Officer. We may need to request
specific information from you in order to verify your identity and check your right to access the personal
information or to exercise any of your other rights. This is a security measure to ensure that your personal
information is not disclosed to any person who has no right to receive it.

In the limited circumstances where you have provided your consent to the processing of your personal
information for a specific purpose, you have the right to withdraw your consent for that specific processing
at any time. This will not, however, affect the lawfulness of processing based on your consent before its
withdrawal. If you wish to withdraw your consent, please contact our Recruitment Officer. Once we have
received notification that you have withdrawn your consent, we will no longer process your personal
information for the purpose you originally agreed to, unless we have another legal basis for processing.

If you believe that the Company has not complied with your data protection rights, you have the right to
make a complaint to the Information Commissioner’s Office (ICO) at any time. The ICO is the UK supervisory
authority for data protection issues.

Transferring personal information outside the European Economic Area

The Company will not transfer your personal information to countries outside the European Economic Area

Automated decision making

Automated decision making occurs when an electronic system uses your personal information to make a
decision without human intervention.

We do not envisage that any recruitment decisions will be taken about you based solely on automated
decision-making, including profiling.

Changes to this privacy notice

The Company reserves the right to update or amend this privacy notice at any time. We will issue you with a
new privacy notice when we make significant updates or amendments. We may also notify you about the
processing of your personal information in other ways.

Contact
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If you have any questions about this privacy notice or how we handle your personal information, please
contact us on 01787 460361 or email:

manager@forestcarehome.co.uk

Forest Home Ltd
58 Swan Street
Sible Hedingham
Essex

CO9 3HT

| acknowledge receipt of this privacy notice and | confirm that | have read and understood it.
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