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	Application Form for Independent Roles

	· Please note that WillisPalmer follows NSPCC Safer Recruitment practices and therefore cannot accept CVs as an application
· Please complete all sections of this form in black type
· Where you are asked to select from a list of options, please place a ‘x’ in the relevant box
· Please email your completed application form to apply@willispalmer.com

	Confidential Application for the role of:
	

	Reference Number (for office use):
	


	PERSONAL DETAILS
	Title
	
	Surname
	



	Forename(s)
	

	Home Tel No
	

	Day/Mobile No
	

	Date of birth
	

	NI Number
	

	Phone Number
	

	



	
	Full Postal Address

	

	

	

	

	

	Postcode
	

	Email
	





	Please tell us the reason you are applying to work with WillisPalmer.

	








	EMPLOYMENT EXPERIENCE

	Present (or most recent) employment
	Employer
	

	Address
	

	
	

	
	



	
	Post held
	

	Date appointed
	

	Notice required
(Only applicable for permanent roles)
	





	Please tell us about your current or most recent role.  Please describe your main duties and responsibilities.  If you are no longer working please explain your reason for leaving.

	





	Safeguarding Statement 

	WillisPalmer is committed to the principles of NSPCC Safer Recruitment and our Safeguarding Policy for working with both Children and Vulnerable Adults.  We prioritise the safety and welfare of Children and Vulnerable Adults we work with as we believe they are entitled to the highest level of protection. 

We follow NSPCC Safer Recruitment Practices to ensure that our independent contractors are suitable to work with Children and Vulnerable Adults and carry out regular audits of accreditations where this applies, Enhanced DBS on the Update Service, Driving Licence Date, Car Insurance, Car Tax and MOT (where appropriate).

	Equality and Diversity Statement 

	WillisPalmer is committed to encouraging equality, diversity and inclusion among our workforce, and eliminating unlawful discrimination.

	Whistleblowing Statement 

	WillisPalmer believe every employee, independent contractor and voluntary person should have the chance to speak up anonymously when they feel we are not adhering to our corporate values. They should have a place to report misconduct, every report will be heard and acted on, and we will make improvements based on the results.


	PREVIOUS ROLES/ EMPLOYMENT/ WORK EXPERIENCE/ VOLUNTEERING 
Please list your previous employers, most recent first and identifying any gaps in employment. 

	From – to
mm/yy – mm/yy
	Employer Name and Location
	Job title & Salary
	Reason for leaving
	Outline of duties and responsibilities

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	EDUCATION / QUALIFICATIONS 

	Level
	Subject
	Institution Attended
	FT/PT
	Year Awarded
	Grade/Class
	Awarding Body

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	Please list any qualifications for which you are currently studying, and give the estimated date of completion:

	

	

	

	

	Please list any professional bodies of which you are a member, stating type of membership and whether it is dependent on qualification or examination:

	

	

	

	

	

	


	SUPPLEMENTARY INFORMATION
Please provide a brief summary of how your skills and experience match the qualities referred to in the Person Specification. Please give details of any specialist knowledge, training or experience or any other additional information you may wish to give to show clearly how you meet the requirements of the role. Details of any voluntary work or leisure interests may also be applicable to the post for which you are applying. 

	

















	Location Preferences
Please indicate with ‘X’ which areas you are most likely to be available to work in

	Location
	

	North West
	

	North East
	

	Yorkshire
	

	Midlands
	

	Wales
	

	London
	

	South East
	

	South West
	

	Criminal Record Declaration
The Rehabilitation of Offenders Act 1974 (exceptions) Order 1975 does not allow employees with access to children and young persons under the age of 18 years the right to withhold information regarding previous criminal convictions, including cautions, for any offence (not just those involving children) which for other purposes are ‘spent’ under the provisions of the Act. You must disclose in this section any previous convictions. 

All roles with WillisPalmer require an Enhanced DBS check and registration on the DBS update service. 

Any information given either when returning this application form, or at interview will be entirely confidential and will be considered only in relation to this application.

	Date
	Type of Offence
	Sentence/Fine Imposed
	Comments

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Do you have any unspent conditional cautions or convictions in the UK or overseas?
	YES
	NO

	Do you have any spent adult cautions (simple or conditional) or convictions in the UK or overseas that are not protected (i.e. eligible to be filtered) as defined by the Rehabilitation of Offenders Act 1974 in England, Scotland or Wales or the Rehabilitation of Offenders (Northern Ireland) Order 1978?
	YES
	NO

	Barred list declaration

	If this role has been defined as regulated activity or work it will also be subject to an enhanced with barred list check in England, Northern Ireland and Wales or checks under the Protecting Vulnerable Groups scheme in Scotland.

	Are you included on the list of people barred from/listed as unsuitable to engage in regulated activity/work with children?
	YES
	NO

	If you are not currently barred from working with children, have you been referred to the Disclosure and Barring Service (DBS) or Disclosure Scotland for consideration to be added to one of the lists?
	YES
	NO

	Conduct declaration

	Have you ever been known to any children’s services department or police as being a risk or potential risk to children?
	YES
	NO

	Have you ever been dismissed for misconduct from any paid or voluntary position previously held by you?
	YES
	NO

	Have you ever been under investigation for or subject to any disciplinary sanctions in relation to your conduct at the time of your employment?
	YES
	NO

	Have you ever been subject to any sanctions being placed on your professional registration, by a regulatory or licencing body in any country? (as applicable)
Sanctions may include: Warnings, conditions, limitations, suspensions removal or any other restrictions that may have applied to your professional registration.
	YES
	NO

	If you have answered yes to any of the above questions, please provide further information below or attach further information on a separate e-mail or a Word document.


	





	Confirmation of declaration (tick box below)

	
	I agree that the information provided here may be processed in connection with recruitment purposes and I understand that the application may be withdrawn, or disciplinary action may be taken if information is not disclosed by me and subsequently come to the organisation’s attention.

	
	In accordance with the organisation’s procedures if required, I agree to provide a valid criminal record certificate and consent to the organisation clarifying any information provided on the disclosure with the agencies providing it.

	
	I agree to inform the organisation within 24 hours if I am subsequently investigated by any agency or organisation in relation to concerns about my behaviour towards children or young people.

	
	I understand that the information contained on this form, the results of the criminal record check and information supplied by third parties may be supplied by the organisation to other persons or organisations in circumstances where this is considered necessary to safeguard children.


	Declaration

	By signing below, I confirm that the information I have provided on this form (or attached including my CV) is accurate. I understand that this information will not necessarily prevent me from being appointed in the role above, and that I will be given an opportunity to discuss any concerns you might have before you make a final decision about my suitability for the role. I understand that any false information or failure to disclose any criminal convictions may result in termination of any future contract for this role.

	Signature:
	

	Date:
	

	ELIGIBILITY TO WORK IN THE UK

	Right to Work

	Do you have a legal right to work in the UK?     Yes  ☐   No  ☐

	Nationality
	

		Do you require a work permit to work in the UK?
	
	Yes
	
	No
	
	Unsure

	If  yes, do you currently have a work permit?
	
	No
	
	Yes
	
	Permit No.





	REFERENCES
Please provide the names, address and occupations of at least two referees, one of whom must be your present or most recent employer who are willing to support your application.
References must meet the following criteria:
· One reference must be from your line manager or most recent employer
· The references must cover a minimum period of five years of work
· At least one referee must be able to comment specifically on your experience working directly with children
· Work-based email and phone numbers must be provided

	
	Referee 1
	Referee 2

	Name
	
	

	Relationship to you
	
	

	Job Title
	
	

	Address
	





	

	Telephone Number:
	
	

	Email:
	
	

	Consent to Seek References

	To comply with data protection laws, we need your consent when obtaining employment references about you. Please indicate below whether you give such consent to our contacting the referees you have provided.
We would like to obtain references so that we may gather information from those who have previously employed you on your performance. We will use the information when making decisions about your suitability for the role you have applied for.
You may withdraw your consent at any time by contacting the office.


	Reference Declaration

	Full name:
	

	I give*/do not give* my consent to references being sought in conjunction with my application for employment
*(delete as appropriate)

	[bookmark: _Hlk222396717]Signature:
	

	Date:
	

	APPLICATION DECLARATION

	I confirm that the information provided on this form is correct and understand that any misrepresentation or omission may render me liable to summary dismissal if engaged. I understand that the information will be stored in manual and electronic files and is subject to the provisions of the Data Protection Act. I agree to information on this form being used by WillisPalmer in accordance with the Act, for the purpose of selection and for diversity monitoring.


	Signature:
	

	Date:
	

	Please email your completed application form to apply@willispalmer.com

	Applicant Privacy Notice

	As part of any recruitment process, the organisation collects and processes personal data relating to job applicants. The organisation is committed to being transparent about how it collects and uses that data and to meeting its data protection obligations.
What information does the organisation collect?
The organisation 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 level of remuneration, including benefit entitlements;
· whether or not you have a disability for which the organisation needs to make reasonable adjustments during the recruitment process; 
· information about your entitlement to work in the UK; and
· equal opportunities monitoring information, including information about your ethnic origin, sexual orientation, health and religion or belief.
The organisation may collect this information in a variety of ways. For example, data might be contained in application forms, CVs or resumes, obtained from your passport or other identity documents, or collected through interviews or other forms of assessment, including online tests.
The organisation may also collect personal data about you from third parties, such as references supplied by former employers, information from employment background check providers and information from criminal records checks. The organisation will seek information from third parties only once a job offer to you has been made and will inform you that it is doing so.
Data will be stored in a range of different places, including on your application record, in HR management systems and on other IT systems (including email).
Why does the organisation process personal data?
The organisation needs to process data to take steps at your request prior to entering into a contract with you. It may also need to process your data to enter into a contract with you.
In some cases, the organisation needs to process data to ensure that it is complying with its legal obligations. For example, it is required to check a successful applicant's eligibility to work in the UK before employment starts.
The organisation has a legal requirement to process personal data during the recruitment process and for keeping records of the process. Processing data from job applicants allows the organisation to manage the recruitment process, assess and confirm a candidate's suitability for employment and decide to whom to offer a job. The organisation may also need to process data from job applicants to respond to and defend against legal claims.
The organisation may process information about whether or not applicants are disabled to make reasonable adjustments for candidates who have a disability. This is to carry out its obligations and exercise specific rights in relation to employment.
Where the organisation 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.
For some roles, the organisation is obliged to seek information about criminal convictions and offences. Where the organisation seeks this information, it does so because it is necessary for it to carry out its obligations and exercise specific rights in relation to employment.
The organisation will not use your data for any purpose other than the recruitment exercise for which you have applied.
Who has access to data?
Your information may be shared internally for the purposes of the recruitment exercise. 
The organisation will not share your data with third parties, unless your application for employment is successful and it makes you an offer of employment. The organisation will then share your data with former employers to obtain references for you, employment background check providers to obtain necessary background checks and the Disclosure and Barring Service to obtain necessary criminal records check.
Transferring information outside of the EEA
The data that we collect from you may be transferred to, and stored at, a destination outside the European Economic Area ("EEA"). 
We are committed to ensuring that adequate safeguards are in place when transferring Personal Data outside the EEA.  As such, we will take reasonable steps to ensure that your personal information is adequately protected in accordance with the requirements of UK data protection law.
How does the organisation protect data?
The organisation takes the security of your data seriously. It has internal policies and controls in place to ensure that your data is not lost, accidentally destroyed, misused or disclosed, and is not accessed except by our employees in the proper performance of their duties. 
For how long does the organisation keep data?
If your application for employment is unsuccessful, the organisation will hold your data on file for one month after the end of the relevant recruitment process. If you agree to allow the organisation to keep your personal data on file, the organisation will hold your data on file for a further one year for consideration for future employment opportunities. At the end of that period your data is deleted or 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. The periods for which your data will be held will be provided to you in a new privacy notice.
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 the organisation to change incorrect or incomplete data;
· require the organisation to delete or stop processing your data, for example where the data is no longer necessary for the purposes of processing; and
· object to the processing of your data where the organisation is relying on its legitimate interests as the legal ground for processing;
· request the transfer of your data.
If you would like to exercise any of these rights, please contact apply@willispalmer.com.
If you believe that the organisation 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 the organisation during the recruitment process. However, if you do not provide the information, the organisation may not be able to process your application properly or at all.
Automated decision-making
Automated decision-making takes place when an electronic system uses personal information to make a decision without human intervention.  The organisation will only use automated decision-making in the following circumstances:
1. Where we have notified you of the decision and given you 21 days to request a reconsideration.
2. Where it is necessary to perform the contract with you and appropriate measures are in place to safeguard       your rights.
3. In limited circumstances, with your explicit written consent and where appropriate measures are in place to safeguard your rights.
If the organisation makes an automated decision on the basis of any particularly sensitive personal information, we must have either your explicit written consent or it must be justified in the public interest, and we must also put in place appropriate measures to safeguard your rights.
You will not be subject to decisions that will have a significant impact on you based solely on automated decision-making, unless we have a lawful basis for doing so and you have been notified.
The organisation does not envisage that any decisions will be taken about you using automated means, however we will notify you in writing if this position changes.
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