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Down’s Syndrome Scotland

Candidate Application Form


Candidate No.:        


                                                                                                                                                    





`Candidate No.:
                                                                                                   

                                                                    (office use only)
Important Notes:

Please complete the form in black ink or type to assist in photocopying. 
If you complete the form by hand, please use BLOCK CAPITALS.

Sections A - C and G (first and last page) will be detached from the rest of the application and that information will not be available to the shortlisting panel.  

CLOSING DATE:
	POST APPLIED FOR:
	


Data Protection 

Down Syndrome Scotland obtains, keeps and uses personal information (also referred to as data) about job applicants and about current and former staff for a number of specific lawful purposes in accordance with the Data Protection act 2018 and the UK’s implementation of the General Data Protection Regulation (GDPR)

For information of what information we collect, why and how we securely store this via our HR records please see attached recruitment privacy notice.
SECTION A - PERSONAL DETAILS
	Family name (e.g. surname)
	Surname at birth/previous surnames



	Forename(s)
	Preferred name



	Title (e.g. Mr, Ms, Mrs, Miss, Dr)

	

	Current address

	Post code

	Email address 
	

	Telephone numbers
	Home

	
	Work (if convenient)

	
	Mobile

	Please confirm that you have a confidential home office space to work from home
	

	If the person specification for the role applied for requires a driving licence:

	Do you hold a current driving license?     
If YES driving license number and category
	Yes   (   No   (

	Do you have access to a car?    
	Yes   (   No   (


SECTION B – QUALIFICATIONS, TRAINING AND PROFESSIONAL MEMBERSHIP
Only complete this section if you have any qualifications and/or membership of a professional body that is/are relevant to the post. You should include details of any equivalent overseas qualifications. Please note that original certificates may need to be produced. In addition, we want to know about any other training you have received which may be relevant to the job for which you are applying. Remember to include “on the job” training, which you didn’t go somewhere else for, such as distance learning.
	School/college university
	From
	To
	Qualification/Training
	Level and Grade

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Professional body
	Membership number
	Membership status
	Since

	
	
	
	

	
	
	
	


Please provide details of any higher education undertaken

	University or college
	Degree or qualification obtained
	Dates
	Duration

	
	
	
	

	
	
	
	

	
	
	
	


Please provide details of any professional qualifications held not listed above

	Qualification
	Relevant/awarding body
	Dates
	Duration

	
	
	
	

	
	
	
	


Please provide details for other training you have received relevant to this application:

	Name of course
	Provided by
	Dates
	Duration

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


SECTION C - EMPLOYMENT HISTORY
	Current/last employer’s name
	

	Nature of business
	

	Position held
	

	Date appointed:
	Date left (if applicable)

	Name and job title of your manager
	

	Salary scale £                             to
	Present salary £  

	Reason for leaving
	

	Notice Period
	

	Please give a brief outline of your duties and responsibilities




Previous Employment- most recent first (Please continue on an additional sheet if necessary)

	Name and address of previous employer(s)
	Position held
	From 
	To
	Brief description of main duties 
	Reason for leaving

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Voluntary or unpaid work Please tell us about any voluntary or unpaid work you are doing now or that you have done in the past. (continue on an additional sheet if necessary)

	Name and address of organisations for whom you have volunteered
	Position held, and name of manager if current
	From 
	To
	Brief description of main duties 
	Reason for leaving

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Gaps in employment Please tell us about any gaps in your employment history. Please note you may be asked about these at interview. (continue on additional sheet if necessary)

	From 
	To
	Reason

	
	
	

	
	
	

	
	
	


SECTION D - SUPPORTING STATEMENT 

The supporting statement gives you an opportunity to tell us more about yourself and your suitability for the role.

Please tell us how you meet the requirements listed in the person specification. Please use as many examples as you can under each requirement, referring to your current and previous employment, voluntary work, training or other relevant experience. Please continue on additional sheets of paper to complete this and add your name, job/role title applied for on each additional sheet. Please make sure you number them.
	


REFERENCES
	Please provide the names of two referees. If you are (or have been recently) employed in either a paid or unpaid capacity, one should be from your current or last employer. If you are a student, one should be a senior staff member from your place of study. References from a relative or partner will not be accepted. If you are self-employed or have not previously been employed, a suitable character reference must be used. 
If the post you are applying for involves work with children and protected adults, and you have worked in these sectors previously, one reference must be able to make reference to your work with vulnerable groups, including children. Where possible, references will be checked and verified before any candidate is invited to interview.
References will only be taken up if you are shortlisted for the post for which you are applying. We recommend contacting your referees in advance to check they are willing to act as a referee and so that they can expect our request


	Referee 1
	Referee 2

	Name
	
	Name
	

	Relationship to you
	
	Relationship to you
	

	Position held
	
	Position held
	

	Organisation
	
	Organisation
	

	Address 
Postcode
	
	Address
Post code
	

	Telephone number
	
	Telephone number
	

	Email address
	
	Email address
	

	Can we contact before interview? Yes   (   No   (
	Can we contact before interview? Yes   (   No   (


Returning this application form

Return your completed application and self-declaration form to: andrea.mcintyre@dsscotland.org.uk 
Late applications will not normally be considered.

SECTION E – GENERAL INFORMATION
The successful candidate may be required to obtain PVG scheme membership for working with children and protected adults. Refer to the application form guidance notes for more information.

Should any issues be identified in this process that were not detailed on the application form, this may be deemed grounds for instant dismissal.
	Your right to work in the UK

We have a legal obligation to check that individuals have a right to work in the UK before we employ them. Please confirm you have a right to work in the UK and that you have documentary evidence for this. 

Visit:

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/441957/employers_guide_to_acceptable_right_to_work_documents_v5.pdf for a list of acceptable documents). 
You will be asked to bring evidence with you if you are called for interview.

‘I confirm that I have a right to work in the UK and that I have documentary evidence for this’ 

Yes   (   No   (
Do you need a work permit to take up this post?

Yes   (   No   (



	Access requirements for applicants with a disability
We welcome applications from people with a disability and the organisation will take all reasonable steps to remove any barriers you may otherwise face when attending an interview. Please tell us below about any adjustments we may ned to make to assist you at interview.



DECLARATION
	By signing this declaration, you are agreeing with the statements below, which may be referred to in the future.

· I confirm that all the details I have provided in this application form are correct, and that I have not deliberately withheld any relevant information

· I have not attempted to influence an employee of Down’s Syndrome Scotland in connection with this application

· I understand that deliberately providing false information, failing to disclose relevant information or attempting to influence the recruitment process unfairly may lead to my application being rejected, any offer of employment (whether paid or unpaid) being withdrawn, or actual employment (whether paid or unpaid) being terminated.

· I give consent for Down’s Syndrome Scotland to request employment/academic information about me covering the past two years, for reference purposes, and held in accordance with the Data Protection Act 2018.

· I note that the information provided on this application form may be held, further processed or verified in accordance with the Data Protection Act 2018.

I declare that to the best of my knowledge and belief, all particulars I have given in this and the accompanying pages of the application form are complete and true.  I understand that any false or misleading statement or any significant omission could result in termination of employment should I be subsequently employed as a result of submitting this application. 

I understand that any offer of employment will be subject to receipt of permission to work in the UK, satisfactory references, satisfactory PVG scheme membership results (if applicable to the post being applied for) and a probationary period.  I authorise Down’s Syndrome Scotland to verify information contained in this application via telephone, e-mail, or letter.  I understand that third parties may be consulted to verify qualifications, criminal convictions and health information should this be necessary for this post.

A privacy notice relating to the data we collect and hold on you during the recruitment process is attached to this application form.  If you have any questions on this, please direct them to the signatory on the attached letter. 

Signature
Date





FOR OFFICE ADMINISTRATION USE ONLY

	Candidate No.
	
	Invite for interview?
	Yes   (       No   (

	Interview Date
	
	Appoint?
	Yes   (       No   (


SECTION F - EQUAL OPPORTUNITIES MONITORING

	Down’s Syndrome Scotland is committed to valuing diversity and creating an inclusive culture where all employees, workers and job applicants are valued, respected and treated equally. No employee or potential employee will receive less favourable treatment because of any 'protected characteristic', namely:

• Age (or perceived age)

• Disability (past or present)

• Gender reassignment

• Marriage or civil partnership status

• Race, colour, nationality, ethnic or national origins

• Religion or belief

• Sex

• Sexual orientation

• Maternity, pregnancy or family leave.

If you choose to share any of your information around this with us it allows us to ensure our processes are free from bias and we are able to employ a diverse workforce and ensure an inclusive culture for all. No employee or potential employee will be disadvantaged by any conditions of employment that cannot be justified as necessary on operational grounds. If you do choose to share this information with us it will be stored securely on your HR Record, we will only use it for the above purposes and we will not share it with your line manager. If you change your mind, don’t worry, you can always ask us to add, amend or remove this data by emailing info@dsscotland.org.uk OR This information will be used for monitoring purposes only.

Please complete all sections of the questionnaire below by placing a (() or by providing information where appropriate in the classification box applying to you in each section.  



GENDER AND SEXUAL ORIENTATION


	Female  (     Male  (
Lesbian  (    Gay  (    Bisexual  (    Transgender  (    Heterosexual  (   Prefer not to Say (


AGE

	Under 21   (       22 - 34   (      35 - 49   (       50 - 64   (       65+   (       Prefer not to Say (


DISABILITY

	Do you have a recognised disability as outlined in the Equality Act 2010 a physical or mental impairment which has a substantial and long-term adverse effect on your ability to carry out normal day-to-day activities?
Disabled
  ( 
Please state what that disability is:
Not Disabled
  (
Prefer not to Say (


ETHNIC ORIGIN

	Individuals should determine with which of the undernoted categories they most closely associate themselves having regard to their ethnic or cultural background:

White – Scottish
( 
Asian - Indian
                    (
Black-Caribbean
(
White – Other British
 (          Asian – Pakistani   
             (
Black – African   
(
White – Irish
(
Asian – Bangladeshi 
(
Black – Other     
(
White – Other 
(
Asian – Chinese       
(
Other
     
( 


Asian – Other
(





Position applied for:


Where did you see the vacancy advertised?

Data Protection Privacy Notice (Recruitment)
This non-contractual notice explains what personal data (personal information) we hold about you, how we collect it, and how we use and may share personal information during the recruitment process. Please ensure that you read this notice and any other similar notice we may provide to you from time to time.

Who collects the personal information
The Company is a ‘data controller’ and gathers and uses certain personal information about you. 

Data protection principles
The data protection principles which we will apply when gathering and using personal information are that:

1. we will process personal information lawfully, fairly and in a transparent manner;

2. we will collect personal information for specified, explicit and legitimate purposes only, and will not process it in a way that is incompatible with those legitimate purposes;

3. we will only process the personal information that is adequate, relevant and necessary for the relevant purposes;

4. we will keep accurate and up to date personal information, and take reasonable steps to ensure that inaccurate personal information is deleted or corrected without delay;

5. we will keep personal information for no longer than is necessary for the purposes for which the information is processed; and

6. we will take appropriate technical and organisational measures to ensure that personal information is kept secure and protected against unauthorised or unlawful processing, and against accidental loss, destruction or damage.
About the personal information we collect 

A table summarising the personal information we collect and hold during the recruitment process, how and why we do so, how we use it and with whom it may be shared is below.  

Where personal information may be held
Personal information may be held at our offices and third-party agencies, service providers, representatives and agents as described above and in cloud based IT services. In the event that we use cloud based IT services, personal information may be transferred internationally to other countries around the world, including countries that do not have data protection laws equivalent to those in the UK. We have security measures in place to seek to ensure that there is appropriate security for personal information we hold.
How long we keep your personal information
We keep the personal information that we obtain about you during the recruitment process for no longer than is necessary. How long we keep your personal information will depend on whether your application is successful, and you become employed by us, the nature of the personal information concerned and the purposes for which it is processed.

If your application is successful, we will keep only the recruitment personal information that is necessary in relation to your employment. For further information, see our data protection privacy notice (employment).

Your rights to correct and access your personal information and to ask for it to be erased
Please contact our Data Protection Contact (Laura Wright - Finance and Resources Manager | Company Secretary) if (in accordance with applicable law) you would like to correct or request access to personal information that we hold or if you have any questions about this notice. You also have the right to ask our Data Protection Contact for some, but not all, of the personal information we hold and process to be erased (the ‘right to be forgotten’) in certain circumstances. 

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 personal 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.

Criminal records information

We may carry out Disclosure Scotland PVG checks (including requesting a criminal record certificate, enhanced criminal record certificate or a search of the children’s or adults’ barred list) where we feel that a PVG check is proportionate and relevant for your role. A record that the PVG check was completed and whether it was satisfactory will be kept; however, the check itself will usually be disposed of securely unless we feel it is relevant to the ongoing employment relationship, in which case it will be kept securely for six months (unless relevant for regulatory inspections in which case it will be retained until the next inspection). 

How to complain

If you have a complaint please contact: Laura Wright (Finance and Resources Manager | Company Secretary)  Telephone: 0300 030 2121  or  Email: laura@dsscotland.org.uk
You can view our complaint procedure here with details of what to do if you are not satisfied with the way your complaint was handled https://www.dsscotland.org.uk/about-us/feedback-complaints/ 
We hope that the organisation 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.
Key to table below
FRP – to carry out a fair recruitment process

GEP – to maintain employment records and for good employment practice 

Informed - to make an informed decision to shortlist for interview and (if relevant) to recruit
Insurance - to comply with the terms of our insurance

LO – to ensure compliance with legal and/or regulatory obligations 

Medical Professional – your doctors and other medical/occupational health professionals

PTC – to enter into/perform the contract 

Personnel – relevant managers, HR, professional advisors, payroll and consultants 

Progress - to progress your application, arrange interviews and inform you of the outcome at all stages

SPI - for reasons of substantial public interest (e.g. equality opportunities and prevention and/or detection of unlawful acts)

	The information we collect
	How we collect the information
	Why we collect the information (including legitimate interest)
	How we use and may share the information

	Your name, contact details (including emergency contact), other employment records ☐
	From you
	FRP, Progress


	Progress,

Shared with Personnel

	Details of your academic history 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)
	FRP, Informed


	Informed

Shared with Personnel 



	Your racial or ethnic origin, sex and sexual orientation, religious or similar beliefs
	From you, in a completed anonymised equal opportunities monitoring form
	LO SPI
	SPI

For further information, see * below

	Information regarding your criminal record
	From you, in your completed application form and PVG where application is made
	LO, SPI


	Informed

To carry out statutory checks

Information shared with Personnel,  Disclosure Scotland and other regulatory authorities as required

For further information, see * below

	Details of your referees
	From you
	FRP

[In the regulated sector, LO: to obtain regulatory references]
	FRP

Information shared with Personnel and the referee

	Your nationality and immigration status and information from related documents (e.g. passport) ☐ 
	From you, the Home Office (if required)
	PTC, GEP, LO
	To carry out right to work checks

Share: Personnel, the Home Office (if required)


	Medical, sickness and absence records (including sensitive personal information regarding your physical and/or mental health) ☐
	From you, Medical Professionals, any insurance benefit administrators 
	LO & SPI
	Share: Personnel, Medical Professionals, any insurance benefit administrators*

	A copy of your driving licence if required by your role ☐ 
	From you, the DVLA portal 
	PTC, GEP, Insurance
	Informed, 

Share: Personnel, our insurers, any penalties/banning check provider


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.

* Sensitive Personal Information
Before processing any sensitive personal information, staff must notify the Data Protection Contact of the proposed processing, in order that the Data Protection Contact may assess whether the processing complies with the special conditions for processing sensitive personal information.
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