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Director
Application form and guidance on making your application
Dear Candidate,
This pack contains the following documents:
· Job application form

·  Notes for Completing the Job Application Form

·  Information for Disabled Candidates

·  Equal Opportunities Statement

· Job Applicant Privacy Notice

Before completing your application please ensure that you have read the separate Recruitment Pack, which contains the Job Description and Person Specification.

Your Application Form and Equal Opportunities Monitoring Form should be emailed to: lauren.johnson@disabilitylambeth.org.uk
The deadline for receipt of applications is 9am on Monday, 28th June 2021.
If you have any questions about the application process please contact Lauren Johnson-King by email at lauren.johnson@disabilitylambeth.org.uk or by telephone on 07572258429.

Please note that, because this post involves work with vulnerable adults, it is not exempted under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013 and 2020). Applicants invited to interview will be asked to disclose any convictions, cautions, reprimands or final warnings that are not “protected” as defined by the Act. This information will be treated completely confidentially and only taken into account if relevant to the post. A Disclosure and Barring Service check at the Enhanced Disclosure level with a barred list check will also be carried out before any offer of employment is confirmed. 
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Confidential                                                                 


Job Application Form
	Post applied for :  Director

	Personal details 

Surname:

First names:

Address:

Telephone (Home):

                   (Mobile):                                                                                                                                          

Email: 

	Referees

Please give the names of two persons, not relatives, who will provide a reference for you. One of these must be your present or most recent employer.
Referee 1

Name

Organisation

Position

Address

Phone

Email

Referee 2
Name

Organisation

Position

Address

Phone

Email

Any offer of employment will be subject to satisfactory references.
Can we take up references prior to interview?           Yes / No

	Are you legally allowed to work in the UK?    Yes / No

Education and training leading to qualifications.

Please list in date order starting with the most recent.

Date

Establishment

Qualification gained

Please give details of any other relevant qualification, records of achievement or training courses you have undertaken. 

Date

Training

Please tell us about your work experience including any regular part-time or voluntary work relevant to the job. Start with your present or most recent work. Please explain any significant gaps in your employment record. Include additional sheets if there is insufficient space.

	a)  Name of present or most recent employer:

  Address:

Post held:                                                     
From:                              To:              
Summary of duties and responsibilities:

Reason for leaving:

	b)  Name of previous employer:

  Address:

 Post held:                                                     
 From:                              To:              
 Summary of duties and responsibilities:

Reason for leaving:


	c) Name of previous employer:

  Address:

 Post held:                                                     
 From:                              To:              

 Summary of duties and responsibilities:

Reason for leaving:


	d) Name of previous employer:

  Address:

 Post held:                                                     
 From:                              To:              
 Summary of duties and responsibilities:

 Reason for leaving:


	Supporting statement :

Please tell us why you think you are suitable for the job by showing how you meet the skills, experience and knowledge requirements on the Person Specification. Use additional sheets if you need to (make sure your name is marked on each sheet and that each sheet is numbered).



	Values

Please tell us how you would reflect dasl’s organisational values (as stated in the Person Specification section 2) in your work as the Director:


	Interests

Please tell us about anything else you have done that is relevant to this application (interests, activities, positions of responsibility etc):


	If appointed, when would you be able to start work?


	Please tell us if you are available for interview, if shortlisted, on Friday 9th July 2021?
Yes / No

	DECLARATION

If you give information which you know is false, this may lead to your application being rejected, or if you are appointed, to your dismissal.

I declare that the information I have given is to the best of my knowledge true and complete.

Signature:                                           Date:
Please return completed forms to:                                                                               
Lauren Johnson-King: lauren.johnson@disabilitylambeth.org.uk
The closing date for the receipt of completed application forms is 9am on Monday 28th June 2021. Applications received after this date cannot be considered.      
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Notes for Completing the Application Form
Please read these notes carefully. They explain how we would like the form completed.

1. Please read the Job Description and Person Specification very carefully. They will tell you what the job is about and what experience, skills and knowledge we are looking for in potential candidates.

2. Please do not send CVs. Decisions to shortlist will be based on the answers provided to the questions on the application form.

3. You are welcome to use additional sheets of paper if there is not enough space on the form but please be concise in the information you provide.

4. Please help us by completing and returning the Equal Opportunities Monitoring form. It is for monitoring purposes only and will not be used by the recruitment panel.

5. Referees should be people who are able to relate their opinion of you to the skills, knowledge and experience needed for the post. One referee must be your current or most recent employer.
6. The skills, knowledge and experience could have been gained in paid and voluntary work. Relate your answers to the Person Specification and Job Description. The recruitment panel will only be able to interview the applicants who demonstrate that they meet all the essential criteria for the job.

7. Please explain any significant gaps that are not covered by the education, training, paid or unpaid employment that you have listed on the form.

8. If at any stage of the recruitment process you consider that you have been treated unfairly, please contact the Director of Disability Advice Service Lambeth.


Information for Disabled Candidates
As a Disabled People’s Organisation, it is the intention of Disability Advice Service Lambeth (dasl) to give every possible opportunity to Disabled candidates who have the skills and experience we seek.

If you consider yourself to have an impairment, is there anything we need to know in order to offer you a fair application and selection process.  For example, do you need the recruitment pack or the application form provided in another format or medium?

If you are shortlisted for interview, we will discuss with you any access needs you may have to ensure that this stage of the process is fair. For example, might you need a sign language interpreter or an induction loop system or do you have a speech difficulty and would like to be allocated a longer interview period?

We are asking for this information, as provided for by the Equality Act 2010, solely to establish whether a Disabled applicant can take part in an assessment to determine their suitability for the job on an equal basis with other candidates. Any information you provide, which is on a voluntary basis, will not form part of the decision making process about whether or not to offer the job and it will be kept separately from other information.

If you have any special requirements as a Disabled person in applying, or if shortlisted for interview, please outline them below and return this form with your application. Alternatively, you can contact the recruiting manager to discuss this further.

Equal Opportunities Statement

Disability Advice Service Lambeth (dasl) recognises that the people covered by this statement face discrimination for a variety of reasons. They are likely to experience prejudice in their personal lives and unequal access to services such as education, training, employment, housing, health and advice. Disabled people face additional discrimination caused by physical barriers within the environment, inadequate transport, a lack of accessible information, and other factors. They are often prevented from living independently and excluded from playing a full part in the social, economic and political life of their communities.

We are actively opposed to all forms of discrimination and breaches of human rights on the grounds of:

· disability 
· age

· sex

· gender reassignment 

· sexual orientation

· race

· religion or belief

· marriage and civil partnership

· pregnancy and maternity

We will comply fully with the requirements of the Equality Act 2010 and other relevant legislation. We will introduce measures to combat all direct or indirect discrimination in our own employment practices and service delivery. We will ask that all those involved in dasl make a genuine commitment to helping us to achieve this.

We will raise issues of discrimination and inequality with other service providers and assist individuals who wish to do the same.

We will treat all people who use our services, or who work for us, with respect and will value their contributions.

    If you feel that we are not meeting these aims, please contact a member of staff or ask for a copy of our Complaints Procedure.


Job Applicant Privacy Notice
As part of any recruitment process, dasl collects and processes personal data relating to job applicants. We are committed to being transparent about how we collect and use that data and to meeting our data protection obligations under the General Data Protection Regulations and related legislation.

 What information do we collect? 

We collect 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;

· whether or not you have an impairment for which the organisation needs to make reasonable adjustments during the recruitment process; 

· information about your entitlement to work in the UK. 

We may collect this information in a variety of ways. For example, data might be contained in application forms or CVs, obtained from your passport or other identity documents, or collected through interviews or other forms of assessment. We may also collect personal data about you from third parties, such as references supplied by former employers. We will seek information from third parties only once a job offer to you has been made and will inform you that we are doing so. 

Data will be stored in a range of different places, including on your application record, in personnel management systems and on other IT systems (including email). 
Why do we process personal data? 

We may need to process your data to enter into a contract with you. In some cases, we need to process data to ensure that we are complying with our legal obligations. For example, it is mandatory to check a successful applicant's eligibility to work in the UK before employment starts. We have a legitimate interest in processing personal data during the recruitment process and for keeping records of the process. Processing data from job applicants allows us to manage the recruitment process, assess and confirm a candidate's suitability for employment and decide to whom to offer a job. We may collect information about whether or not applicants are Disabled to make reasonable adjustments for candidates who have an impairment. We process such data to carry out our obligations and exercise specific rights in relation to employment. 

Who has access to data? 

Your information may be shared internally for the purposes of the recruitment exercise. This includes members of the recruitment team, interviewers involved in the recruitment process and managers in the service area with a vacancy. We will not share your data with third parties, unless your application for employment is successful and we make you an offer of employment. We will then share your data with former employers to obtain references for you and with the umbrella body that we use to process DBS checks.

How do we protect data? 

We take the security of your data seriously. We have 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 do we keep data? 

If your application is unsuccessful, we will keep your personal data on file for a period of six months so that we are able to have contact with you should you wish to receive feedback on your application or in the event that there is any dispute about the outcome of your application. We may also need to process data from job applicants to respond to and defend against legal claims. 

If your application for employment is successful, personal data gathered during the recruitment process will be transferred to your personnel file (electronic and paper based) and retained during your employment. The periods for which your data will be held will be provided to you in a new employee 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 us to change incorrect or incomplete data;

· require us 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 dasl is relying on its legitimate interests as the legal ground for processing. 

If you would like to exercise any of these rights, please contact dasl’s Director, Lauren Johnson-King, lauren.johnson@disabilitylambeth.org.uk  If you believe that we have not complied with your data protection rights, you can complain to the Information Commissioner’s Office. 

What if you do not provide personal data? 

You are under no statutory or contractual obligation to provide data to dasl during the recruitment process. However, if you do not provide the information, we may not be able to process your application properly or at all.

