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EMPLOYMENT APPLICATION
This form may not allow sufficient space for provision of the information requested, or other
information you feel would be relevant to the application. If this is the case, please include
additional sheets.
PERSONAL DETAILS:
Post applied for:
Where did you see the post advertised?
Surname:

First Name(s):

Male/female:
Address:
Postcode:
Telephone No:

Daytime:

Evening:

E-mail address:

Are you legally eligible for employment in the UK?
Do you require a work permit to work in the UK?
applicable)

Yes / No (delete as applicable)
Yes / No (delete as

Please note that prior to making an offer of employment, we are required by law to verify
documentary evidence (and maintain copies for our files) regarding a candidate’s eligibility to
work in the UK. This applies to all applicants regardless of nationality/origin.
Have you any criminal convictions which are not ‘spent’?
Yes / No (delete as applicable)
If yes please give dates and details.
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CURRENT (OR MOST RECENT) EMPLOYMENT OR WORK EXPERIENCE
Title of Post
Number of Hours worked per week:
Name and Address of Employer

Postcode
Nature of Business

Date of Appointment

Salary and Hourly Rate

Period of Notice / Contract End Date

Summary of Duties Responsibilities

Reason for Leaving:
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PREVIOUS EMPLOYMENT (most recent first - you may include unpaid work)
Please give a brief explanation of any periods of unemployment
Employer’s Name and Address

Title of Post Held

Salary and
Scale
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Date
From

Date
To

Reason for leaving

EDUCATION AND QUALIFICATIONS (most recent first).
which you are currently studying/expect to attain.
Schools, Colleges Universities or
other Training organisations

From*

* Inclusion of qualification dates is not compulsory
PERSONAL INTERESTS/HOBBIES
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To*

Include details of any qualifications for

Programme of study/examinations
taken (with levels and grades)

APPLICANTS WHO ARE PATIENTS OF WAREHAM SURGERY
Wareham Surgery considers that employing staff who are patients of the practice has significant
disadvantages both to the patient and to the practice. Please note therefore that if your application
is successful, you will be required to register elsewhere.

REFERENCES
Please give the name, address and telephone number of two previous employers who would be
willing to give you a reference. If you have previously worked in the NHS you MUST use the NHS
employer as a referee. If you are not in current or have not recently been in employment, a referee
should be a person who can make a statement with regard to your character, e.g. a school or
college teacher. Referees must not be members of your family or related to you in any way.
Name

Name

Job Title (if applicable)

Job Title (if applicable)

Address

Address

Postcode
Telephone

Postcode
Telephone

How does this person know you?

How does this person know you?

If required, may we take up reference
before interview?

If required, may we take up reference before
interview?

Yes / No (delete as applicable)

Yes / No (delete as applicable)
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INFORMATION IN SUPPORT OF THIS APPLICATION

In your own words, describe the sort of work you think you would be asked to undertake if you
were successful in getting this job:

Please use the space below explain why you would be a good applicant for the post, including
any experience you have gained, skills you have to offer (for example, IT skills) and personal
qualities. This may include work and voluntary/domestic activities (e.g. school committees,
charity work). Please relate your comments to the job description and advertisement.

Please continue on an additional sheet if necessary

If you are selected for interview, are there any reasonable adjustments you would need us to
make to make it easier for you to attend?
Yes / No (delete as applicable)
If yes, please give details:

Please note that Wareham Surgery operates a non-smoking policy covering all
practice premises
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DIVERSITY MONITORING INFORMATION
Date of birth:

[optional – you do not need to complete this]

Please tick the box which best describes your cultural & ethic origin
□ White British
□ White Irish
□ White European

□ Black British
□ Black Caribbean
□ Black African

□ Other white origin
Please specify:

□ Other black origin
Please specify:

□ Indian
□ Pakistani
□ Bangladeshi
□ Chinese
□ Other Asian origin
Please specify:

APPLICANT’S DECLARATION
I hereby give my consent, in connection with this application, for all previous employers, educational
institutions and references to be contacted to obtain and verify the accuracy of information provided
by me in support of this application.
I understand that any misrepresentation or material omission made by me on this application will be
sufficient cause for cancellation of the application or immediate termination of employment,
whenever it may be discovered.
I understand that Wareham Surgery is permitted to hold personal information about me as identified
on this application form as part of its recruitment procedures and personnel records.
Note: Wareham Surgery is an equal opportunities employer and does not unlawfully discriminate in
employment. No information provided by the applicant will be used for the purpose of limiting or
excluding any applicant from consideration for employment on a basis prohibited by law.

Applicant’s signature:

Date:

This form should be returned to Jenny Whittle at Wareham Surgery, Streche Road,
Wareham, Dorset, BH20 4PG

FOR OFFICE USE ONLY
DATE APPLICATION RECEIVED:

INTERVIEW:

SHORTLIST

NOTES ON REFERENCES:

YES / NO
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YES

/

NO

Wareham Surgery (the Practice)
Data Protection Privacy Notice for Candidates applying for work
Introduction:
This privacy notice lets you know what happens to any personal data that you give to us, or any that
we may collect from or about you.
This privacy notice applies to personal information processed by or on behalf of the practice.
This Notice explains
• Who we are, how we use your information and our Data Protection Officer
• What kinds of personal information about you do we process?
• What are the legal grounds for our processing of your personal information (including when
we share it with others)?
• What should you do if your personal information changes?
• For how long your personal information is retained by us?
• What are your rights under data protection laws?
The General Data Protection Regulation (GDPR) became law on 24th May 2016. This is a single EUwide regulation on the protection of confidential and sensitive information. It enters into force in the
UK on the 25th May 2018, repealing the Data Protection Act (1998).
For the purpose of applicable data protection legislation (including but not limited to the General
Data Protection Regulation (Regulation (EU) 2016/679) (the "GDPR"), and the Data Protection Act
2018 (currently in Bill format before Parliament) the practice responsible for your personal data is
Wareham Surgery.
This Notice describes how we collect, use and process your personal data, and how, in doing so, we
comply with our legal obligations to you. Your privacy is important to us, and we are committed to
protecting and safeguarding your data privacy rights.
This Privacy Policy applies to the personal data collected from Candidates applying for roles within
the practice.
How we use your information and the law.
Wareham Surgery will be what’s known as the ‘Controller’ of the personal data you provide to us.
Upon commencement of employment with the company you will be asked to supply the following
personal information:
Name, address, telephone numbers, email address, date of birth, national insurance number, bank
details, emergency contact information and health information.
The information that we ask you to provide to the company is required by the business for the
following reasons:
•
•
•
•

In order for us review your application
In order for us to contact you for interview details
Comply with appropriate Employment law
To ensure that we can provide any reasonable adjustments as necessary

We ask that you provide ID for copying to comply with our responsibilities as an employer under
section 8 of the Asylum and Immigration Act 1996.
Throughout the application process we will collect data and add to your file i.e. interview scores etc
How do we lawfully use your data?
We need to know your personal, sensitive and confidential data in order to Employ you, under the
General Data Protection Regulation we will be lawfully using your information in accordance with: -
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Article 6, (b) Necessary for performance of/entering into contract with you
Article 9(2) (b) Necessary for controller to fulfil employment rights or obligations in
employment.
This Privacy Notice applies to the personal data of our Candidates.
How do we maintain the confidentiality of your records?
We are committed to protecting your privacy and will only use information collected lawfully in
accordance with:
• Data Protection Act 2018
• The General Data Protection Regulations 2016
• Human Rights Act 1998
• Common Law Duty of Confidentiality
• NHS Codes of Confidentiality, Information Security and Records Management

We will only ever use or pass on information about you if others who have a genuine need for it. We
will not disclose your information to any third party without your permission unless there are
exceptional circumstances (i.e. life or death situations), where the law requires information to be
passed on.
Our practice policy is to respect the privacy of our candidates and to maintain compliance with the
General Data Protection Regulations (GDPR) and all UK specific Data Protection Requirements. Our
policy is to ensure all personal data related to our candidates will be protected.
All employees and sub-contractors engaged by our practice are asked to sign a confidentiality
agreement. The practice will, if required, sign a separate confidentiality agreement if the client
deems it necessary. If a sub-contractor acts as a data processor for Wareham Surgery an
appropriate contract (art 24-28) will be established for the processing of your information.
In Certain circumstances you may have the right to withdraw your consent to the processing of
data. Please contact the Data Protection Officer in writing if you wish to withdraw your consent. If
some circumstances we may need to store your data after your consent has been withdrawn to
comply with a legislative requirement.
Where do we store your information Electronically?
All the personal data we process is processed by our candidates in the UK however for the purposes
of IT hosting and maintenance this information may be located on servers within the European
Union.
No 3rd parties have access to your personal data unless the law allows them to do so and
appropriate safeguards have been put in place. We have a Data Protection regime in place to
oversee the effective and secure processing of your personal and or special category (sensitive,
confidential) data.
Who are our partner organisations?
We may also have to share your information, subject to strict agreements on how it will be used,
with the following organisations;
• NHS Commissioning Support Units
• Clinical Commissioning Groups
• NHS England (NHSE) and NHS Digital (NHSD)
• Local Authorities
• CQC
• Private Sector Providers providing employment services
• Other ‘data processors’ which you will be informed of
You will be informed who your data will be shared with and in some cases asked for consent for this
happen when this is required.
We may also use external companies to process personal information, such as for archiving
purposes. These companies are bound by contractual agreements to ensure information is kept
confidential and secure. All employees and sub-contractors engaged by our practice are asked to
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sign a confidentiality agreement. If a sub-contractor acts as a data processor for Wareham Surgery
an appropriate contract (art 24-28) will be established for the processing of your information.
How long will we store your information?
We are required under UK tax law to keep your information and data for the full retention periods as
specified by the UK Employment legislation as below
Business
Function

Examples of documents

Retention Period

Training records

Current year plus 2
years
6 months post-date of
recruitment decision
6 months post-date of
check

Candidate application forms/CVs and archiving
documentation (of applicants who aren’t successful)
DBS data

How can you access, amend move the personal data that you have given to us?
Even if we already hold your personal data, you still have various rights in relation to it. To get in
touch about these, please contact us. We will seek to deal with your request without undue delay,
and in any event in accordance with the requirements of any applicable laws. Please note that we
may keep a record of your communications to help us resolve any issues which you raise.
Right to object: If we are using your data because we deem it necessary for our legitimate interests
to do so, and you do not agree, you have the right to object. We will respond to your request within
30 days (although we may be allowed to extend this period in certain cases). Generally, we will only
disagree with you if certain limited conditions apply.
Right to withdraw consent: Where we have obtained your consent to process your personal data for
certain activities (for example for a research project), or consent to market to you, you may
withdraw your consent at any time.
Right to erasure: In certain situations (for example, where we have processed your data unlawfully),
you have the right to request us to "erase" your personal data. We will respond to your request
within 30 days (although we may be allowed to extend this period in certain cases) and will only
disagree with you if certain limited conditions apply. If we do agree to your request, we will Delete
your data but will generally assume that you would prefer us to keep a note of your name on our
register of individuals who would prefer not to be contacted. That way, we will minimise the chances
of you being contacted in the future where your data are collected in unconnected circumstances. If
you would prefer us not to do this, you are free to say so.
Right of data portability: If you wish, you have the right to transfer your data from us to another
data controller.
Access to your personal information
Data Subject Access Requests (DSAR): You have a right under the Data Protection legislation to
request access to view or to obtain copies of what information the surgery holds about you and to
have it amended should it be inaccurate. To request this, you need to do the following:
• Your request should be made in writing to the Practice
• There is no charge to have a copy of the information held about you
• We are required to respond to you within one month
What should you do if your personal information changes?
You should tell us so that we can update our records please contact the Practice Manager as soon as
any of your details change, this is especially important for changes of address or contact details
(such as your mobile phone number), the practice will from time to time ask you to confirm that the
information we currently hold is accurate and up-to-date.
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Objections / Complaints
Should you have any concerns about how your information is managed at the Surgery, please
contact the GP Practice Manager or the Data Protection Officer as above. If you are still unhappy
following a review by the GP practice, you have a right to lodge a complaint with a supervisory
authority: You have a right to complain to the UK supervisory Authority as below.
Information Commissioner:
Wycliffe house
Water Lane
Wilmslow
Cheshire
SK9 5AF
Tel: 01625 545745
https://ico.org.uk/
If you are happy for your data to be extracted and used for the purposes described in this privacy
notice, then you do not need to do anything. If you have any concerns about how your data is
shared, then please contact the Practice Data Protection Officer.
If you would like to know more about your rights in respect of the personal data we hold about you,
please contact the Data Protection Officer as below.
Data Protection Officer:
The Practice Data Protection Officer is Paul Couldrey of PCIG Consulting Limited. Any queries in
regard to Data Protection issues should be addressed to him at: Email: Couldrey@me.com
Postal: PCIG Consulting Limited
7 Westacre Drive
Quarry Bank
Dudley
West Midlands
DY5 2EE
Changes:
It is important to point out that we may amend this Privacy Notice from time to time. If you are
dissatisfied with any aspect of our Privacy Notice, please contact the Practice Data Protection Officer.
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