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PRIVATE AND CONFIDENTIAL

Centre for Cities: Application Form

Researcher
DO NOT SEND CVs. Please complete each section of this application form. You can fill in this form, recreate it or print off a blank copy and write in black ink. To edit sections that do not have form fields, go to Tools/Unprotect Document. Please feel free to use as much additional space as necessary. If you are completing the form by hand and need to attach additional sheets, please make sure they are clearly marked showing your full name and the question number to which they relate.
	Section 1: PERSONAL DETAILS 

(please note all of Section 1 will be removed from the application prior to shortlisting)


	Title (Mr, Ms etc)       


	Surname      

	First name(s)      


	Contact address      


	Telephone (home)      

	Mobile      
	Telephone (work)      


	Email      

	**Please indicate any telephone or email addresses you do not wish to be discreetly contacted on**

	

	ADDITIONAL DETAILS

	CFC is committed to equality of opportunity and as such will make all reasonable provision for applicants with disability and for applicants with children or dependants. 

Please state if there are arrangements you would like us to make if you are called for interview (if you would rather discuss this in person, then this can be done while arranging interviews)

     

	Can you provide evidence of eligibility to work within the UK under the requirements of Section 8 of the Asylum & Immigration Act 1996 (such as P45, P60, National Insurance Card, Passport)?     

Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 

If you have a working/student visa, please state what type and how long it is valid for:

     


	Do you have an unspent criminal conviction? 
Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 

(If yes, please give brief details)

     
Please note: If the post for which you have applied is exempt from the provisions of the Rehabilitation of Offenders Act 1974, you will be required to complete a separate form.



	REFEREES

Please supply details of two referees. These should not include relatives, partners or friends. If you are in current employment, one reference must be from your current employer. We will notify you if we intend to take up references prior to interview. All appointments are subject to the receipt of satisfactory references.



	Name:      
Job Title:      
Organisation:      
Address:      
Tel:      
Email:                                                            

Relationship (e.g. line manager/university tutor):
     
May we contact this referee if you are shortlisted?
Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	Name:      
Job Title:      
Organisation:      
Address:      
Tel:      
Email:                                                               

Relationship (e.g. line manager/university tutor):
     
May we contact this referee if you are shortlisted?
Yes  FORMCHECKBOX 
 No FORMCHECKBOX 


	Where did you see this position advertised?      


	DECLARATION

	In accordance with the Data Protection Act 1998 I give my consent for the information contained in this form to be processed in accordance with the CFC policy for the purposes of recruitment and employment. I understand that if appointed, this application form will become part of my personal file and that if I am shortlisted but not appointed it will be stored for up to one year then destroyed.

I declare that the information contained in this form is true and accurate. I understand that false information may lead to any offer of employment being withdrawn, action under the CFC Disciplinary Policy or my employment being terminated without notice.



	SIGNATURE      

	DATE      


	Section 2: APPLICATION 
(only this part of the application form will be seen by the recruiting panel)

	EDUCATION AND QUALIFICATIONS

It is not necessary to list every GCSE/A level, e.g. 5 As is sufficient, although you may wish to highlight any that are particularly relevant.

	Secondary School attended 
	From

	To
	Qualifications and level attained

	     

	     
	     
	     

	Higher Education Colleges attended 
	From
	To
	Qualifications and level attained

	     
	     
	     
	     

	ANY OTHER RELEVANT TRAINING

Please give details of any additional qualifications, membership of professional bodies, and training you have undertaken or are currently undertaking that may be relevant to this application.  

	     



	CURRENT/MOST RECENT EMPLOYMENT 

	Current/most recent employer’s name and address:

(If you are not currently in paid employment please use this space to tell us what you are doing)

     


	Date started:      
	Date ended (if applicable):      


	Post held:      

	Salary:      

	Please give a description of your current duties and responsibilities:

     


	PREVIOUS PAID/UNPAID EMPLOYMENT 

This section should include all employment and experience whether paid or unpaid. Please start with the most recent job and account for all gaps in employment history since leaving full-time education. Insert extra rows if needed. (Please continue on a separate sheet if necessary.)



	Employer’s name and address 
	Job title and brief description of duties and responsibilities
	Dates of employment

	     
	     
	     


	     
	     
	     


	     

	     
	     


	     

	     
	     

	     

	     
	     


	PERSON SPECIFICATION 

Please read the attached job description carefully and address each of the essential points in the person specification, stating why your knowledge, skills and experience match what we are looking for.  

The information provided in this section will determine whether or not you are invited for an interview.



	     


	The following section refers to the skills described as desirable, but not essential in the person specification. 
If a number of candidates can demonstrate they have the essential skills above, then the following desirable skills will be taken into consideration to help shortlist.

	     



Please return completed applications to: 
info@centreforcities.org
Alternatively post to:



Recruitment, Centre for Cities, 9 Holyrood Street
London, SE1 2EL
Deadline for applications:


Midnight, Wednesday 7th November 2018

Applications received after the deadline will not be considered.
Candidate Privacy Notice
What is the purpose of this document?

CFC is a "data controller". This means that we are responsible for deciding how we hold and use personal information about you. You are being provided a copy of this privacy notice because you are applying for work with us (whether as an employee, worker or contractor). It makes you aware of how and why your personal data will be used, namely for the purposes of the recruitment exercise, and how long it will usually be retained for. It provides you with certain information that must be provided under the General Data Protection Regulation ((EU) 2016/679) (GDPR).

Data protection principles

We will comply with data protection law and principles, which means that your data will be: 

· Used lawfully, fairly and in a transparent way.

· Collected only for valid purposes that we have clearly explained to you and not used in any way that is incompatible with those purposes.
· Relevant to the purposes we have told you about and limited only to those purposes.

· Accurate and kept up to date.
· Kept only as long as necessary for the purposes we have told you about.

· Kept securely.
The kind of information we hold about you

In connection with your application for work with us, we will collect, store, and use the following categories of personal information about you:

· The information you have provided to us in your CV. 

· The information you have provided on our application form, including name, title, address, telephone number, personal email address, date of birth, gender, employment history, qualifications.

We may also collect, store and use the following types of more sensitive personal information:

· Information about your health, including any medical condition, health and sickness records.

· Information about criminal convictions and offences.
How is your personal information collected?
We collect personal information about candidates from the following sources: you, the candidate; recruitment agencies; background check providers, from which we collect the following categories of data; Disclosure and Barring Service in respect of criminal convictions; your named referees. 

How we will use information about you

We will use the personal information we collect about you to: assess your skills, qualifications, and suitability for the role; carry out background and reference checks, where applicable; communicate with you about the recruitment process; keep records related to our hiring processes; and to comply with legal or regulatory requirements.

It is in our legitimate interests to decide whether to appoint you to the role since it would be beneficial to our business to appoint someone to the role being recruited for. 

We also need to process your personal information to decide whether to enter into contract of employment with you. 

Having received your application form, we will then process that information to decide whether you meet the basic requirements to be shortlisted for the role. If you do, we will decide whether your application is strong enough to invite you for an interview. If we decide to call you for an interview, we will use the information you provide to us at the interview to decide whether to offer you the role. 
How we use particularly sensitive personal information 

We will use your particularly sensitive personal information in the following ways:

· We will use information about your disability status to consider whether we need to provide appropriate adjustments during the recruitment process, for example whether adjustments need to be made during an interview.

Information about criminal convictions

We envisage that we may process information about criminal convictions. 
We will collect information about your criminal convictions history if we would like to offer you the role (conditional on checks and any other conditions, such as references, being satisfactory). We are entitled to carry out a criminal records check in order to satisfy ourselves that there is nothing in your criminal convictions history which makes you unsuitable for the role. 

We have in place an appropriate policy document and safeguards which we are required by law to maintain when processing such data.

Automated decision-making

You will not be subject to automated decision-making.

Data security

We have put in place appropriate security measures to prevent your personal information from being accidentally lost, used or accessed in an unauthorised way, altered or disclosed. In addition, we limit access to your personal information to those employees, agents, contractors and other third parties who have a business need-to-know. They will only process your personal information on our instructions and they are subject to a duty of confidentiality.
Data retention

How long will you use my information for?

We will retain your personal information for a period of 12 months after we have communicated to you our decision about whether to appoint you to the role. We retain your personal information for that period so that we can show, in the event of a legal claim, that we have not discriminated against candidates on prohibited grounds and that we have conducted the recruitment exercise in a fair and transparent way. After this period, we will securely destroy your personal information in accordance with applicable laws and regulations.

Rights of access, correction, erasure, and restriction 

Your rights in connection with personal information

Under certain circumstances, by law you have the right to:

· Request access to your personal information (commonly known as a "data subject access request"). 

· Request correction of the personal information that we hold about you. 

· Request erasure of your personal information. 

· Object to processing of your personal information where we are relying on a legitimate interest (or those of a third party) and there is something about your particular situation which makes you want to object to processing on this ground. You also have the right to object where we are processing your personal information for direct marketing purposes.
· Request the restriction of processing of your personal information. 
· Request the transfer of your personal information to another party. 

If you want to review, verify, correct or request erasure of your personal information, object to the processing of your personal data, or request that we transfer a copy of your personal information to another party, please contact the Head of Finance and Operations in writing.
Right to withdraw consent

In applying for this role, you provided consent to us via our application form to process your personal information for the purposes of the recruitment exercise. You have the right to withdraw your consent for processing for that purpose at any time. To withdraw your consent, please contact the Head of Finance and Operations. Once we have received notification that you have withdrawn your consent, we will no longer process your application and, subject to our retention policy, we will dispose of your personal data securely. 

Data protection officer

If you have any questions about this privacy notice or how we handle your personal information, please contact the Head of Finance and Operations. You have the right to make a complaint at any time to the Information Commissioner's Office (ICO), the UK supervisory authority for data protection issues.
	I,___________________________ (name), acknowledge that on _________________________ (date), I received a copy of CFC's Candidate Privacy Notice and that I have read and understood it.

	Signature

………………………………………………

	Name

	…………………………………………………
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