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APPLICATION FOR EMPLOYMENT
Completed Applications should be returned to:  THE MONITORING OFFICER






Please complete in Black Ink and in Block Capitals

A. PERSONAL DETAILS                             
	Forenames:

	Surname:


	Address:


	

	Postcode:

	EMAIL ADDRESS:

	home Tel Number:
	MOBILE TEL NUMBER:


	Have you worked for this organisation before?       Yes / No

	If yes, please give details: ___________________________________________________________________

_______________________________________________________________________________________


	 Do you hold a current Driving Licence?   Yes / No   If yes, state Class or Category:_____________________

	Do you hold a current H.G.V. licence?   Yes / No  If yes, state Class or Category: ______________________

	B. SPECIAL REQUIREMENTS

If you are invited to attend for interview, are there any reasonable adjustments or arrangements you require?

Yes / No                          

If yes, please give details: __________________________________________________________________

	Is there any date/time when you would not be available for interview if required?  _____________________


C. EDUCATION, QUALIFICATIONS & TRAINING

Please give details of examinations passed
	EXAMINATION/QUALIFICATION
	SUBJECT
	 GRADE

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Membership of Professional Bodies
	NAME OF PROFESSIONAL BODY
	DATE OF ENTRY
	TYPE OF MEMBERSHIP

	
	
	

	
	
	

	
	
	

	
	
	


Additional Training Courses
	TRAINING COURSE DETAILS
	FROM
	TO
	CERTIFICATE/GRADE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


D. EMPLOYMENT HISTORY
Please give details of all posts you have held. Start with your present or most recent post and work backwards.  Indicate all periods of unemployment:
	NAME & ADDRESS
OF EMPLOYER

	DURATION
FROM / TO
	JOB TITLE  - DUTIES & RESPONSIBILITIES

	SALARY/

REASON FOR LEAVING


	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Please continue on a separate sheet if required
Current/most recent salary: ______________________________________________________________
How much notice are you required to give your present employer? ______________________________

E. ADDITIONAL INFORMATION
Please give details of your experience, knowledge, skills and abilities, which you consider to be relevant to this application.  Please take each of the Job Requirements (listed in the job advert or job description) and explain how you feel your experience and skills match the requirements.  Give as much information as necessary to demonstrate the skills, experience and knowledge you have gained.
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


                                                                                                  Please continue on a separate sheet if required

F. HOBBIES & INTERESTS
Please give details of your spare time interests and hobbies including details of membership of committees, voluntary work etc.
	

	

	

	

	

	

	


G. REFEREES

Please give the names and addresses of two persons who have agreed to act as referees and who have known you for at least two years.  At least one referee should have detailed knowledge of your career to date and neither should be a relative.  Prior to making an offer of employment, the company will require a reference from your current employer.
Name:   _______________________________

Name: _________________________________
Address:  ______________________________

Address: _______________________________
______________________________________

_______________________________________
Occupation: ____________________________

Occupation: ____________________________
Telephone Number: _____________________

Telephone Number: ______________________
H. CRIMINAL CONVICTIONS
Have you ever been convicted of a Criminal Offence excluding convictions which are regarded as ‘spent’ under the Rehabilitation of Offenders (Northern Ireland) Order 1978?                           Yes / No
If yes, please give details in a separate, sealed envelope marked confidential.
I. DECLARATION
I hereby declare that the information given in this application is, to be best of my knowledge, true and correct.  I also agree that any misrepresentation by me will lead to the withdrawal of any offer of employment or my employment being terminated without any obligation or liability to the Company other than for any services rendered.
SIGNATURE: __________________________________     DATE: ______________________________
FANE VALLEY CO-OPERATIVE 

SOCIETY LIMITED

An Equal Opportunities Employer       
Reference Number:___________________________________
Fane Valley Co-Operative Society Limited is an Equal Opportunities Employer.  The company will provide equality of opportunity for all employees and job applicants based on the individual’s job performance, ability and merit.  The aim of the policy is to ensure that no employee or job applicant receives less favourable treatment on the grounds of sex, marital status, ethnic origin, disability, religious beliefs or political opinion.  This principle will apply to recruitment, promotion, transfer, training, benefits, facilities and all terms and conditions of employment.  The company recognises the need for positive action to encourage equality of opportunity for all and will pursue polices designed to promote equality and eliminate discrimination and will regularly review their effectiveness.

Under the provisions of the Fair Employment & Treatment (NI) Order 1998, we are required to monitor the community background of all our job applicants.  This information helps us to monitor the effectiveness of our policy and to ensure that our employment practices are fair.  The answers to the questions below will be treated as strictly confidential and will be retained separately and will not be used as the basis for any employment decision. 

Your co-operation would be of great value since the provision of the information is essential in order to enable us to demonstrate that our employment practices are fair.

Post Applied For:


______________________________________

How did you hear of the Vacancy:
______________________________________

1.
Sex



Male ____


Female ____

2. Community

Please indicate the community to which you belong by ticking the appropriate section:

I am a member of the Protestant Community



_____
I am a member of the Roman Catholic Community


_____
Other Community






_____




 
3.
Date of Birth

Please indicate your date of birth:

  _____/_____/_____

Thank you for your co-operation.



Please return completed application forms to: Monitoring Officer at 

Fane Valley Co-operative Society Ltd, Units 1-2 Glenavy Business Park, 20 Glenavy Road, Moira, BT67 0LT

www.fanevalley.co.uk   Email: monitoring@fanevalley.com
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PRIVACY NOTICE – JOB APPLICANTS

1. Fane Valley Co-Operative Society Limited and its subsidiary companies Fane Valley Stores Limited,
Fane Valley Feeds Limited, Whites Speedicook Limited, Hilton Meat Product Limited, Joseph Morton Limited and Duncrue Food Processors Limited (collectively referred to as “The Society”), is the controller and processor for the purposes of the General Data Protection Regulation ((EU)2016/679 (GDPR). This means that we are responsible for deciding how we hold and use personal data about you.
2. You are being sent 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 be retained for. It provides you with certain information that must be provided under the GDPR.
3. We aim at all times to 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.

4. 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 curriculum vitae and covering letter;

and/or

· 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;

and

· Any information you provide to us during an interview.

5. We may also collect, store and use the following "special categories" of more sensitive personal information:

· Information about your race or ethnicity, religious beliefs, sexual orientation and political opinions;

· Information about your health, including any medical condition, health and sickness records and disability status;

· Information about criminal convictions and offences.

6. We collect personal information about candidates from the following sources:

· You, the candidate;

· Any recruitment agency, involved in your recruitment. The recruitment agency may provide us with a copy of your CV and contact details;

· Access NI;

· Your named referees, from whom we collect the following categories of data: references if you are successful.

7. 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;

· Comply with legal or regulatory requirements.

8. If you fail to provide information when requested, which is necessary for us to consider your application (such as evidence of qualifications or work history), we will not be able to process your application successfully. 

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

· We will use information about your race or national or ethnic origin, religious, philosophical or moral beliefs, or your sexual life or sexual orientation, to ensure meaningful equal opportunity monitoring and reporting. 

· 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 interview.

10. 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 will 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. 

11. You will not be subject to decisions that will have a significant impact on you based solely on automated decision-making

12. We may share information relevant to any request by you for adjustments to the recruitment process as a result of an underlying medical condition or disability with medical / occupational health professionals to enable us to identify what, if any, adjustments are needed in the recruitment process and, if you are successful, once you start work.  Our legal basis for sharing this information is that it is necessary for entry into a contract; it is in our legitimate interest to consider adjustments to enable job applicants to participate fully in the recruitment process and it is necessary to comply with our legal obligations. 

13. We may share your personal data that is relevant, where appropriate, with our legal and other professional advisers, in order to obtain legal or other professional advice about matters related to you or in the course of dealing with legal disputes with you or other job applicants. Our legal grounds for sharing this personal data are that it is in our legitimate interests to seek advice to clarify our rights and obligations and appropriately defend ourselves from potential claims; it is necessary to comply with our legal obligations / exercise legal rights in the field of employment and it is necessary to establish, exercise or defend legal claims. 

14. We may share your right to work documentation with the Home Office, where necessary, to enable us to verify your right to work in the UK. Our legal ground for sharing this personal data is to comply with our legal obligation not to employ someone who does not have the right to work in the UK. 

15. 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. These include physical and administrative security measures at our offices, firewalls and continuously updated anti-virus programmes and encrypted storage. 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. We have put in place procedures to deal with any suspected data security breach and will notify you and any applicable regulator of a suspected breach where we are legally required to do so.

16. We will retain your personal information for a period of six months after we have communicated to you our decision about whether to appoint you to 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 our data retention policy.

17. If we wish to retain your personal information on file, on the basis that a further opportunity may arise in future and we may wish to consider you for that, we will write to you separately, seeking your explicit consent to retain your personal information for a fixed period on that basis.

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

· Request access to your personal information (commonly known as a "data subject access request"). This enables you to receive a copy of the personal information we hold about you and to check that we are lawfully processing it.

· Request correction of the personal information that we hold about you. This enables you to have any incomplete or inaccurate information we hold about you corrected.

· Request erasure of your personal information. This enables you to ask us to delete or remove personal information where there is no good reason for us continuing to process it. You also have the right to ask us to delete or remove your personal information where you have exercised your right to object to processing (see below).

· 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. This enables you to ask us to suspend the processing of personal information about you, for example if you want us to establish its accuracy or the reason for processing it.

· Request the transfer of your personal information to another party. 

If you have any concerns as to how your data is processed or wish to exercise any of the rights above, you can contact: 

	Data Compliance Manager

datacompliance@fanevalley.com


	Fane Valley Co-Operative Society Limited

Units 1-2 Glenavy Road Business Park

Glenavy Road

Moira, 

BT67 0LT

	

	Signature

………………………………………………………

	Name

	………………………………………………………


    Reference Number:	_________________________





Position Applied For:  ________________________





Closing Date: _________________________	  	








Please Note:





Complete all questions.





Complete the Equal Opportunities Monitoring Form. 





Ensure the Equal Opportunities Monitoring Form and other forms (where applicable) are returned with completed Application Form otherwise your application may not be processed.





All forms are received directly by the Monitoring Officer who will remove the Equal Opportunities Monitoring Form from the Application Form.  Monitoring Information is not made available to those involved in the selection process.








