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APPLICATION FORM
 __________________________________________________________________________________
THE JOINERY FITTING COMPANY ARE AN EQUAL OPPORTUNITIES 
EMPLOYER AND COMPLY WITH THE DATA PROTECTION REGULATIONS.
ANY FALSE INFORMATION DECLARED ON THIS APPLICATION FORM COULD LEAD TO DISMISSAL.

__________________________________________________________________________________

Personal Information:

First Name:

Surname:

Current Address:

Contact Telephone Number:

Email Address:

Nationality:

Date of Birth:

CSCS Card Type:

CSCSC Card Number:

CSCS Card Expiry Date:
__________________________________________________________________________________

Hobbies and Interests:

__________________________________________________________________________________
Education and Qualifications:

Establishment: 



Qualifications Gained:
              


Year:
__________________________________________________________________________________

Further Education:

__________________________________________________________________________________

As a company, we require our team to converse with clients and associated trades. This can be verbally and digitally via emails, Microsoft Word and Microsoft Excel. Briefly explain your experience and any qualifications you have relating to IT competency. 

__________________________________________________________________________________

Employment History:
Current/last Employer details:

Company Name:

Address:

Line Manager:

Job Title:

Duties:

Date employed from and to (if applicable):

Reason for leaving:

N.B No approach will be made to your present employer before an offer is made to you.

________________________________________________________________________________

Previous Employment:
Company Name:

Address:

Line Manager:

Job Title:

Duties:

Date employed from and to (if applicable):

Reason for leaving:

__________________________________________________________________________________

Company Name:

Address:

Line Manager:

Job Title:

Duties:

Date employed from and to (if applicable):

Reason for leaving:

__________________________________________________________________________________

Please tell us about any other past experience you have and skills you have used/or learned that may make you particularly suited to joining our team.

__________________________________________________________________________________

Do you hold a full UK driving licence? If yes do you have any current endorsements?

__________________________________________________________________________________

Do you have any unspent crimes or prosecutions pending?

__________________________________________________________________________________

How much notice do you need to give your current employer?

__________________________________________________________________________________

If you have a disability, please tell us about any adjustments we may need to make to assist you during the interview process.

__________________________________________________________________________________

Can you successfully commute to West London?

Predominantly this is the area for most of projects, however they are not limited to that area. We work from 7:30am – 17:00pm and you will be required to prepare yourself either side of the times. 

__________________________________________________________________________________

Are you willing to work away from home on projects?

N.B This is not a mandatory requirement.

__________________________________________________________________________________

References.

Please list the details of two references we could speak to regarding your application.

__________________________________________________________________________________

Declaration.

I declare that the information I have given on this form is, to the best of my knowledge, true and correct. I understand that if it is subsequently discovered that any statement is false or misleading, or that I have withheld any information, my application may be disqualified, or if I have been appointed, I could be dismissed. 

I understand that The Joinery Fitting Company will retain my application for a period of time, and I give my permission to be contacted when suitable positions arise in the future. 

Signed:




Print Name:



Date:


GDPR Policy


The General Data Protection Regulation (GDPR) is a regulation of the European Parliament, the Council of the European Union and the European Commission intended to strengthen and unify data protection for all individuals within the European Union (EU) and became law in the UK on 25th May 2018.

Under the General Data Protection Regulation (GDPR), we are required to publish information about what data we collect, why we need to store it, and your rights under the GDPR legislation.

In these matters we are subject to the rulings of the Information Commissioner’ Office (ICO), the UK’s independent authority set up to uphold information rights and data privacy for individuals.

Confidentiality

The Joinery Fitting Company has always and will continue to treat all data it receives as strictly confidential. 

· Basis of and scope of data storage
· We store and process data only as agreed by the client and/employees or as required in order to perform services requested by the client and fulfil employers’ obligations. We regard all details we do store as confidential.

· We do not engage in any profiling activities.

· We never share data with 3rd parties (e.g. for advertising, marketing, data analysis or similar).
 

· How we obtain data:
· Data we hold will consist solely of information that you provide to us (e.g. contact details you enter on forms or correspondence).
 

· Data we hold consists of:
· Contact information:

Your name. Company name (if applicable). Postal address. Country. Email addresses (if applicable). Telephone number (if applicable), Next of Kin (if applicable).
This is used so that we can contact you when needed (e.g. to send invoices, pay invoices, issue certificates you have requested, communicate information affecting your account or our service to you, etc.)

· Payment information:

Payee name. Billing contact details (if applicable).
This data is kept purely to allow cross-checking in the event of accounting imbalance, customer payment enquiries or investigation by tax authorities (i.e. mandatory accounting requirements).

· Information you supply relating to works you have lodged with us (i.e. copyright ownership and work titles).
 

· Enquiries we have received via email, web-file transfer or post.
 

· Drawings, tender packages and scope of works.
 

· Retention policy:
· We retain personal data that you supply for as long as you are a client with an active account, and/or those in an active employment status with the company, and for as long as we are legally required to do so (e.g. by tax and accounting regulations).
 

· Where data may exist on back-ups, these are regularly changed and expired files (etc.) are securely disposed of when backup media is expired or replaced.
 

· General enquiries:

· These are generally kept for a number of years so that we can refer back to them if you send a follow up to our reply, after that they are deleted: At scheduled times throughout the year enquiries over the specified number of years old are removed.

The number of years will depend on the type of enquiry and how it was submitted:

· Any correspondence that may potentially relate to a financial transaction, currently active registration or client account, is treated the same as tax records (tax records are legally required to be stored for a minimum of 6 years) and deleted after 7 years.
 

· All other correspondence is deleted after 2 years.

The support and implementation of this policy is the responsibility of the Directors, Tom Johnston and Dan Hubbard.


Equal Opportunities Policy

The employees of The Joinery Fitting Company represent a talented and diverse workforce. Achieving the full potential of this diversity is a business priority that is fundamental to our competitive success. 

It always has been and continues to be The Joinery Fitting Company’s policy that employees should be able to enjoy a work environment free from all forms of unlawful employment discrimination. All decisions regarding recruiting, hiring, promotion, assignment, training, termination, and other terms and conditions of employment will be made without unlawful discrimination on the basis of race, colour, national origin, ancestry, sex, sexual orientation, gender identity or expression, religion, age, pregnancy, disability, work-related injury, political ideology, genetic information, marital status, or any other factor that the law protects from employment discrimination. Individuals will be selected for promotion solely based on skill and ability. 

Additionally, The Joinery Fitting Company prohibits unlawful harassment and bullying of its employees, applicants, or independent contractors in any form. Complaints of unlawful employment discrimination or harassment should be reported to the Directors and/or HR. In cases where investigation confirms the allegations, appropriate corrective action will be taken, regardless of whether the inappropriate conduct rises to the level of any violation of law. No employee will suffer retaliation for reporting, in good faith, any violation of Company policy or unlawful discrimination, harassment, or retaliation.

If an employee has difficulty at any stage of the procedure because of a disability, they should discuss the situation with their line manager as soon as possible, so that adjustments can be considered. 

The support and implementation of this policy is the responsibility of the Directors, Tom Johnston and Dan Hubbard.
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