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Application Form

	APPLYING FOR 

	Position:
	[bookmark: Text68]          

	Your Current Salary:
	     

	Salary Expectations:
	[bookmark: Text70]     




	PERSONAL DETAILS

	Title
	[bookmark: Text2]     

	Full name
	[bookmark: Text3]     

	Known as 
(if different  from forename)
	[bookmark: Text6]     

	Mobile number
	[bookmark: Text7]     

	Email
	[bookmark: Text8]     

	Home Address
	[bookmark: Text9]     







	Postcode
	[bookmark: Text10]     

	Telephone
	[bookmark: Text11]     




	APPLICATION DETAILS

	Do you require a work permit to work within the UK? 
	[bookmark: Check6][bookmark: Check7]Y |_|  N |_|

	If yes, do you have a work permit? 
	[bookmark: Check8][bookmark: Check9]Y |_|   N |_|

	If yes, what is the expiry date? 
	[bookmark: Text16]     



	Do you hold a current driving licence? 
	[bookmark: Check67][bookmark: Check68]  Y |_| N |_|

	If yes, do you have access to a car on a daily basis?
	[bookmark: Check69][bookmark: Check70]  Y |_| N |_|



	Have you previously applied to Bridge McFarland for any other positions?
	[bookmark: Check4][bookmark: Check1]  Y |_|  N |_|

	If so, please give details.
[bookmark: Text13]     




	Do you have any links with Bridge McFarland? 
	[bookmark: Check5][bookmark: Check2]Y |_|  N |_|

	If so, please give details. 
[bookmark: Text14]     




	How did you hear about the vacancy at Bridge McFarland LLP?

	Bridge McFarland website
	[bookmark: Check72]|_|

	Job Centre Plus
	[bookmark: Check12]|_|

	Jobsite
	[bookmark: Check71]|_|

	Recruitment Agency
	[bookmark: Check13]|_|

	Reputation/ Word of Mouth
	[bookmark: Check14]|_|

	Law Gazette
	[bookmark: Check10]|_|

	Legal 500 or Legal 500 website
	[bookmark: Check11]|_|

	Press/Media Coverage
	[bookmark: Check15]|_|

	Personal Recommendation
	[bookmark: Check17]|_|

	Other, please specify
[bookmark: Text17]     





	EDUCATION

	SECONDARY EDUCATION

	Name and address of school/college:
[bookmark: Text95]     














	GCSE or Equivalent Subjects

	Subject
	From  MM/YYYY
	To
MM/YYYY
	Grade
	Level

	[bookmark: Text103]     


	[bookmark: Text114]     


	[bookmark: Text115]     


	[bookmark: Text116]     

	[bookmark: Text104]     


	A/S and A - Level Subjects

	Subject
	From  MM/YYYY
	To
MM/YYYY
	Grade
	Level

	     
	[bookmark: Text107]          
	     
	[bookmark: Text117]     
	[bookmark: Text118]     




	FURTHER EDUCATION

	Name and address of university/college:
[bookmark: Text100]     








	Subject
	From  MM/YYYY
	To
MM/YYYY
	Grade
	Level

	     












	[bookmark: Text121]     


	[bookmark: Text120]     


	[bookmark: Text119]     

	[bookmark: Text110]          









	OTHER EDUCATION/TRAINING

	Other relevant training, professional qualifications or work related skills

	[bookmark: Text27]     



	Are you undertaking any course of study at present? (if so, please give details)

	     



	Do you have membership of any professional bodies? (if so, please give details)

	     




	WORK EXPERIENCE

	From
	To
	Employers’ Name and Address
	Job Title and Main Responsibilities
	Reason for Leaving

	[bookmark: Text39]     
	[bookmark: Text40]     
	[bookmark: Text41]     





	[bookmark: Text42]     
	[bookmark: Text43]     





	ADDITIONAL INFORMATION

	Why are you applying to Bridge McFarland?

	[bookmark: Text111]          



















	What are your interests, hobbies and/or travel experiences?

	     



















	
Any additional information you would like to bring to our attention


	     






















	CRIMINAL

	Have you ever been convicted of any offence in any court of the UK or elsewhere (other than a motoring offence not resulting in disqualification)? 
	[bookmark: Check18][bookmark: Check19]Y |_|  N |_|

	If yes, please give details 
[bookmark: Text48]     

	Have you ever been subject to any proceedings/complaints initiated by The Law Society or any other professional body? 
	[bookmark: Check20][bookmark: Check21]Y |_|  N |_|

	If yes, please give details 
[bookmark: Text49]     




	DISABILITY

	Do you require any reasonable adjustments to be made during the selection process to assist you?  
	[bookmark: Check22][bookmark: Check23]Y |_|  N |_|

	If yes please give provide any information regarding any reasonable adjustments we should make to assist you. 
[bookmark: Text50]     






	REFERENCES

	
Current employer
	
Previous employer or Character reference

	Name
	[bookmark: Text52]     
	Name
	[bookmark: Text58]     

	Position
	[bookmark: Text53]     
	Position
	[bookmark: Text59]     

	Company/Organisation
	[bookmark: Text54]     
	Organisation (employer)
Relationship to you (character)
	[bookmark: Text60]     

	Address
	[bookmark: Text55]     




	Address
	[bookmark: Text61]     

	Tel
	[bookmark: Text56]     
	Tel
	[bookmark: Text62]     

	Email
	[bookmark: Text57]     
	Email
	[bookmark: Text63]     



We shall only approach referees after an offer of employment has been made and with your express permission only.







By sending this application to Bridge McFarland you acknowledge and agree that all the information that you have provided may be used by Bridge McFarland to consider your application and for the purposes of equal opportunity monitoring and general administration. In particular, as permitted by law, such information may be retained for a two year period for statistical purposes and future recruitment drives. 
If you wish your details to be removed from our files, please write to us at Sibthorp House, 351-355 High Street, Lincoln, LN5 7BN for the attention of Human Resources. 

I hereby declare that to the best of my knowledge and belief the information I have given is correct. I understand that my application will be disqualified or, after my appointment, disciplinary action considered if I have knowingly given false information.

[bookmark: Text87][bookmark: Text88]Print Name        				 		Date       



Signature (for postal applications)  ……………………………………………………………………………………………………………   


Please send your completed application form either by email to recruitment@bmcf.co.uk or by post to Human Resources, Sibthorp House, 351-355 High Street, Lincoln, LN5 7BN.

	For Office Use Only

Job Ref:                                                                         Application Ref:                                                                           
	
	
	








































Privacy notice for applicants

We take your privacy very seriously. Please read this privacy notice carefully as it contains important information on how and why we collect, store, use and share your personal data. It also explains your rights in relation to your personal data and how to contact us or supervisory authorities in the event you have a complaint.

When we use your personal data we are regulated under the General Data Protection Regulation (GDPR) which applies across the European Union (including in the United Kingdom) and we are responsible as ‘controller’ of that personal data for the purposes of the GDPR. Our use of your personal data is subject to your instructions, the GDPR, other relevant UK and EU legislation and our professional duty of confidentiality.

What information do we collect? 

The table below sets out the personal data we will or may collect in the course of advising and/or acting for you.

	Personal data we will collect 
	Personal data we may collect 

	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


Your employment status and details including salary and benefits

Any information you provide to us during an interview




	Your racial or ethnic origin, gender and sexual orientation, religious or similar beliefs





Information to enable us to undertake a credit or other financial checks on you where appropriate

Your employment records relating to, where relevant, records relating to sickness and attendance, performance, disciplinary, conduct and grievances (including relevant special category personal data)

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


Information about criminal convictions and offences

Your bank and/or building society details

Details of your spouse/partner and dependants or other family members




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. 

How your personal data is collected

We collect most of this information from you direct. However, we may also collect information: 

· from publicly accessible sources, e.g. Companies House, HM Land Registry, Electoral Roll;

· directly from a third party, e.g.:
· recruitment agency;
· Court records of debt judgments and bankruptcies;

· from a third party with your consent, e.g.:
· disclosure and Barring Service in respect of criminal convictions;
· your named referees;
· your bank or building society, another financial institution or advisor;
· your employer and/or trade union, professional body or pension administrators;
· your doctors, medical and occupational health professionals;

· via our website—we use cookies on our website (for more information on cookies, please see our Website Privacy Notice which can be found on our website or provided upon request)

· via our information technology (IT) systems, reception and telephone logs; 

How and why we use your personal data

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.

It is in our legitimate interests to decide whether to appoint you.
 
We also need to process your personal information to decide whether to enter into a contract of employment with you. 

Having received your CV and covering letter or your application form (as appropriate) 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. If we decide to offer you the role, we will then take up references and / or carry out a criminal record and / or other checks as appropriate before confirming your appointment.

[bookmark: a431055]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
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. 
[bookmark: a871922]Information about criminal convictions
We may need to process information about criminal convictions. 
We are required to carry out a criminal records check for some employees in order to satisfy ourselves that there is nothing in that person’s criminal convictions history which makes them unsuitable for the role. In particular:
We are legally required by the Solicitors Regulation Authority to carry out criminal record checks for those carrying out work regulated by them.
The roles of Solicitor, Chartered Legal Executive and Licensed Conveyancer require criminal record checks to be carried out.
In addition, the role of Legal Cashier requires a high degree of trust and integrity since it involves dealing with client money and so we would require a criminal record check to be carried out.
We have in place an appropriate policy document and safeguards which we are required by law to maintain when processing such data.

Who we share your personal data with

We will only share your personal information with the following third parties for the purposes of processing your application: 

· external service suppliers, representatives and agents that we use to make our business more efficient

We may also need to share your information with:

· our insurers and brokers;

· our legal and other professional advisors;

· external auditors, e.g. in relation to Lexcel or other accreditations held by the Firm or individual solicitor and the audit of our accounts;

· our banks

We only allow our service providers to handle your personal data if we are satisfied they take appropriate measures to protect your personal data. We also impose contractual obligations on service providers relating to ensure they can only use your personal data to provide services to us and to you.

We may disclose and exchange information with law enforcement agencies and regulatory bodies to comply with our legal and regulatory obligations. 

Retention of your information

We will retain your personal information for a period of four months after we have communicated to you our decision about whether to appoint you. 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.

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.

Your rights

You have the following rights, which you can exercise free of charge:

	Access
	The right to be provided with a copy of your personal data 

	Rectification
	The right to require us to correct any mistakes in your personal data

	To be forgotten
	The right to require us to delete your personal data - in certain situations where there is no compelling reason for its continued processing

	Restriction of processing
	The right to require us to restrict processing of your personal data - in certain circumstances, e.g. if you contest the accuracy of the data

	Data portability
	The right to receive the personal data you provided to us, in a structured, commonly used and machine-readable format and/or transmit that data to a third party—in certain situations

	To object
	The right to object:
· at any time to your personal data being processed for direct marketing;
· in certain other situations to our continued processing of your personal data, e.g. processing carried out for the purpose of our legitimate interests.

	Not to be subject to automated individual decision-making
	The right not to be subject to a decision based solely on automated processing that produces legal effects concerning you or similarly significantly affects you



For further information on each of those rights, including the circumstances in which they apply, please contact us or see the Guidance from the UK Information Commissioner’s Office (ICO) on individuals’ rights under the General Data Protection Regulation.

If you would like to exercise any of those rights please email, call or write to our Data Protection Officer, Natalie Thomas at info@bmcf.co.uk, 01522 518888, Sibthorp House, 351-355 High Street, Lincoln, LN5 7BN.  Please ensure that you let us have your full name, address and matter reference number; proof of your identity and address (a copy of your driving licence or passport and a recent utility or credit card bill); and let us know what right you want to exercise and the information to which your request relates.

Protection of your information 

We have appropriate security measures to prevent personal data from being accidentally lost, or used or accessed unlawfully. We limit access to your personal data to those who have a genuine business need to access it. Those processing your information will do so only in an authorised manner and are subject to a duty of confidentiality.

We also have procedures in place to deal with any suspected data security breach. We will notify you and any applicable regulator of a suspected data security breach where we are legally required to do so.

Changes to this notice

We keep our privacy notice under regular review and we will place any updates on our website. You should check this policy occasionally to ensure that you are aware of the most recent version. This privacy notice was last updated in May 2018.
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