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APPLICANT SELF ASSESSMENT FORM

	Name of Applicant



	

	Position Applied For: 


	Date of Interview: 



Notes to Applicants:

1. You are asked to fill in this short self assessment form before your interview, which should take no more than 10-15 minutes.

2. Please try to be as honest as possible when assessing your own abilities – there are no right answers.  An honest and self-aware response will be valued more than if you merely tell us what you think we want to hear.

3. If you are successful at the first stage of the recruitment process, the completed self assessment form will be discussed with you at individual interview.

4. The information in your self assessment form will be considered, along with all other information available to the selection panel (including your application form, references and performance in the interviews), in making a decision as to whether to offer you the position in question.

	Please complete the table below to indicate your assessment of your ability and Character, in the key areas which are listed.  (Please note this information is required for all applicants for all posts with Oakfield and will be compared with similar information supplied by your referees). 



	Key

(Please circle as appropriate)
	Excellent

1
	Good

2
	Fair

3
	Poor

4
	Very Poor

5

	Trustworthiness, conduct and general character
	1
	2
	3
	4
	5

	Attendance and Reliability
	1
	2
	3
	4
	5

	Punctuality
	1
	2
	3
	4
	5

	Inter-Personal skills
	1
	2
	3
	4
	5

	Use of initiative
	1
	2
	3
	4
	5

	Analytical and problem solving abilities
	1
	2
	3
	4
	5

	Ability to work effectively in a team
	1
	2
	3
	4
	5

	Willingness to work flexibly
	1
	2
	3
	4
	5

	Self organisation prioritisation and time management skills (achievement of work tasks within agreed timescales)
	1
	2
	3
	4
	5

	Motivation, effort and application
	1


	2
	3
	4
	5

	Productivity and output
	1
	2
	3
	4
	5

	Planning and co-ordination skills
	1
	2
	3
	4
	5

	Attitude, values and general approach to service users, customers and colleagues
	1
	2
	3
	4
	5

	Written communication skills
	1
	2
	3
	4
	5

	Diligence and attention to detail
	1
	2
	3
	4
	5

	Willingness to respond positively to supervisor/line manager and to follow instructions
	1
	2
	3
	4
	5

	Personal resilience and ability to manage stress
	1
	2
	3
	4
	5

	Supervision and management of others 
	1
	2
	3
	4
	5


	Please describe your greatest achievement in your current or past job:

	

	Please list three personal weaknesses which might affect your performance in this job:

	1.

2.

3.



	Which duties for this position do you think you will find most straightforward and would be most successful in, given your skills and experience:

	

	Please identify any skills or requirements for this post, which you think you may have difficulty with, and for which you feel you would need extra support or training:

	


	In order of priority, please list three positive qualities which you can personally bring to the position in question:

	1.

2.

3.



	If successful how would you develop the position and the service to ensure maximum effectiveness?

	

	Why do you want this job?
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Signature of person completing self assessment form:

Name (Please Print): 

Date:



	THANK YOU FOR YOUR TIME IN COMPLETING THIS FORM




	Oakfield - PERSONAL DETAILS FORM

Please complete this form in CAPITAL LETTERS

	Title :
Mr/Mrs/Miss/Ms   Forename:      _______Initials      ____Surname     _______
National Insurance Number: 

(We need this in order to pay you)
Address :
1_     _____________________________________


2       _____________________________________


3_     _____________________________________Post Code        

	Known As :
         _______________________             Previous Surname :           ___________________

	Home Tel :
         
                                                         Mobile Tel :                              

	Email address:         
Gender: M/F  Marital Status:      __    D.O.B:      ______ Dependent Children:      ______

	Notice Period (if applicable) :           

	Next of Kin :              ____________________Relationship :       _______________________



	Address :
1      ______________________  Home Tel:         _______________________

(If different 

from above)
2      ______________________  Work Tel:          _______________________






3      ______________________ 

	Doctor :
        ______________________ Practice:           ___________________

	Address :
1      __________________   Telephone:             ___________________



2      __________________  Emergency No:        _____________________


3      _____________________Post Code:           ____________________

	Nationality :
        ______________________  Current Drivers License: 
Yes / No

	Registered Disabled : 
Yes / No
               Reg Disabled No :        ___________________

	Ethnic Origin : (please tick relevant box). The following categories have been recommended by the Office For National Statistics

	
	
	

	
	
	


	PLEASE COMPLETE YOUR BANK DETAILS BELOW.



	Name of Bank / Building Society:         ___________________________________________

	Branch:      __________________
Name of Account Holder:       ____________________

	Sort Code :     __ __ - __ __ - __ __
8 digit Account No :            __ __ __ __ __ __ __ __ 

              




 

	Building Society Roll or Pass Book Number:      ________________________________________




Application Form
To be completed in typed form or in your own handwriting in black ink
Bold bordered sections are mandatory fields
Refer carefully to the job description and person specification. If the space provided
is insufficient please continue on a separate sheet.

	Post Applied for:
	
	Vacancy 
Reference No: 

	Where did you first find this vacancy?

(If in publication, please state which one. If from current employee of Oakfield, please state name)
	(State) ________________________________            

	Have you a current in-date DBS Certificate?
	□ Yes     □ No

	Have you previously applied for a post with Oakfield?

Are you over 18 Years Old

	□ Yes     □ No  (If Yes, please specify): 


	
	□ Yes     □ No


	Personal Details
	Title:
	

	Forename(s) or other names
	

	Surname
	

	Address
	

	
	

	
	
	Postcode: 

	Telephone 
	Home: 
	Work: 

	
	Mobile: 

	Email Address
	

	Car Driver:  □ Yes     □ No
	Car Owner:  □ Yes    □ No

	Do you have any endorsements on your licence?

(if so please outline why)
	□ Yes    □ No 

	Are you a UK or EU/EEA national?

(If so you will need to provide proof of this at your interview)
	□ Yes    □ No 


	If you cannot provide proof of permission to work in the UK we cannot accept your application as you are unable to work legally in the UK.
If you can provide proof of permission to work please state the nature of your permission to work in the UK, any restrictions on the hours you are permitted to work and the expiry date of the permission.

	Describe the type of permission to work in the UK:

Hours permitted to work:

Expiry Date:



	Previous Employment
	Please list in chronological order, with your most recent post listed first, including temporary, casual and short term jobs 

(Please give your full employment history since leaving school. If you require extra space please attach an additional sheet)


	Employer Name, Address including Post Code and Telephone Number
	Date(s) employed
	Position(s) held and salary
	Reason for leaving

	
	
	
	

	Outline of Duties and Responsibilities


	Employer Name, Address including Post Code and Telephone Number
	Date(s) employed
	Position(s) held and salary
	Reason for leaving

	
	
	
	

	Outline of Duties and Responsibilities




	Have you ever been dismissed from a previous post or had an employment contract terminated for any reason including redundancy? If so please give details below:

	

	Have you been subject to disciplinary action in your current or any previous posts? (including being the subject of any disciplinary process not yet concluded to resignation)  If yes, please give details:

	

	Voluntary Work Experience

Give details of any voluntary or unpaid experience including care of others


	

	  Language Skills

  List all languages spoken fluently and those in which you have a good working knowledge

	


	Do you have any restrictions in your working hours or availability?

Please note our requirements in respect of working hours as detailed within the Job Description
	


	References
	Please supply the names and addresses of two professional referees who have agreed to provide a reference.  It is essential that one of your referees must be your current or most recent employer* and that your referee is/was your line manager and not a colleague, relative or friend. Both references cannot be from the same company. References will be verified to ensure authenticity.
Failure to provide the above can result in your application being withdrawn.
*If previously self-employed, please provide two professional referees and detailed information regarding your self-employment

	
	

	Current employer or most recent employer details
	Company 
	

	(Business Addresses Only)
	Name 
	

	
	Position
	

	
	Address 
	

	
	
	

	
	
	Post Code:


	

	
	Tel 
	

	
	Fax 
	

	
	Email 
	

	
	Can this reference be contacted prior to interview      Yes / No  

	Previous employer (if not applicable an academic referee)
	Company 
	

	(Business Addresses   

Only)
	Name 
	

	
	Position
	

	
	Address 
	

	
	
	

	
	
	Post Code:
	

	
	Tel 
	

	
	Email 
	

	
	Can this reference be contacted prior to interview     Yes / No  

	* Unless indicated otherwise all referees will be contacted following your invite to individual interview. 








GDPR – Employee Privacy Notice
This statement is provided with the intention to comply with your rights to be informed under the General Data Protection Regulation.
We will hold and process the following information:

1. Your personal and contact details including your name, address, telephone numbers, emails

2. Particulars of your employment including your job title, salary, benefits

3. Financial information including your bank details, NINo, tax statements, payslips

4. Particulars of your rights to work in the UK

5. Particulars of your qualifications and skills including references, licences, certificates and training  

6. Emergency contact information

7. Particulars of your performance including tasks, attendance 

8. Sensitive information including  protected characteristics under the Equality Act 2010 for Equal Opportunities Monitoring and Compliance 

9. IT usage information including email address, log-ins, passwords

10. Particulars of processes e.g. disciplinary, grievance, performance management processes undertaken with you 

11. Copies of letters and communications between us and you.  

We are the controller of this information and we are also the processor of this information. This data has been gathered with your consent and in the legitimate interest of assisting us in fulfilling the contractual requirements to supply hours and pay in the course of your employment. It will also be necessary for us to hold and process this data in the interests of your health, safety and welfare in work. 

The office responsible for the protection of your data is:

headoffice@oakfieldpsych.co.uk

Your data will be used to assign your work, provide you with hours of work, pay you, monitor your performance, write to you with important documents, check your skills, qualifications and experience, appraise your performance and safeguard your health, safety and wellbeing in the workplace. 

This is done on the basis of your consent and the legitimate interests to safeguard your health, safety and welfare and the health, safety and welfare of your colleagues, clients and third parties in the workplace. Your data is also processed in accordance with a contractual requirement between us and your employer. The failure to provide us with the data or to withdraw your consent may impact upon your recruitment, employment or tasks, duties and responsibilities with your role and/or assignment. You should discuss the further impact of this with your manager.

The recipients of your data are us and we anticipate that we may need to share personal data with the HMRC (e.g. your Name and National Insurance Number), HSE (e.g. your Name and Employment Details where there has been a reportable accident or investigation), Legal Advisers and Professional advisers (e.g. your name and employment details where we need advice), Tribunals and courts (e.g. your name, employment details and other personal data which is necessary for the determination of claims where litigation is commenced). It is not anticipated that there will be any other recipients nor any transfers of data to a third country. Accordingly, it is considered that safeguards for the transfer of data to a third country are not necessary. Should this change you will be notified.

Your employment data will be kept for the duration of your employment and for a further period thereafter of 12 months. This period has been set for the protection of our organisations throughout your employment and for period thereafter in the event of any employment tribunal claims. If such a claim has been filed, the data will be retained for a period of 6 years following resolution of that claim and for 6 years following the resolution of any further claims. This period has been determined for the protection of the organisation under HMRC requirements and in the event any professional negligence or breach of contract claims in the event we use representation to defend any claims. 

You have the right to be informed of fair processing information with a view to transparency of data. This statement is intended to fulfil the right.

You have the right to access the information we hold. You should make such a request in writing to Vincent Cawley using the above address. 

You have the right to request the information we hold. This is rectified if it is inaccurate or incomplete. You should contact Dr Oliver using the above contact information and provide the details of any inaccurate or incomplete data. We will then ensure that this is amended within one month. We may, in complex cases, extend this period to two months. 

You have the right to erasure in the form of deletion or removal of personal data where there is no compelling reason for its continued processing. We have the right to refuse to erase data where this is necessary in the right of freedom of expression and information, to comply with legal obligation for the performance of a public interest task, exercise of an official authority, for public health purposes in the public interest, for archiving purposes in the public interest, scientific research, historical research, statistical purposes or the exercise or defence of legal claims. You will be advised of the grounds of our refusal should any such request be refused. 

You have the right to restrict our processing of your data where contest the accuracy of the data until the accuracy is verified. You have the right to restrict our processing of your data where you object to the processing (where it is necessary for the performance of a public interest task or purpose of legitimate interests), and we are considering whether our organisations legitimate grounds override your interests. You have the right to restrict our processing of your data when processing unlawful and you oppose erasure and request restriction instead. You have the right to restrict our processing of your data where we no longer need your data and you require the data to establish, exercise or defend legal claim. You will be advised when we lift a restriction on processing. 

You have the right to data portability in that you may obtain and reuse your data for your own purposes across different services, from one IT environment to another in a safe and secure way, without hindrance to usability. The exact method will change from time to time. You will be informed of the mechanism that may be in place should you choose to exercise this right.

You have the right to object to the following:

· Processing based on legitimate interests or the performance of a task in the public interest/exercise of official authority (including profiling)

· Direct marketing (including profiling)

· Processing for purposes of scientific/historical research and statistics. 

The data collected is not anticipated to fall within the above categories. 

Whilst there is no anticipated automated decision making relating to the data you provide, you have the rights where there is automated decision making profiling. We may only do this where it is necessary for the entry into or performance of a contract, authorised by EU or the UK law or based on your explicit consent. Whilst it is not anticipated that this will occur, where it does, we will give you information about the processing, introduce to you simple ways for you to request human intervention or challenge a decision, and carry out regular checks to ensure that our systems are working as intended. 

You have the right to withdraw your consent at any time. 

You have the right to lodge a complaint with a supervisory authority such as the information Commissioners office or any other of our regulators or accreditors that may regulate or provide accreditations to use from time to time. We advise that you exhaust our internal complaints procedure prior to referring the matter to any supervisory, regulatory or accrediting body. A copy of our complaints process is available from Dr Oliver at the contact information above. 
Name_______________________ Date______________________ Sign________________________


Manger___O.CAWLEY___________________ Sign

	Please provide certificate number if on Update Service: 
	

	Name (including middle names) 


	

	Have you ever had any other forename or surname? 
	

	DOB


	

	National Insurance


	

	Mobile 


	

	Email address 


	

	
	

	Place of Birth (Town/ City)
	

	Nationality
	

	
	

	LAST 5 YEARS ADDRESS HISTORY 

Please include full address, city and postcode, alongside dates of residence 

	From 

(eg 02/17)
	To 

(eg 07/20)
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Evidence (Please tick at least THREE that have been provided to this email and/or scanned by Management in the past 4 weeks) 



	Passport (in date)
	

	Current Driving licence
	

	Bank/ Building Society Statement last 3 months
	

	Council Tax Statement in last 12 months 
	

	Utility Bill past 3 months 
	

	Credit card statement in past 3 months 
	

	Birth Certificate 
	


DBS STAFF FORM

I certify that all the information I have provided is correct and I consent it to be used by Oakfield Management for purely DBS enquiry

Name _________________________________

Date __________________________________

Signed _________________________________

Medical Declaration 
	Name 


	


	DOB 


	


	GP name
	

	GP address 
	


	General Health and Known Allergies

Are you sensitive to natural rubber latex gloves?


	


	Medication Type
	

	Frequency
	

	Side Effects
	


Signature:     ………………………………………………………………………..

Date:               ………………………………………………………………………..

Have you ever been convicted of any criminal offence?			YES        □       NO       □





Please note that all positions are subject to an enhanced DBS check. You will be asked to declare all criminal convictions in further details if an offer of employment is made.








DATA PROTECTION ACT


In accordance with the Act, you should be aware that the personal details submitted with this application form will be used only for selection and interview procedures; and for employment records if the application is successful.





DECLARATION


I declare that, to the best of my knowledge and belief, all statements contained in this form are correct and I understand that should I conceal any material fact, I will, if engaged, be liable to the termination of my contract of service with such notice as may be appropriate.








Signature: 


Date 








