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Cowbridge Road, Waterton Industrial Estate, Bridgend, CF31 3BF 
Tel: 01656 300100      E-mail: info@bridgendford.co.uk 

APPLICATION FOR EMPLOYMENT 

This application form has been designed to tell us all we need to know about you at this 
stage.  

The Company will process the personal data collected in connection with your application 
for employment in accordance with the privacy notice accompanying this form. Please 
complete the form in black ink and block capitals and return it to Human Resources at the 
above address. 

Should you require assistance in completing this application form, then please contact the 
Human Resources Department.  

Post applied for: …………………………………………………………………………………………………………………. 

Personal Information 

Surname: 

Forenames: 

Title (Mr, Mrs, Miss, etc): 

Previous names (if any): 

Current address: 

Daytime telephone number 

Mobile number 

E mail address 
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Do you have the right to take up 
employment in the UK?  If no, please 
provide further details. 
When you commence employment, you will 
be required to provide a current passport or 
I.D. card.

YES / NO 

Dates you are not available for interview 

Education and qualifications 
Where required, evidence of qualification will be necessary prior to commencement of 
employment. 

From GCSE or equivalent to degree level in chronological order 

Establishment Qualifications gained 

Postgraduate education or study or any other professional qualifications 
Including relevant Professional and Technical qualifications 

Establishment Qualifications gained 
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Work experience 

Please give details of your previous employment. Begin with your present or most recent 
position and then work chronologically backwards. 

From To Name and address of 
employer 

Job title, description of duties and 
responsibilities, reason for leaving 
and salary on leaving 

Other Information 

Do you have any other training, qualifications, skills or personal qualities relevant to the 
post (e.g. knowledge of a foreign language, computer literacy, full driving licence, etc.)? 
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Please give details of, and provide an explanation for, any time when you were not either 
working or in full-time education.  

Have you made a previous application to the Company? If so, when was this and what was 
the outcome? 

Please give details of your main extra-curricular activities and interests. 

Please use this space to say why you are interested in the post for which you have applied, 
why you believe you are the best person for the job and provide any other information that 
may assist your application. 

If you are successful, when could you take up your post? How many weeks’ notice do you 
have to give to your current employer? 

If you are disabled, please give details of any special arrangements or adjustments you would 
require to attend interview. 

What are your salary expectations? 
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Please give details of two referees, one of whom must be a recent employer or, if this is an 
application for your first job, your school teacher or higher or further education lecturer. 
Neither referee should be a relative or contemporary. 

First referee Second referee 

Declaration 

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

Signed: ………………………………………………………………………………... 

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

Guidance note: 

• See Privacy Policy attached

Driving Licence 

Do you have a valid driving licence?

Do you have any points on your licence?

If you have points on your licence, how many?

Yes No

Yes No

Referees 
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Bridgend Ford 
Data Protection Privacy Notice (Recruitment) 

 
This non-contractual notice explains what personal data (personal information) we hold 
about you, how we collect it, and how we use and may share personal information during 
the recruitment process. Please ensure that you read this notice and any other similar notice 
we may provide to you from time to time. 
 
Who collects the personal information: 
The Company is a ‘data controller’ and gathers and uses certain personal information about 
you.  
 
Data protection principles: 
The data protection principles which we will apply when gathering and using personal 
information are that: 

1. we will process personal information lawfully, fairly and in a transparent manner; 
2. we will collect personal information for specified, explicit and legitimate purposes 

only, and will not process it in a way that is incompatible with those legitimate 
purposes; 

3. we will only process the personal information that is adequate, relevant and 
necessary for the relevant purposes; 

4. we will keep accurate and up to date personal information, and take reasonable steps 
to ensure that inaccurate personal information is deleted or corrected without delay; 

5. we will keep personal information for no longer than is necessary for the purposes 
for which the information is processed; and 

6. we will take appropriate technical and organizational measures to ensure that 
personal information is kept secure and protected against unauthorized or unlawful 
processing, and against accidental loss, destruction or damage. 

 
About the personal information we collect: 
A table summarising the personal information we collect and hold during the recruitment 
process, how and why we do so, how we use it and with whom it may be shared is below.   
 
Where personal information may be held: 
Personal information may be held at our offices and third-party agencies, service providers, 
representatives and agents as described above and in cloud-based IT services. In the event 
that we use cloud-based IT services, personal information may be transferred internationally 
to other countries around the world, including countries that do not have data protection 
laws equivalent to those in the UK. We have security measures in place to seek to ensure 
that there is appropriate security for personal information we hold. 
 
 
How long we keep your personal information: 
We keep the personal information that we obtain about you during the recruitment process 
for no longer than is necessary. How long we keep your personal information will depend 
on whether your application is successful, and you become employed by us, the nature of 
the personal information concerned and the purposes for which it is processed. 
 
If your application is successful, we will keep only the recruitment personal information 
that is necessary in relation to your employment. For further information, see our data 
protection privacy notice (employment). 
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Your rights to correct and access your personal information and to ask for it to be erased: 
Please contact our Data Protection Contact if (in accordance with applicable law) you would 
like to correct or request access to personal information that we hold or if you have any 
questions about this notice. You also have the right to ask our Data Protection Contact for 
some, but not all, of the personal information we hold and process to be erased (the ‘right 
to be forgotten’) in certain circumstances.  
 
Keeping your personal information secure: 
We have appropriate security measures in place to prevent personal information from being 
accidentally lost, or used or accessed in an unauthorised way. We limit access to your 
personal information to those who have a genuine business need to know it. Those processing 
personal 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. 
 
How to complain: 
We hope that we can resolve any query or concern you raise about our use of your personal 
information. If not, contact the Information Commissioner at ico.org.uk/concerns/ or 
telephone: 0303 123 1113 for further information about your rights and how to make a formal 
complaint. 
 
Key to table below: 
FRP – to carry out a fair recruitment process 
GEP – to maintain employment records and for good employment practice  
Informed - to make an informed decision to shortlist for interview and (if relevant) to recruit 
Insurance - to comply with the terms of our insurance 
LO – to ensure compliance with legal and/or regulatory obligations  
PTC – to enter into/perform the contract  
Personnel – relevant managers, HR, professional advisors, payroll and consultants  
Progress - to progress your application, arrange interviews and inform you of the outcome 
at all stages 
SPI - for reasons of substantial public interest (e.g. equality opportunities and prevention 
and/or detection of unlawful acts) 
 
 

The 
information 
we collect 

How we 
collect the 
information 

Why we collect the information 
(including legitimate interest) 

How we use and 
may share the 
information 

Your name, 
contact details 
(including 
emergency 
contact), 
other 
employment 
records  

From you FRP, Progress 
 

Progress, 

Shared with 
Personnel 

Details of your 
academic 
history 
qualifications, 

From you, in 
the 
completed 
application 

FRP, Informed 
 

Informed 

Shared with 
Personnel  
 

http://ico.org.uk/concerns/
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experience, 
employment 
history 
(including job 
titles, salary 
and working 
hours) and 
interests 

form and 
interview 
notes (if 
relevant) 

Details of your 
referees 

‘☐’ 

From you FRP 
 

FRP 

Information 
shared with 
Personnel and the 
referee 

Your 
nationality 
and 
immigration 
status and 
information 
from related 
documents 
(e.g. passport) 

 ‘☐’ 

From you, the 
Home Office 
(if required) 

PTC, GEP, LO To carry out right 
to work checks 

Share: Personnel, 
the Home Office 
(if required) 

A copy of your 
driving licence 
required for 
your role 

 ‘☐’ 

From you, the 
DVLA portal  

PTC, GEP, Insurance Informed,  

Share: Personnel, 
our insurers, any 
penalties/banning 
check provider 

 

You are required (by law or in order to enter into your contract of employment) to provide 
the categories of information marked ‘☐’ above to us to enable us to verify your right to 
work and suitability for the position. 

* Sensitive Personal Information: 
Before processing any sensitive personal information, staff must notify the Data Protection 
Contact of the proposed processing, in order that the Data Protection Contact may assess 
whether the processing complies with the special conditions for processing sensitive personal 
information. 
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