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[bookmark: _Toc500943472][bookmark: _Toc53314824]1.1 Identify learning styles for self and another 
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This example of VARK questionnaire shows similarities with my learning preferences. I do like to listen, monitor, and observe others. I like to watch – when describe graphs or diagrams.  On the other hand, I don’t like to read compare with visual explanation. 


My partner VARK Questionnaire:


[image: ][image: ]
My partner is a little different than me, he likes to taste and try more times the test and any other things. As you can see, he done the VARK Questionnaire two times. I believe he have a good point on this as you can see the similarities on result. According to both examples, he is best to be taught on visuals like graphs, video, audio, maps, diagram’s and many more, on the other hand is not interested in reading and writing as you can see, he scores on both the lowest. 

Another test to discover your learning style is Honey and Mumford, and this is my result:

[image: ]
I scored the maximum on Reflector.
Reflectors are much better at listening and observing. They are effective at reflecting on their own and others’ experience and good at analysing what happened and why. In terms of the learning cycle, reflectors are seen as those who perform well in the ‘MONITOR’ role above all else. 
This shows a lot of similarities with my character, I like to observe and listed before engage in discussion or other tasks. Opposite to this I am an activist, slightly similar as I am a little shy, I don’t like to be in the centre of attention and don’t like to take risks.













[bookmark: _Toc500943473][bookmark: _Toc53314825]1.2 Use a simple technique for identifying development needs for self & another

I used SWOT analyses for mine and my partner.
This is mine SWOT analyses:
	 
STRENGTHS 
 
 
Creative
Team player
Positive attitude
Honest
Reliable 
Flexible
Knowledgeable
 


 
	 
WEAKNESSES 


Public speaking
Computers
Driving
 




	 
OPPORTUNITIES  

Motivating people
Gain experience of dealing with people 
Better career options




 
 
  
	 
THREATS 

Poor management
Limited ability to develop 



My weaknesses are computers, driving and public speaking. This analysis is giving me the opportunity to reflect of what I am good at, and at what I could improve or overcome.
Let’s take step by step.
Driving -I tried to take lessons but I feel I don’t get enough to be more confident to drive. I have to draw a plan and to set up a time frame to achieve this.
Computers-I have only the basic knowledge on using computers -the plan is, while I am doing this course Skill for the Workplace definitely my computer skills will improve by the end of the course and typing as well as at the moment, I am not too fast at this. 
Public speaking -the hardest to achieve and overcome as I believe even when you are confident with this still you are going to be nervous, but I am sure with more interaction with my colleague I will be better in time.
I have also some strengths, I have a good imagination, I like to create things to invent and test. I am a team player and my biggest strength is to be positive, is the best you can do especially if you work in a negative medium like Mental Health Hospital. I am also flexible I can adapt pretty quick on changes and I am honest.

This is my partner Alin SWOT analysis: 

	 
STRENGTHS 
 
 
Knowledgeable
Efficiency on everything  
Speed
Flexible
Technology expert-digital champion 
Reputation
Customer service and experience
Fire marshal
Health and safety expert
Personal licence holder


 
	 
WEAKNESSES 


Language barriers
Resource limitation 
Writing




	 
OPPORTUNITIES  

Customer service, relations and perceptions
Customer needs 
Pricing
Promotion
Distribution
Technology
Reputation

  
	 
THREATS 

Competition
Customer needs
Prices
Costs
Disasters
Customer Service
Quality
Customer need & perception



Based on my partner SWOT, he is good at computers and customer service, on the other hand his weakness are language barriers, resource limitation and writing.
Writing -he can improve by taking a training course, you can find on-line or practice. The best thing to practice is the assignments, also Facebook and other social media can be a very good way of typing/writing.
Resource limitation- on management perspective is when you try to do something but you don’t have enough resources; people, money, distribution or many more. The best think to do is to analyse and plan your resources and capabilities.
Language barriers -can be different accents, dialects or learning disability, this is a very delicate subject as mental health is very hard to overcome. The best thing to do is to find professional help if this is the case of learning disabilities. 
Based on the threats example a business management course to take will improve his knowledge on better understanding on how general business work.


[bookmark: _Toc500943474][bookmark: _Toc53314826]1.3 Identify potential barriers to learning for self and another.

1.Childcare 
For me and my partner the most difficult barrier in learning to overcome is childcare, now with COVID-19 is been challenging. There are no childcare open when is lockdown, you cannot leave your child to any relatives or friends because of this.
Before Covid-19 my daughter could stay at my brother-in-low, anytime I need time to study including my partner.
At least at the moment classes are on -line only, this is a big help to study from home as there is no need for childcare.
2. Work-Life-Balance
Is very challenging for me and my partner to balance the work with study and family time. Before we started to study, we had a work rota, it was balanced between us to take care of my daughter. We have a personal plan in place.:
Monday is a laundry and cleaning day -this is happening in every Mondays.
Tuesday and Thursday and Sunday we study-university courses.
Saturday is hobbies time plus family time -walking, cycling ad my favourite is gardening.
Jobs are between Monday to Friday 9:00-17:00 for my partner and me I have a specific rota every 3 weeks.
In case of emergency on any of this we help each other to cover this.
I study between this overcrowded schedule, mostly on Sundays.
3. Financial Barriers
I can not afford to study at university, me and my partner applied for a loan from Student Finance Wales. And after we finish the course, we will find better jobs and start to pay back as this finance is a very good deal to study.
4. Geographical Barriers
I don’t drive and at the moment the classes are on-line, when will be back to normal I don’t live to far away from university, I can take a bus to city centre and after to walk to university.
My partner is driving and we have a car and most of the time we use for shopping and commuting, will not be any problems to drove me to university and for him, he is using the car for this.
My job is not to far away from my house I can walk, sometimes I do this, is only 20 minutes walking. 
4.SocialBarriers?
I am the first one to go on Higher Education and I am so proud of this, on my partner family is the second one to study o Higher Education.  
[bookmark: _Toc500943475][bookmark: _Toc53314827]1.4 Explain how these barriers to learning can be overcome.

For me and my partner the financial barrier we overcome by asking governmental help to study like money, we applied for student finance.
For me the most difficult to pass is to start to learn to drive. I am little scare to do it but I am planning to pass the driving test by the time I finish this course. This will give me the opportunity to move more independently and I can find a different job, a better job.
Childcare is the most difficult one to overcome, this is depending on how the COVID-19 is evolving. You cannot plan in advance; it depends if any future lockdowns or I hope this virus will disappear and all the things are back to normal. However, as long as courses are on-line 
childcare is not important.

[bookmark: _Toc500943476][bookmark: _Toc53314828]Section 2: Know how to develop self & others to achieve organisational objectives

[bookmark: _Toc500943477][bookmark: _Toc53314829]2.1 Analyse learning/development options to meet needs of self & another.

According with SWOT analyses and his job application for Work Coach for my partner, he needs to improve his communication skills as this is very important for working with a wide range of diverse customers, and the ability to understand complex information and give explanations to the customers as per job description from his job application. His strength is digital champion as he is able to navigate a range of computer systems to action different tasks.
[bookmark: _Hlk58094431]According with my SWOT and my job application I need some development in good communication and customer service skills and I need to pass the test for Level 2 Food Safety and Hygiene for Catering. On the other hand, I have good organisation skills, I like to observe and listen how other people do and after to improve what I learn by increase the speed and efficiency on my workplace. I am confident and very polite this is my strong point when dealing with difficult patients.
My GAP analysis:
Gap Analysis Template 
	Objective 
 
	Current Position 
 
	Deficiency 
 
	Action 
 

	What do I want to do? 
 
	What can I already do? 
	What am I lacking? 
	How do I fix this? 

	 Skills for the Workplace 
 
 
 
	 I already started.
	Childcare
Time 
Money
	Study online.
Student finance

	NHS supervisor or manager
	Hostess 
	Management skills
	Study Skills for the Workplace








My partner GAP analysis:

Gap Analysis Template 
	Objective 
 
	Current Position 
 
	Deficiency 
 
	Action 
 

	What do I want to do? 
 
	What can I already do? 
	What am I lacking? 
	How do I fix this? 

	 Skills for the Workplace 
 
 
 
	 I already started.
	Childcare
Time 
Money
	Study online.
Student finance

	 Work Coach-DWP
 
 
 
 
 
 
	 Administrator Officer
	Management skills
	 Study Skills for the Workplace

	Increase psychical exercises 
	None
	Gym

	Create a plan to include more free time to spend on this


 


[bookmark: _Toc500943478][bookmark: _Toc53314830]2.2 Identify support mechanisms for the development of self & another

The best thing to pass the communications skills barriers for my partner is practice with other people, taking a short English course. Tring to watch TV programs with subtitles and in English only, listen to BBC radio and writ a lot of papers including assignments and social media.
For my personal development plan:
-In the next 8 months I set up a plan to pass the driving test, I would start to practice more with online driving test and learn more driving theory. I practice at least once per week with my partner car.
-Book a training course for Level 2 Food Safety and Hygiene for Catering-is only one day, on-line and at the end you must pass the test-without this you can not work in catering, as per NHS you have to renew every 12 months.
[bookmark: _Hlk58058928]-Communications skills -I am improving by this university course-communicating with my colleagues, writing, listen and practise new theory like reflective Gibbs cycle.
[bookmark: _Toc456901523]


[bookmark: _Toc500943479][bookmark: _Toc53314831]2.3 Prepare development plans for yourself and another person

Part 1: Personal Analysis 
See SWOT Analysis in 1.2 

Part 2: Setting Goals

	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	Leadership and Management Skills for the Workplace (BA) 



	Apply to study at University of Wales Trinity Saint David
	Money
Time 
Childcare 
	Degree certificate
	21/07/21

	Driving

	Practice to drive.
Pass theory and practical test
	Money
Time 
Childcare
	Driving licence 
	21/07/21

	Level 2 Food Safety and Hygiene for Catering

	Apply on-line.
	Money
1 day
	Pass the test.
Certificate.
	01/02/21









Part 3: Personal Objectives

	Short Term Goals (next 12 months)

	
Finish first year Leadership and Management Skills for the Workplace
Driving licence.
Pass Level 2 Food Safety and Hygiene for Catering


	Medium Term Goals (2-3 years)

	
Finish the Skills for the Workplace.


	Long Term Goals (3-5 years)

	
Ward manager or at least Team Leader/supervisor NHS





[bookmark: _Toc500943480][bookmark: _Toc53314832]2.4 Method used to monitor the development of self & another.

For the university course, you have to pass every module, on this year there are 6 modules. 
Driving licence-I have 3 online apps is measure the progress, every time you read and pass or fail the test.
For the next level in my career progression, to be Ward manager I have to finish the Businesses Management course and, in the meantime, I could apply for some jobs only to gain experience with job applications and interviews. 
And to have a written record this template I can use it to monitories my progress.
This is example is for this module log:
	PDP Monitoring Learning Log

	Date: 05/12/20

	STUDENT NAME: Miss Monica Iftode 
	



	
What happened?


	What did I do?
Start my first module in October.

	How do I think/feel about this?
Scared and panicked 

	How well or how badly did it go?
Hard, but in the end, I finished close to closing time.

	
My conclusions/reflections/lessons learned


	What did I learn?
Do not eave the assignment till the end.

	What have I achieved?
Better in understanding about job application, CV, reflections ….and many more

	How have I put any theory into practice?
Not yet.

	What have I learned about myself?
I am able to do more things and I should not underestimate me.

	How does what I am doing lead me to becoming better at a skill?
Searching and learning.

	How can I use this to plan for the future?
Has a lot of applications including for professional purposes.


	How can I use this to plan new learning experiences?
Is learning by experience and this is a log.

	
My plan to do something better/different by using what I have learned 


	What will I do differently next time?
Tackle the problem from the beginning. 

	How will I do it differently next time?
I will start with small task to build up an assignment.





[bookmark: _Toc500943481][bookmark: _Toc53314833]Section 3: Know how to prepare for the recruitment process 

1What career ideally would I like to do? 
I would like to be a carer or mental health nurse.  
  
Deliverables  
1) identify suitable jobs and explain what involved deciding this? 
I made an account on NHS website to be informed on new jobs from NHS 

Where did I look 
I looked at NHS jobs website but when you apply for jobs is asking you to set up another account on trac.jobs website. 
NHS Jobs - Candidate Homepage 
My Applications | trac.jobs 
 
What factors are relevant CV 
There is no need for an CV to apply on NHS jobs is an online form which is covering most of the things from an CV, I fell is much better than CV as is specific for this job.  

Explain how I did this. 
Is online application and after if you are selected you have an interview. They don’t require any judgemental test or other tests. No behaviours competency like in my partner civil service job application. 
  
2) Prepare job focus CV 
You have to start with a new CV and research about company you apply for and balance your skills with the responsibilities they request, this is usually I do. Do not add any date of birth and age or childcare responsibility on CV as there are irrelevant on these days. 






  
3) Divise Tailored Covering Letter.
There is no need of covering letter for this NHS job application but if I have to apply for different job, I would do some research about the company I apply for and balance with my skills and experience to match the job description and responsibilities same as number 2. 
 
3) Create tailored covering letter 
 
See bellow on appendix.
  
4) Read Gibbs & Cole. 
"Gibbs' Reflective Cycle was developed by Graham Gibbs in 1988 to give structure to learning from experiences.  It offers a framework for examining experiences, and given its cyclic nature lends itself particularly well to repeated experiences, allowing you to learn and plan from things that either went well or didn’t go well. It covers 6 stages: 
· Description of the experience 
· Feelings and thoughts about the experience 
· Evaluation of the experience, both good and bad 
· Analysis to make sense of the situation 
· Conclusion about what you learned and what you could have done differently 
· Action plan for how you would deal with similar situations in the future, or general changes you might find appropriate." 
Gibbs' Reflective Cycle- Adapted from Gibbs G (1988). Learning by Doing: A guide to teaching and learning methods. Further Education Unit. Oxford Polytechnic: Oxford.- This article was published on 11 Nov, 2020 ,Available at: https://www.ed.ac.uk/reflection/reflectors-toolkit/reflecting-on-experience/gibbs-reflective-cycle#:~:text=Gibbs%27%20Reflective%20Cycle%20was%20developed%20by%20Graham%20Gibbs,that%20either%20went%20well%20or%20didn%E2%80%99t%20go%20well. (Accessed 06 December 2020) 
 
 
Discuss and evaluate past interviews 
In my whole life I had 4 interviews and I pass them all. It is very important to do your homework before you go to interviews. Research about the company history you apply for. And also, the most important job description. I was positive on all the interview I have been and I interact with the interviewer, in one moment we laugh a lot, this happened at my last interview I had for the NHS. 

What did I learn? 
I learned one important think, the interviewers are human beans as same as anyone, they were nervous as me.  





How was it like.
 At the beginning I felt very nervous but after it was very nice as I went well prepared and I answered in a positive way to all questions. They were very impressed by me and my vast knowledge about the NHS and job.

5) Draw a conclusion  

What do I know well? 
I done research about NHS and find out is one of the best companies to work for. This help me to pass the interview for the job I applied. I am a positive person and I am integrated with NHS value. 

What didn’t go well?
I was a bit concerned of the language barriers from the beginning to end however, I think this make me to be more focus on the interview. 
Always go to interview prepared 
I put in practice all my knowledge when I was there, moreover I studied the practice the NHS are using as are different from the kitchen I used to work, and I read other passed interviews people wrote about on google. 

What is an organisation culture? 
NHS have a safety culture -Safety culture - NHS Employers 
 
Will I fit in? 
I am a very positive person, I fit very well, the most important skill to work for the NHS is to have patience. 

Dress code 
As the NHS is a very big company, best is to go dressed as formal style for the interview, it is look more professional. 

My first impression 
1st impression is the most important when you go for an interview. I went there, had eye contact, I talked a little louder then usually and introduce myself in a polite manner. 






[bookmark: _Toc53314834]Reflection on the recruitment process 

This is the Gibbs cycle (Gibbs,1988) I used for reflective thinking.


[image: ]



[bookmark: _Toc53314835]3.1 Description
 
I worked as a bar supervisor for 10 years in a big company. I used to work late hours and long shifts. I decided to change my career and my life. I wanted a job in the kitchen because I was always passionate about cooking. I had a lot of confidence and lots of training to change my job. I applied for the kitchen chef for a small business and I succeeded. The first week I trained and felt free, I eventually don't work anymore at night and the extra time I have I'm going to spend with my family. Within a month, my shifts get longer and my responsibility becomes that of a manager, even if I earn minimum wage. I did all the jobs there because I had plenty of experience, the owner used me to cover almost every position there. I tried to get involved and try to implement something about the food industry in that place, but I have been put on one side by the owner and they limited my implication in final decisions. After a meeting with my manager, I tried to explain that we should be more involved in the menus and concentrate more on the responsibility of the kitchen, I got no answer. Two weeks later, they asked the kitchen team to provide them with CHRISTMAS menu ideas. After lots of research we come up with an amazing menu that has been completely changed by manager and lead to unhappy employees and a lot of complaints from customers. I am a very positive person so that at that time I was thinking about bad things that they happen for a reason. At that point, I was trying to find a way to improve communication between management and employees and to make them understand that we need a chance to prove that we can do the work. I knew I could do more, but I didn't have sufficient experience to handle with the Management team. After much reflection, I decide that I want to be a manager and I need to learn to become a good one, so I decide to study. I start doing some research and I find that the best way is to go for a course in management and business. Because I work five days a week, I think Trinity Saint David University is the best for me because it gives me a work-life balance and enough flexibility to study and work. I applied online for a place at university and I was the happiest person after passing the interview and offered me a place to study.
 
[bookmark: _Toc53314836]3.2 Feelings
 
I was very disappointed because they focused on themselves and not on the staff, they do not possess human or management skills.
A job should not only provide a pay slip, it should help you develop skills, experiences, knowledge and training that will help you continue your career. The right thing about it, I finally get it and what I need more than experience, and I need more in how a business operates. This academic course will provide a better understanding of how to deal with people and manage a business.
Now I work for the NHS and each day I finish my shift; I feel better because I've done a good thing for patience’s. I am delighted now as a student and part-time worker at one of the largest companies in the UK, the NHS.
 

[bookmark: _Toc53314837]3.3 Evaluation

 
The good thing about working in the kitchen is the good feedback from customers and learning about managing a kitchen that helped me to pass the NHS interview. After two years, I decided it was time to switch jobs and applied for a job in the NHS. I applied to be a hostess in the catering department, you have to apply online on the NHS website. After applying, I started doing a lot of research in the NHS department and the company policy, to learn about how is to work for such a big company and if is anything else I should be aware of. I discovered a lot of difference between the restaurant kitchen and NHS kitchen, for example on normal kitchen, the serving temperature is 81 degrees compared with NHS 63 degrees. My interview was a success and after all the paperwork checks including criminal records, I started my new job.
Due to the bad experience, I had before and I understand that you need more experience to change people's perspective and you need a degree and a lot of education. There are some theories you can use I believe I will study and learn during these three years of university studies. One of this is a Gibbs reflection theory, is by learning from experience, reflect of the past experiences, analyze and next toe if happen you know what you could do better from the beginning.
 


[bookmark: _Toc53314838]3.4 Analysis
I worked for many years in hospitality industry and I always thought about people how open business without too much knowledge about how to run a business. Even with my experience I felt there are some theories could apply on a daily basis to run a business more efficient and for personal life could be applicable. I reached a conclusion the best way is to study; this is the reason I took this course and this Gibbs reflection circle is started to open my eyes. I should do this long time ago instead trying to learn some things from amatory business people. When I started this module I was confused, there was too much information for me, now I started to understand in more details about this Gibbs reflecting cycle theory but I need more practice to be more confident. The structure is very easy to understand.

3.5 Conclusion

What I learned after this experience is that I should do more research before applying for a job, have an agreement about your responsibilities from the beginning and try not to prove you are the best.
Sometimes it's better to talk and make ourselves understandable. Don't get stuck in a job, it makes you feel miserable and if your objective is to grow in a company do something about it.
 
[bookmark: _Toc53314840]3.6 Action Plan
 
I now work for the NHS and one day I want to become a Ward manager. Like my business plan, I am now studying and my objective is to complete the university course I am now studying.
I've always known that I was a very positive person, I know that because I work in a mental health hospital. My plans for the future are to study mental health and assist those people as much as possible.
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STRENGTHS 
 
 
Creative
Team player
Positive attitude
Honest
Reliable 
Flexible
Knowledgeable
 


 
	 
WEAKNESSES 


Public speaking
Computers
Driving
 




	 
OPPORTUNITIES  

Motivating people
Gain experience of dealing with people 
Better career options

	 
THREATS 

Poor management
Limited ability to develop 
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Miss Monica Iftode
71 Pentyla Road, Swansea, SA2 0YN
Telephone: 07479477616
monicaiftode66@yahoo.com



Personal summary
	
A confident, highly resourceful and reliable Bar Supervisor with an in depth understanding of the bar, restaurant and hospitality industry. Possessing the required communication skills and flair needed to attract customers, drive sales and develop a business. Flexible in the ability to adapt to challenges when they arise while remaining aware of professional role and boundaries. Having an approachable, cheerful and friendly personality and a proven ability to ensure that a customer’s experience is always relaxing and enjoyable.
Presently looking to join a company that rewards effort and initiative, whilst at the same time providing plenty of progression and development opportunities to its employees.


Education & training 

2008 and 2011 Novus leisure
· First aid at work
2008 and 2011 DarkStorm Integrated Risk Management
· Health and safety
2008 and 2011 Darkstorm Integrated Risk Management
· Food safety
2008 Symbiotic security 
· Door supervisor
2007 Exquisite bar solution
· Barista training
2005 Mondy's Bartending Academy
· Professional bartending course
1999–2004 Technical University Gheorghe Asachi - Iasi
· Fashion and textiles



Work experience
· Sep12-Present         Peppermint Swansea-Bar supervisor
· Oct 11-Aug12	        Novus leisure-Tiger Tiger Cardiff-Bartender
· Oct 07-Oct 11         Novus Leisure -Zoo Bar London- Bartender
· Sep 08 – Mar 10           Part Time-Door Supervisor

Duties & responsibilities


· The role required me to flexible with my time in order to meet the needs and demands of the organization, highlighting my commitment to the role.
· Bridging communication between the staff and the managers, in order for efficient communication during shifts.
· Training other colleagues on both an EPOS system and a customer focused level within the company.
· Learning company protocol and set-up procedures for being able to prepare for client sales.
· Ensuring customers leave the venue with positive thoughts about the service, and aims to return.
· Monitoring and evaluating client contacts to ensure maximum sales.
· Establishing and checking stock levels on all bars, whilst supervising deliveries and distributing stocks equally in preparation for a shift.
· Verifying regular and accurate count of stocks, to maintain a well-balanced stock control and stock ordering.
· Accurate recording and transfer of stocks using specialized software to calculate stock balances and results.
· Using generic software such as Microsoft Excel and Word to record and calculate simple stock summaries.

References
Available on request
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Dear Sir/Madam

I am contacting you regarding the position hostess you have advertised. I am very much interested in this job as I have a vast amount of experience working in restaurants and bars and feel that I would be the ideal candidate. 

In my last role as a chef at Hoogah restaurant, I was responsible for providing customers with drinks and general bar service and also cook various type of world food, including pizza, pasta and pancakes. 
I thrive in a fast-paced restaurant/bar environment where the customer is always number one and service is the focus. I was put in charge of running of the bar on my assigned shift and know how to ensure that the functions of the bar are carried out legally and smoothly. 

I am an excellent team player who is very organized and flexible. I have successfully held leadership positions in the past as you will see when you review my CV. I have a clear understanding of local regulations and a very good understanding of accounting procedures to ensure that all of the functions of the restaurant and bar are carried out well. I would very much enjoy being your next hostess as I am familiar with your establishment and hold it in high regard. 

I would appreciate the opportunity to discuss my application with you. Please contact me via telephone on 07479477616 or email monicaiftode66@yahoo.com so that we can set up an interview. 
Please find my CV attached
Yours sincerely, 
Monica Iftode
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Application for employment

Applcationfo: Lead Food Sencs Assistant bt 120-£40190620
Closing date: 214062020 Application submitted: 15-40r2020 1531
Applcation ID: 18870424 Applcant. Morca fna fode

Personal details

nsuers gien i his part of h form e 1 hlpte Recrimnt Cenre t manag your applcaon
fyouaveany @fcuty complating i frm lease sk someone e You
e o e T ke s opporunty otk you or apping.

Personal details

Tite Miss
Forename Monica
Middle name(s) luiana
Sumame ffode

Address 71 Pentyia Road
Cockett

City Itown  Abertaue.
County
Country United Kingdom
Postcode SA20YN
Email monicaitodes@yahoo.com
Work telephone
Mobile telephone 07479 477616
Home telephone
UK National Insurance number SL2785338

Relationships

1fyou are related 1o a director, or have a relationship with a director or employee of an appointing organisation, please state the relationship:

Rehabilitation of Offenders Act 1974 (as amendied)

T Rehabitationof Ofders At 1374 helps rehabied x-oflendersback o work b allowig fhem not o decse criminalcomitons afer th rehabilstion period s lspse
and theconvicons become spen. Dunng th rehabiation parod, comicions ae e o s unspent convtonsand st be deckred o emplojers.

T organisatonaims fo promote equsly ofopportuny and is commited 1 resting o applcans equally and ity based o heir sk, experience and ity ot e it o
ihe eie being spied for.

‘Sutabie applants il ot b efused posions bcauce of riminlrecord ot of thr fomation dectarsd,where i s o bearing onth ol or whih you s i)
20 1o ks have b it agans e e you would e expected {0 perfo 53 par o et e

During th rhabiittonperiod you s requied o declarecurent unspent crimisl conisions ocautons (i reprimands an fnal wamings).

Veu e ot egaly requis to provide any ifomation about criminl ofences tht heve becoms spent. Cartsn il fences can b regarded s pent e & speced
rehabiston pene 5 Ouine byt e of Ofencers Ac 1374

Ansuaringyes o th queston below wil ot necesriy b you fom sppoiniment This il depend on te fomtion you provid s the posiion o respplying o

Do you have any UNSPENT convictons 25 outined i the Rehabilation of Offenders Act 19747
s includes any unspent convictions that may have ben issued inany other county, whers it would be an equivalentoffence in England and Wales.

Itsiso inoludes sl unspent convictions or Summary Hearigs tht have been ssued undar milary faw whie sering inthe Armed Forces n the UK or any ather
‘County,whera it would be n equivalentcfence n England and Wiales.

You e not requird t disclose any informtion i elation t convictions tht hve become SPENT. nthese ircumstances you should seleot NO o s question
Please rfer o futherinformation i th ‘Apgication form el - crininl ackgraund”secton before compleing this questin.
No

‘You have two options on how to disclose this information.

‘Apptcaton: 19576424 acancy: 2167008] Pagetori2
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You can discose your record segaratly ogeterwithany siatement detaing your
s cancioh o Sumenay Hearod

A mamberof the recniment team wl ontactyou and i whatsteps you nsed o
{ake 0 submit youe deaisseparasy.

Please provide details of the conviction or Summary Hearing including the date and sentence administered in the space below

Do you have any UNSPENT cautions,reprimands or fnal warings as outined inthe Rehabitaton ofOfinders Act 15742

s includes any unspent cautons, repimands or fnal warings that may have been issued i any other countr, where it would be an equivalent offence i England
anaWales

Italsoincludes allunspent cautionsthat have bee ssued under milftarylaw whle serving n the Armed Forces i the UK or any ather countsy, where twould be an
equivalent offnce in England and Wals.

Youare ot required o discose any information nrelation 0 cautions,reprimands or fina warings tht have become SPENT. In these icumstances you should
SEleatND o' queston

Please rfer o further information in th Appicaion form Hel -crminal baskground section befoe completing tis queston
No

oucan discose your reord segaratly tagetervithany satement detaing your
cauion. eprmand o ol warning

A mamberof th recniment team wil ontactyou and acis whatsteps you nsed o
{ake 0 submit youe deaisseparasy.

Please provide details of the cautions, reprimands or final warnings including the date and senfence administered in the space below

Internallexternal and immigration

Before being given access o the online application form, the applicant was asked the following.

‘Are you currently an employee of Swansea Bay University Health Board ?
Yes

Choose your immigration status
UKJECIEEA Citzen with Right to work n the UK

Please supply details of any permit currently held including number, validity and expiry date

Page20r12 Applcaton: 18570424 Vacancy: 2167008]
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Applcationfo: Lead Food Sencs Assistant bt 120-£40190620
Closing date: 214062020 Application submitted: 15-40r2020 1531
Applcation ID: 18870424 Applcant. Morca fna fode

Application questions

Detas eered n s part o e form il b made aviaie o the shrising panel. Fiease makesur hat you hav red the b descrpon and prson spifcaton before
‘ompleing i applcoton form. and enure 1t your answers cleay and ROREStydemonsiat how your SIS S xparienc a1 FGevant o e st o whichJou S S0

Education & professional qualfications

Al the refevant qualiications. Plesse aiso indicate subjects currently being stucied. Al qusliications disclosed wil be subject o @ satisiactory check. Up.
o 11 qualfications can be entered here.

SubjectiQualification Place of study Grade/Result Year obtained

Baccalaurete Romania A e

Relevant Training Courses Attended

"Please provide detals regaring trining courses thatyou have attended o currently undertaking together with the date completed orfo be completed by.
Up to7 training course can be entered here.

Course title Training provider Duration Year completed
Level 2 Foud Safety and Hygiens for Caterng Vitua College 160y eron013
Food alergy Fsa 160y 018
Fre safety Dark and Stormy 160y 212
Health and saety at work Dark and Storms 10ay 2012
S lcence Simbiot Security Tweek 213

Membership of Professional Bodies

Please provide detailsregarcing any refevant professional registraions or memberships. This inormation will b subjec 0 a satisfactory check

Please indicate your professional registration status
Not required fo his post

Professional body.
I other please provide details below
MembershipiRegistration number
Expiry / renewal date:

NHS Service

Start date of continuous NHS service (f applicable) January 2020
Months since most recent employment ended (if applicable)

Employeriactiviy history

Please record below the details of your full employment fistoy beginning with your current or most rscent fst. Up o 10 previous employments can be
entered here. If required, please provide additional informetion regarding your employment hisory withn the ‘Supporting Information'section

Employer name _ Hoogah Cae, Bar + Kitzhen

‘Apptcaton: 19576424 acancy: 2167008] Pageoriz
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Employer address

Type of business
Reporting to (o ite)
Telephone.
Your job title
Start date.
End date
Grade
Salary
Period of notice:
Reason for leaving (f applicable)

1 always wantec o work n a big company. | belive the NHS ifs the top one and the biggest one. | a0 ook for something fo make you

feel secure.

Brief description of your duties & responsibilties
Set up the Kichen with cooking wensils and equipment
Gook food i a Emely manner
Delegate tasks {0 kichen staft
Inform wait staff about dail spesials
Ensure appeaiing pite presentaton
Supervise Cooks and assistas needed

Sightly modiy recipes o meet customers needs and requests (2. feduse salt, remove dainy)

Monior ood stock and place orders
Chek freshness of food and discard outof-date tems
Experiment with recipes and suggest new ngrederts

Ensure compliance with il healih and safety regulations wittin the kithen area.

Employer name
Employer address
Type of business
Reporting to (o ite)
Telephone.
Your job title
Start date.
End date
Grade
Salary
Period of notice:
Reason for leaving (f applicable)
Brief description of your duties & responsibilties

| worked for tis company in 2 places Bambu Beach and Peppermint Swansea. The telephone number i from Peppermit. My

Job e 130-EAD1S.0420 Job e Lead Food Senvces Assistant

68 Brymymor Road
Swansea
SAT4

Hospitay
General Manager
01782 448731
Cher

January 2017
April 2020

Cher

20000

Nore

Creative Hospitalty Grou
33.35 Uplands Crescent, Uplands, Swansea, Wales, SA2 ONP.
Hospitay

General Manager

01782 455145

Bar Supervisor

‘September 2013

January 2017

Bar superisor

£12000

responsibiity and duies: Responsible for safe and secure handing o bar stocks, il operation and cash Place stock orgers. Taking the
lead in marketing campaigns to drive footfall and revenue. General assistant duies witin he catering, reall and Rospialfy services.
“Tilland counter service Supportng hospialy services and events. Affending weekly tam meetings. Mainaining a high standard of

cleaniiness and hygiene. Maintaining food safety and health and safety to meet legal and company requiremens

Employer name
Employer address

Type of business
Reporting to (o ite)
Telephone

Your job title

Start date.

End date

Grade

Salary

Period of notice:

Reason for leaving (f applicable)
I moved to Swansea from London,

Brief description of your duties & responsibilties

Novus Leisure

‘THIRD FLOOR, CLAREVILLE HOUSE 26-27 OXENDON STREET
LONDON SW1Y 4EL.

Hospitay

Assistant General Manager
0207965 2400

Bar Supervisor

uly 2007

‘September 2013

Bar Supervisor

£17000

Responsibie forsafe and secure handiing of bar stosks, i operation and cash Place stock orders. Taking thelead in marketing
campaigns to drive footfall and revenue. General assistant duties witin the catering, retail and hospitalty servies. Til and counter

Applcaton: 18570424 Vacancy: 2167008]
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senvice Supporting hospialty senvies and events. Atlending weekly team meetings. Maintaining a high standard of ceaniiness and
hygiene. Maintaining food safety and health and safety to meet legal and company requirements

Gaps in employment
1fyou have any gaps within your employment history, please state the reasons for the gaps below.

Supporting information

Supporting nfomston Fiskss ke with an sctersc are mandatory

i ection you need 1o demensite st you havered the pubised person speciictionand b you et th assenal nd (whre refevad) dsiablecriers o this prisr |
ost s has ot beenfl covered i the previs sechons

Fless includeyour ressons forsppying ke the pportndty o KghTght you pariulr flents and stengts, (sha you fee you can persomally ofe - hat 5 e 0 ou -
o sei you sprt o your peers).

Flesse DO NOT inctucepersonal defais r duplte ifomation ey provide aseutere in your ppiston.

Supporting information
am working part time at Cefin Coed Hospital as hostess I am looking for full ime posiion and tisis @ reat opportunity that's wil sy nesds.
andin exchange | wil it befter 2 my background i in hospitalty Industry.

Preferred employment type.

Fulltime

‘Welsh language

Can you speak and understand spoken Welsh? No

Please select the level that best fits your abilty o speak and
understand spoken Welsh:

Can you read Welsh? No
Please select the level that best its your ability to read Welsh:
Can you write in Welsh? No
Please select the level that best its your ability to write in Welsh:

Further questions
The questions inthis section are customised to the post for which you are applyin.

Would you ike yourinteview and or35sessmen o be heldin Welsh?
No

‘Armed forces

‘Are you a member of the Armed Forces community?
No

‘Apptcaton: 19576424 acancy: 2167008] Pagesorz
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Application for:Lead Food Sences Assstant Lobret, 130£A0160820

Closing date: 214012020 Applcstion submitc: 1-4pr2020 1531

Appicatin!: 16570424 Applcant: Monca uiara e
References

References

1100 s succestu_prior o sppcinment we will ake up 36 many references as needed to cover ll acvides,inoluding paiods ofemployment and fullime education
5 you have undertaken over thepastthree yeas. Any offer il b subjec f these bein sifctoy lease nsure hat youprovide ul coniac et foryou Emplyer.ne
anages o1 otrse Ttors o ac ity Febed REwGh s work em s whare pocso o 406 any amnbceceary Jeys.

1 g th lst hree years you have any periods i which you have ot been nadther employment o Fullime duction lesse prvide defals o someone who can provide 3
characierfeence o you o covr is pel Gharcier eliences shoud e proioed by  parson ofsandig i he commundysuch 33 Teacher, Heath Gare Profesions (e
Dotor Physiseran, Regeered Nrse) \oiste of Falon, Foles Ofcer o Soior. Charscrar rferences shaula oy b eed i EXCEPTIONAL Groumsrances o sover
peiods of ame when you have not e I einer empioymentor edicaion

Plesse use the “Add another” bureon below 10 add a5 many referces 36 requied to met the bov requirements. Periods ha eferees cover may overiap but thre should
noe e Gaps aver the pact res year.

Referee's tile Miss
Referee’s first name(s) Angela
Referce's surname  Bettany
Referee's organisation name
Jobtitie Owner
How do they know you? Employer /Line Manager
Address 168 Brynymor Road
Address 2
Address 3
City I Town Swansea.
County s State:
Postcode AT 44)
CountryUnited Kingdom
Telephone no. 01782 449731
Mobile no.
Email address _info@hoogah-swansea.com
Can the referee be approached prior to the interview? No
Period this reference covers from:  January 2017
Period this reference covers to:  Apr 2020

What name will the referee know you by f different from your
current name?

Why has your name changed?

Pagesoriz Applcaton: 18570424 Vacancy: 2167008]
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Applcationfo: Lead Food Sencs Assistant bt 120-£40190620
Closing date: 214912020 Application submitted: 15-40r2020 1531
Applcation I0: 19870424 Applcant. Morca fna fode

Equal opportunities

Equal opportunities

NS orgaisstons raooris e bnsfts of hvig s Gvrse workfrce v thsefors wilcome gsiistions from il secions of e communy. In o o i, under e
proviions of e Equsiny Aek 2010, 8 NS rganatins r requred 1o Gemonstte st 1 (aumant GG ar i 4 ey . ot dscinating gt o
‘Sahantagng anyone bacause of e age. dSabiy, gendar 12355 gnimer s, Mariogsof i PASIp s, regnancy O erdy, a6, (S1n o ble, 50X o
o rataton Trieioe 5 s of QAo KA 125 54 3 10 SEGENS W £ SERY Fr £56% P S0 1 SV ok o £ P0G Uy
scriniaied aainst o dsadvaniaged.

i st o th sppicatonform il b cetachad o your Sppliation forms 3 il ot 5 s 5 it of the Se8cton processnor il 2 s by snyody who =
ey o The miamatn SOl & anf Sed o Moo PUIFGSES A1 SnonSed ot 3 S5551 1 argsh st 1lying e 1o 374 ek o o
indhadusls o 3ppy. areshorsted o andappoIed o ach vacaney. I i wa thy can check that ey ar complye wih e Equaiy Act 2010

“The Equalty Act 2010 protets peopl agint discriminaton on e grounds o

i age and sex
ek e whe e oo, raonsly, st o o o
{0k e o b el 2ok o oy Bl

ek sl oreniaion, be Bl ga, etrosenual and lesian.

The Equalty Act 2010 s prsecs people who ar i o i il parrrstp.

Equality and Diversity Monitoring

Please state your date of birth
2107178

Please indicate your gender
Female

Please indicate the option which best describes your marital statu:
Maried

Please indicate your ethnic origin
WHITE - Any ofher white background

Wrich of the following options best describes how you think of yourself?
Heterosexual or Straight

Please indicate your religion or belief
Christiantty

Disability

The Equalty Act 2010 protects disabled people - including those with long term health condiions, learing disabiies and so called “hidden” disabiltes.
Such ss dystexia, If you tel us tha you have & disabiity we can make ressonable sdjustments to ensure that any selecton processes - including the
interview - are air and equitbie.

‘According to the definition of disabilty do you consider yourself to have  isabilty?
No

Please identify the category which applies to you or other type of disability. People may experience more than one type of impairment, in

‘which case you may indicate more than one. If none of the categories apply, please mark ‘Other.

1fyou have a disability, do you wish to be considered under the Guaranteed Interview Scheme if you meet the minimum criteria as specified in

the Personal Specification?
No

Reszonsb adjustments will b mad avaabla should you bs nited o ntara.

How did vou learm of this vacancy?

Please state where you first saw this post advertised
Friend or work coleague fold me

Declaration

e informston in s sppicstion fom s e an complete. | g1 that s cefbesteomissio, it or miseprsert
s ppistion orsubsequant dimissal 1 ampioyed b e oganEa
o

Iagree to the above declaration Yes.

‘Apptcaton: 19576424 acancy: 2167008] oz
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Next Steps

nceyou submit e formyour appcaon wilba avaiabe  the Employe. However,you il be 3t 1 updat your ‘Personalnformation” shoud anyof yurcontactdealls
i

Al your applaton forms (submited o o canbe viewed under Wy Applcaons” when you ae ogged i

Privacy notice
Applcaton for Lead Food Sences Assitant Jobret: 120-£4010020
Closing dte: 214002020 Appicaton submitd: 12 46r2020 1531
Applcaton ;19570424 Applcant. Verica fans fede

Privacy notice

“This privacy noticeis about how your persanally deniiiable information wil be managed from job appiication trough to sarting work. The information
is neded to hel recrut the best people, perior e necessary employment checks, arrange a contract of employment, get new recruis Stared n
theirworl and fufl egallreguiatory requirements. These are necessary steps prior to being able o establish, continue of vary a confract of
employment

I some special cases your informaion may have been entered witnout your having compieted a job appiication. For example, where students are
being placed from a aining provider (and your information has been received from that raning provider) or where employment chesks need to be
camed out on existing staf.

Dusing recrutment,the recruites consider the information provided on the ob application form and that provided for assessments and ntenvews.

A5 you getfuther through the process, employment checks may need {0 be performed such as identy,riht-o-work (mmigration),criminal records,
professiona registration, qualfcations, references, occupational heatth and oiner checks. More nformation or documentation, such as proof of dentty
‘Gocuments, may be needed from you. Orly the necessary information is shared wih organisations where they assist s wilh hese chacks and ftis
only forthe purpose of performing those checks.

To get a new recntstarted i ther work, inducion raiing and some adrinisiratve requirements are completed. Some information wil b2 requested
from you at that time, such 25 bank detais for your salary paymens and emergency contact detal n case you have an emergency at work. The
information for those who have been recruted s ntered nto the employee management and records keeping systems that are used by the employer.

1£y0u 60 not provide information as needed, ths may hinder or pevent your appiication or employment
Anyinformation you provide about your ethrie orign,refglous beliefs and sexual oientafion s used only for equal apportunies statiscal monftoring
ofthe recrutment process and workiorce. s protested frougho the process, i not isble {0 hose assessing your application or o nifing
managers, and cannot be used in @ way which can identy you. It wil ot affect your application i you choose to not provde this information

1fyou indicate that you can be considered for apreferentil or guaranteed intenview owing {0 a disabilty you have, that information s used only forthe
purposes of amanging ntervews.

1fyou decide that you wish to leave a job appiiation process, you can loginto your appiicant account then withdraw your application. For special
cases (xamples above) you shoud instead contactthe employer.

‘Vourinformtion about your applicaion through t starting work fs automatially deleted from this recruiment management system once it i no longer
regarded as necessary or the purpose for which it was collected. Tris is 398 days afer the date the appication was entered i tis recruftment system
or 198 days after your proposed/aciual startdate, whichever is the greater. This period allows obligations reating o lawful employment practices fo be:
Ul such as satistical eporting and the defending of potental legal laims

“The data controle fortis nformation is Swansea Bay Uriversity Health Board. Tis application tracking system s provided by Civica UK Lid

(ntps v civica.comlen.gblproduct-pages/rac/) s a daa processor. Giviea provide some recrument support senvices and have staf and secure
ata storage located entiely i the UK.

NHS Wales Shared Senvces Partnership (NWSSP)

Recrutment Sevices

Privacy Notce

1. Introduston

NHS Wales is made up of several health organisations that nclude the NHS Wales Shared Senvizes Partnership (NWSSP). They provide many
Services on an All Wales basis. Ths includes Recrutment.

1fyou have any questions regarding ths infomation you must contact the Recruiment Services Departmen on 02820 805353 or email
‘South East Wales  resruiiment serviceSE@uales nhs.uk

‘South West Wales - Central Recrumeni@wales.nis.uk

North Wales - NWSSP Recruiment@wales.nhs Uk

“This leafe has been issued by the Information Goveranze function within NWSSP to assist and faciltate the Resrument process wihin NHS Wales.

2 Yourrights

“This lealet covers your rig's under a new law called the General Data Profection Regulation (GDPR) It mphasises the NWSSP's need to make sure.
that we explain how we use your nformation during the recrument process.

“The information e give you about our use of your information wilbe:

Pagesoriz Applcaton: 18570424 Vacancy: 2167008]
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«Brif,easy o read and easily accessible;
+Writen inclear, plan language; and
+Free of charge.

3. What laws do we use?
“The law determines how we can use your nformation. The laws we follow that allow us to use your informiation are isted below:

+ General Data Protecton Reguistion
+ UK Data Proteston Bill

* Human Rights Act

+Freedom of nformation Act

+ Common Law Duty of Confidence - Coridentialty.
- Compuer Misuse Act

- Audit Commission Act

+Regulaton of Investigatory Powiers Act

The NHS Wales Shared Services Partnership Recruitment Senvices direstorate that adminiser the processes that nvolve Recruitment for NHS Wales,
is the holder and user of your information.

4 What types of personal information do we use for recruitment?
“The information lsted below, that you provide as partof your application form, wil be use for Recruitment purposes. These include:

+ Contact names, addresses, telephone numbers, date of birh;
- Personalinforniaton that nludes gender, race, elhnicty. sexualorentatin, religious befifs (where you have provided this information),
+ edicalinformation ncluding physical heaith or conditon (1 provided),
+ Employment istory,
+References;
Qualfcations;
+Passport / Driving License information;
+ Work permis (uhere applicable);
»Criminal record history (where appicabie)

By submitting your appiicaion to NHS Jobs/Trac, you are giving your consent or elements of your application data 0 be transferred to the NHS
Electronic Staf Record (ESR) and otner secure, inferal NHS Workiorce systems n order o support and manage your recrutment and employment
within your employing orgarisation;fo be used by Recrultment fr purposes of checking your Professional Registation onine (where appiicable).
These processes are i fne with Faif and Lawtul processing n ine wih current Data Protection Legisiation especially those in elation t your personal
or sensiive personal data (sensive personal data s Gefined a5 any declared physical or mental healthconditons, facil r etinc origin,sextal
orentation, rade union membersiip, polical opion, eligious belifs) As an organisaton, we ensure that the legisiation definng confdentaity is
observed such as use ofdata fo specifc, defined purposes, and use of data that s relevant and not excessive whit practicing data sccuracy and
secury of all eld personal dertiable nformation (PI)

1fyou e successfully appointed, by completig the appliction form you authorss the organisation to obiain any previous NHS service detals
inclucing al efectronically held sickness information, va the Inter Authority Transfer process on the national Elecronic Staf Record (ESR).

‘We aiso collect documentation as evidence as part of our mandatory pre-employment chesks, s includes fems such as:
+Passport information;

+Driving lcence nformation;

- Utity b,

*Right o work nformation

“The NWSSP also runs regular reports on performance and actity by NHS Viales Health Boards. Anonymous nformation is also provided for equal
opportunites analysi.

By providing your informaion, you are consenting to NWSSP contacting you to obtan feedback on your experiences of the recruimentjourney.
5. What s the purpose of pocessing information?

45 an applicant for a job witnin NHS Wales, we wil only use your information for Recruitment purposes and fo conduct pre-employment checks for
‘Safe Recrument, an {0 reuse those checks for spesdy recruiment and fo save cosis should you apply for b within NHS Wales n th future.

‘Wnere we askfor your consent (permission), any refusal may resul in withdraiwalofthe post offer cue o various standards and th legisiation that
NHS Wales must achere to at all fmes.

‘We will iso use your information without permision only where i i Jusified by aw. These may include allegatons offraud, where an applicant has
lied on their application form of where someone has provided faise documentation or qualficatons.

6. Sharing your information
“Tnere e reasons why we share information forrecruitment purposes.

“Tris is nommaly for the applicaionirecrument pocesthat includes:

- Administraton o the NHS Jobs/Trac/CaptalElectronic Staff Record (ESR) and Gohrt Occupatonal Health systems;

+ Shortising potential appicans,
* Intenviewing all shortsted appitcants;
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+Performing Pre-Employment Chesks (PEC checs); and
- Appointing successul appicars tothe role applied or

Under the law, your information is shared only with those recrufing managers hat are responsib fo the resruitment process 0 a vacant post within
their degartment. This s 5o tha only the appropriate people work {ogeher {0 recrul taf for the beneft o you and the NHS.

Itis important o note that anyone recelving information about you s under a legal dufy to keep tconfidentil.
‘We only request, use and share the minimum information necessary.

‘We will never sell yourinformation and we will ot share it without the appropriatefegal authory.

7. Securiy ofyour Informtion
“The NWSSP takes responsibilty to ook afte your personal nformation very serously. Ths is regardiess of whether i elecronic or i paper form.
‘We also employ someone who i responsibl for managing information and it confidentilty o ensure:

+Your nformation is protected; and
Inform you how it wilbe used.

Al taff are required o undertake training on a reguiar basis. Comprehensiv training is required o help profect he information that as been given to
the NWSSP. The training makes sur that all staffworking in the NH are aware of thei responsibiltes about the hanciing of your information
regardless of the depariment that hey workin

8 What are you enited o7

“The NWSSP will make sure thatyou are abe fo have access o you information. This s 50 that you know what we hol.

Vou have the rgnt:

*To know about detais o how your informaion i used; and
+Have copies of your nformation

1fyou want to know more please contact the NWSSP Information Govemance Manager fo further inormation about your fights of access.

The NWSSP ties to ansiwer all requests fo access to nformaion s quicky as possible. The organisation s obiged fo provide  response fo your
request wilin a month of receiving . but this can be extended if he request s compex and extensive

These rghts relate onlyto your own inormation. You can request o see another persor's information, f one of the following apples:
+ Parentfiegal guardian of a chil too young to exercise oun legal ights

+Vihers someone (with mental capaity) has authorsed the indvidual {0 operate on thei behalf

+Under the terms of the Mental Capacty Act

“The NWSSP will look at your request o make sure that the information requested is personal nformation. Mostofth time, it wil be clear that the.
information s personal butthe NWWSSP il contact you s notclear.

Do I have o pay afee?
I most cases, the information wil be provides free
However, we couid ask for  small ee. Thisis wher the request islarge o repeated.

“This will be based on the cost of providing . Ifyou wish to find out more about fees for informaon, then please contact the NWSSP Information
Goverance Manager.

How wil information be provided?
“The information will be provided i a format that can be used on another system easy i s electonic (Le. Microsoft Word or Excel) Otherwise, it il
be supplied on paper.

9. Pemission (consent)

For the use of your personal nformaion to be lawu, the NWSSP may ask for pemission fom you. Ths s not necessary i the use s or a lawiul
basis under curtent reguiation such as for Recrument purposes.

‘Any permission (consent) tha s colicted fom you sfould have been given freely and you have not been pressured 0 6o so. This should have been
‘Gone clearly and you are aware of what the use of your information means.

Informing you and obtaining your consent.
1fyour permission i asked for, you wilbe provided wih information regarding this by use of this Privacy Notice. This wil explain what you are being
asked {0 gve permission for. The NVYSSP il have to prove tht t gave you nformation and that you were fully aware of what you were giving
permission for

1fpermission s requested, you could provide ths in several ways that nclude by witng icking a box on  web page, by choosing options in a mobile
Phone app, or by any oiher acton that shows your acceptance of the use of your nformation.
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10, What about stopping use?

When a reuest for stopping use is received, the NWSSP wil st store information but will ot use t anymore
Any changes that nclude the stopping of the use of your information will be tod o you a he time.

However, any withdrawn or unsuscessful job applications or applications that dd not complete pre-employment checks wil be retained for 13 months.
and destroyed afer s ime.

11. Automated decision taking
The NWSSP also provides safeguards against isks that involve processes that nclude automated decision-maling.

“This apples to you when

*Itis an automate process; and

+There s a legal efect on decision made with your nformaton

The Recruitment Services department may take a small number of automated desisions with your nformation but there fs mostly Some human
involvement ntis.

However, the NWSSP wil ake seps to ety how many automated decisions it makes and whether these are accepiable

The NWSSP il ensure that any automated profing s fai and lawfl. The NWSSP wil use correst pocedures, o include reducing errors and where
Gata s ot sccurae.

Sucesstl appicants
It your appication s successu,your daa s downioaded into the Electronc Staf Resord (ESR) ystem

The ESR system also ntertaces wit ofrer systems sueh asthe Nursing and Midvfery Council(NMC) Regiser an the Discosure and Baring
Service (DBS) Update Senvice and he Conort Gezupatonal Heath System

2. What bout rights to correct o deete naccurate informtion?

You are et request that the NWSSP corect any mistakes n your information

T NWSSP must ensure tha proven naccurate o ncompete informaion s efther erased or corected.

Keeping your informaton

‘We will ony store information fo as long as necessary. Records are sored in e with Records Management Code of Practie for Health & Social
(Gare's retention and disposal schedue. This determines the minimum fength of e records shald be kegt.

These include (or example)

Personnel les 6 years afier eaving senice.
Annual Leave Records-— 2 years

Making a complaint
1£you wish to make a complaint about any issuss you have experienced regarding your information, then please contact

Tim Kaifton

Information Govermance Manager

02820 902272

tim niton@wales s uk

17you e st unsatishied folowing your complant and tis remains unvesalved, you have the right to make a complain o the:
Information Commissioner's Offce,

2nd Fioor,

Ghurchil House,

17 Churshil Way,

Cardif, CF10 2HH

Email wales@io gsi gov.ukc
‘Website: wwico.0rg UKk

Further information
For more information elating o tis leafletor questions on the content of tis nformation, lease contact Recruitment Senvces

Telephone: 02920 805353

Website: it inuav employmentsenvices wales. s uidrecrutment.
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Upon submission of an appiiation form for an NHS England vacancy, a cookie may be shared with NHS England & Improvement (ihe data controller)
and the partners to measure the efectiveness ofrecrufment campaigns. This is used for analycs only and you cannot be direct identfied rom tis

type of cookie

To make an enquiry,  request or your personal information held as partoftis process,or o arrange for any misakes fo be corrected, you may
contact eiher the team who are handling your applicaton or the Data Protection Offcer (sbu dataprotectonaffcer@wales.ns.u). I you agree, we wil
yto deal with your request nformaly, fo example by providing you with the spesifc information you need over the telephone.

1fyou have a complaint please contact us o that we can investigate. I you believe that the processing of your nformation s i breach of the General
Data Protection Regulaion then you also have the right 0 lodge a complaint with the GDPR supervisory authorty inthe EU Member State of your
Pabiual residence, pace of work or of the aleged infingement.

Paget2er12 Applcaton: 18570424 Vacancy: 2167008]




image1.jpeg
PRIFYSGOL CYMRU ———
S Y Drindod Dewi Sant
UNIVERSITY OF WALES

Trinity Saint David





