
Date: As Postmark

Dear Applicant

MODERN APPRENTICE – TECHNICAL SERVICES BUSINESS ADMINISTRATION

Thank you for your enquiry about the above vacancy.

I have pleasure in enclosing the following documents:

 Application Form
 Equal Opportunities Monitoring Form
 Job Profile
 Information on employment
 Background note

The starting salary for this post will be £8500.00 per annum.

Please note that the closing date for returning applications is noon on Monday 1st July
2019.

CV’s will not be accepted. However, please feel free to add additional pages to the
application form if you wish to provide additional information.

Completed applications should be returned clearly marked “Confidential – for the attention
of the HR Director.”

We will only acknowledge receipt of applications if specifically requested to do so.

Thank you for your interest in a Modern Apprenticeship with Fyne Homes and I look
forward to hearing from you.

Yours sincerely

Lyn Haemmerle

Lyn Haemmerle
Human Resources Director



Modern Apprenticeship

Choose the door to a world of opportunity

Right here on your doorstep

A chance to make a difference

How often have you wondered whether going to College or University full time just
now is really for you?

Have you found yourself wondering “Would I be better trying to get a job and some
work experience?” or “Do I have to move away from Bute to find work”?

Now you can take action and do something about it! You can apply for a Modern
Apprenticeship with Fyne Homes and try your hand at building a career in Business
Administration within our Technical Services team.

Get on the job work experience and have Fyne Homes help you to gain experience
in a live housing maintenance environment while working towards a qualification in
Business Administration.

Join the world of work

As your employer, our mission is to provide you with the skills and opportunity to
achieve a qualification and gain experience in in administration for the
maintenance and repairs services for the community on Bute.

This Modern Apprenticeship gives you the skills in a range of areas such as solving
business problems, storing and retrieving information, evaluating customer service,
developing relationships with colleagues and various specialist administrative
functions.

We look forward to helping you be a part of this.



Practical in house training will be provided

 You will undertake meaningful work with our Technical Services Administration
team that will contribute towards your formal qualification

 You will be coached on an individual basis

About Fyne Homes

Fyne Homes is what is known as a Housing Association also known as a registered
social landlord (RSL). We have an active ‘wider role’ within the community delivering
social care, health, employment, financial inclusion, and many other benefits for the
community we serve. We are a not-for-profit organisation.

One quarter of all Scottish homes are owned and managed by a social landlord.

Fyne Homes owns and manages over 1500 homes in Bute, Cowal, Mid-Argyll and
Kintyre. We also provide factoring services to around 400 homes as a registered
property factor. We also have an active capital development programme and are
building a number of new homes in communities across Argyll and Bute, including
Tignabruich and recently Dunoon.

We consider ourselves to be an excellent employer and are keen to provide an
opportunity through a modern apprenticeship for a young person, following the
successes of earlier Modern Apprentices in Housing Services and Technical Services.

In 2019 we want a Modern Apprentice to train with us to begin a career within our
Technical Services Administration team and achieve a nationally recognised
qualification business Administration.

Formal Course Detail

The Business Administration at SCQF Level 5 path offers the following;

Course Objectives

 support the development of a highly skilled Business Administration workforce
in Scotland

 equip individuals with the skills, knowledge and experience needed to
provide excellent Business Administration across a wide range of sectors and
job roles

 provide a flexible entry route into a career in Business Administration
 increase the supply of people with high levels of Business Administration skills

to address the skills gaps and shortages found in organisations
 provide apprentices with an opportunity to raise their skill levels and develop

the skills, knowledge and experience they need to progress to higher level job
roles with additional responsibilities

 give apprentices the opportunity to develop their core skills in
communication, numeracy, ICT, working with others



Course Content

Mandatory outcomes

SVQ
One of the following must be achieved:
 SVQ in Business and Administration at SCQF Level 5 GL9F 45 (City & Guilds)
 SVQ in Business and Administration at SCQF Level 5 GK6X 22 (SQA)
 SVQ in Business and Administration at SCQF Level 5 GL11 22 (Pearson

All Scottish Modern Apprenticeships contain a relevant Scottish Vocational
Qualifications (SVQs) or Competency Based Qualifications (CBQs). SVQs and CBQs
are work-based qualifications based on National Occupational Standards of
competence drawn up by representatives from each industry sector. They are
made up of units – normally between six and ten – which break a job down into
separate functions reflecting the different kind of activities of a job. SVQs and CBQs
are available at a range of levels – although most are at SCQF Levels 5, 6 and 7
(SVQ Level 2 and 3). When you have achieved an SVQ or CBQ, it is a guarantee
that you have the skills and knowledge needed to do your job.

Core Skills

 Communication SCQF Level 4
 Working With Others SCQF Level 4
 Problem Solving SCQF Level 4
 Information and Communication
 Technology SCQF Level 4
 Numeracy SCQF Level 4

The Communication, Working with Others and Problem Solving Core Skills are fully
embedded within the Business and Administration SVQ at SCQF Level 5 core units
and do not require separate certification. The Information and Communication
Technology and Numeracy Core Skills must be separately assessed and certificated.

Enhancements

At least one separately certificated outcome chosen from the list provided by the
Skills CFA. The Enhancement may include:
 Another optional unit from the SVQ at SCQF level 5 or 6 in Business and

Administration
 A unit from the Accounting, Customer Service, Finance and IT User SVQs or

Competence based qualifications at SCQF Level 5 or above
 A unit from any other relevant SVQ at SCQF Level 5 or above agreed in

writing by the Training Provider and the Skills CFA
 One core skill at higher level than specified in the framework
 Relevant Skills CFA short courses at a suitable level with a minimum of 10

Guided Learning Hours (GLH)
 A unit from PC Passport, basic or advanced ECDL or part ECDL (three or more

modules of ECDL)

Employer-devised training programmes (endorsed by Skills CFA).



Who is the course for?

 For anyone who is considering a career in business administration or housing
 Anyone wishing to explore a practical career to enhance their personal skills

and experience

What’s in it for me?

 Completion of the course will improve your career prospects as you learn
practical information and gain a relevant qualification.

 Fyne Homes’ organisational benefits are considerable and include, a
generous salary and benefits, such as, 40 days holiday per year

 Improved quality of skills through better trained and qualified staff
 Enhanced skills that are nationally recognised

Find out more….

If you are interested in finding out more look out for our advert

 On the Fyne Homes website

http://www.fynehomes.org.uk/

 On the Skills Development Scotland site

https://www.apprenticeships.scot/become-an-apprentice/

More questions? If you have any further questions feel free to come in to
the offices at Fyne Homes, 81 Victoria Street Rothesay PA20 0AP.
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JOB PROFILE

Job Title: Modern Apprentice – Technical Services Administration

Department: Technical Services

Salary: Starting from £8,500.00pa

Responsible to: Technical Services Administration Manager

Job Purpose

The apprentice will work under supervision to provide administration of the repairs and
maintenance service for our tenants and factored owners. You will work as part of a team
delivering professional, high quality and responsive, customer focussed services, whilst
undertaking training and development to achieve a Business Administration Modern
Apprenticeship SCQF Level 5.

Main Areas of Responsibility

 Provision of an efficient and effective administrative support to the Technical
Services Department

 Taking and processing tenant and factored owners repairs
 Instructing works to contractors and in-house operatives
 Processing invoices and in-house operative time sheets
 Use of Microsoft Office products and other bespoke software
 Undertake the Business Administration Modern Apprenticeship SCQF Level 5

training and assessments
 Dealing with resident repair enquiries either face to face, by telephone or by e-mail
 Recording and processing repair receipts, notifications, works orders, invoices and

defects
 Correctly diagnosing faults, deciding the timescale for the job and allocating to the

correct budget
 Providing administrative support to the Technical Services Director and all

Technical Services staff to include typing of correspondence, reports, maintaining
databases, taking minutes, etc.

 Carry out filing and photocopying as and when required
 Undertake any other duties, and relevant training, which may be allocated as and

required
Person specification:

Knowledge & Experience
 Ideally you will have knowledge and experience of using Microsoft office software.
 Some previous work experience would be an advantage.
 Good numeracy skills
 Good understanding of duties related to working as part of a team
 An understanding of the purpose of Fyne Homes

Customer Care
 Willing to deal with a variety of customers in a manner which meets the Fyne
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Home’s Values and Behavioural standards as follows;
 Teamwork
 Takes Ownership
 Communication
 Customer Service
 Adaptation to Change

Health & Safety
 Able to cope with the demands of the job and attend regularly and punctually.
 Willing to undertake Health & Safety training relevant to the post and as part of the

SVQ

Equality & Dignity at Work
 Treat colleagues and customers with dignity and respect

Communication
 Be able to follow and comply with instructions and procedures when dealing with

sensitive and confidential information in order to comply with the Data Protection
Act

 Have good written and verbal communication skills.

Flexibility
 Willingness to be involved in team tasks and adapt to change

Achievement of Results
 Willing to commit to meeting agreed timescales and targets in relation to the

Business Administration Modern Apprenticeship SCQF Level 5
 Willing to accept feedback and use this to improve performance

Quality
 Ability to produce a consistent, high quality standard of work
 Attention to detail and accuracy

Team Working
 Able to work effectively as part of a team
 Be able to follow instructions given by members of staff / team leaders and

managers

Decision Making & Problem Solving
 Demonstrates initiative and knows when to seek assistance/guidance

Additional requirements
Prepared to devote the time and attention required to learn on the job and via the training
provider for the Business Administration Modern Apprenticeship SCQF Level 5. Plus
engage in any other relevant training deemed necessary to meet the requirements of Fyne
Homes.
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CRITERIA ESSENTIAL DESIRABLE HOW TO TEST?

EDUCATION

Satisfactory general education or equivalent
experience

Awareness of the social housing sector of
housing practice & procedures,

Application & evidence
of certificates

Good written and numeracy skills, tidily
presented/laid out and grammatically correct

EXPERIENCE

Able to engage with customers including
vulnerable and hard to reach groups

Evidence of working with sensitive data and
confidential information

Application and
interview

Ability to prioritise work load and make
decisions within remit

Experience of working to deadlines

Some experience of working with customers
either face to face or on telephone

Customer facing role in service industry e.g.
shop / cafe

Basic computer literacy and experience of
standard Microsoft packages

KNOWLEDGE

Ability and willingness to undertake training
and update skills where necessary

Clean current driving licence – or interest in
pursuing

Can demonstrate an aptitude and interest in
training and a commitment to the Modern
Apprenticeship scheme

Undertaken voluntary or developmental
projects e.g. work experience or similar

Friendly and polite demeanour – able to
communicate and build rapport with
colleagues and customers

Evidence of successful team-working and
building positive relationships

SKILLS & ABILITIES
INTERPERSONAL
& SOCIAL SKILLS

Able to engage with customers including
vulnerable and hard to reach groups

Understanding of the need for confidentiality
and working with sensitive data information



GUIDANCE NOTES FOR APPLICANTS

Please read these notes carefully - they are to help you make the best of your application

1. The form should be completed in black ink or black ballpoint pen or typed for
photocopying purposes.

2. Please do not send in your Curriculum Vitae.

3. One of your referees should be your present or most recent employer. If you have not
been employed or have been out of employment for a long time, you may wish to give
the name of someone who knows you sufficiently well to confirm the information you
have given and to comment on your ability to do the job for example your teacher or
college tutor. Please note that referees will not be contacted prior to interview.

4. The enclosed Person Specification/Personal Profile lists the minimum essential
requirements for this post. When short listing for interview, the selection panel will only
consider the information contained in your application form and assess this against the
Person Specification / Personal Profile.

5. It is not the responsibility of the Selection Panel to make assumptions about the nature
of the work you have done or your experience from a list of job titles. It is therefore
important that you use the space provided to detail your experience and skills. Neither is
it enough for you just to state that you meet the requirements; you must demonstrate this
to the panel by using examples. Work, paid or voluntary, is not the only means of
showing that you meet the requirements of the post. Life experience and skills are just as
valid, so long as you are able to demonstrate this.

6. If you are short listed for interview, the Selection Panel will wish to discuss the areas
covered in the Person Specification / Personal Profile in more detail. In particular, the
Panel will assess your commitment to and understanding of Diversity & Equal
Opportunities.

7. If you are related to any members of staff, committee members, consultants, contractors
or suppliers to the organisation - this should be shown clearly on the relevant part of the
form. This will not necessarily be detrimental to your application.
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IN CONFIDENCE

PLEASE COMPLETE ALL SECTIONS
CV will not be accepted.

The information that you supply in this application form will enable the interview panel to decide
whether to invite you to an interview. The panel use a scoring system to assess applications so
whilst all sections may not be relevant to you personally, you should complete the form as fully and
as accurately as possible to enable your application to be given full consideration. Any sections not
completed cannot be scored.

The information provided within your application form will be processed in accordance with the
Data Protection Act 1998. Please note that the first three pages and The Equal Opportunities
monitoring form will not be shown to the shortlisting panel. The Equal Opportunities monitoring
form will be removed for monitoring purposes before shortlisting by an administrator (non-panel
member) and will not affect the consideration of your application.

Post Applied For: MODERN APPRENTICE – TECHNICAL SERVICES ADMINISTRATION
Closing date for receipt of applications is: Noon Monday 1st July 2019

Applications received after this time will NOT be considered

Personal Information

Title: Surname: First Name:

Address for Correspondence:

Postcode:

Private Telephone Number: Mobile Number:

E-mail Address:

Your Daytime Telephone Number (on which a message may be left):

Assistance for people with disabilities
We are committed to being an Equal Opportunities Employer and do not discriminate in any way.

If you consider yourself to have a disability, are there any arrangements that we can make to
assist/adapt, for you, if you are called to interview? Please give details below.

For Office use
only:
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Referees
Please give details of two referees. They should be qualified to comment on your ability and
experience for this appointment and should include a referee from your current or most recent
employer. We do not accept references from family members.

Referees will not be approached prior to a conditional offer being accepted.

Name:

Job title:

Company:

Address:

Postcode:

Email:

Tel No:

Name:

Job title:

Company:

Address:

Postcode:

Email:

Tel No:

Asylum & Immigration Act 2006
The Immigration, Asylum and Nationality Act 2006 makes it an offence to employ anyone who is
not entitled to live or work in the EU. All applicants selected for interview will be required to provide
evidence that they are entitled to live and work in the EU. Appropriate documentation may include
the original of your current passport, visa, birth certificate or any other document [or combination of
documents] indicated by the Act.

Do you currently have the right to work and live in the EU? YES / NO (please delete as
appropriate)

Relationship to Staff Members
If you are related to any employee of Fyne Homes or anyone who has been employed as a staff
member or has been engaged as a supplier, consultant or contractor in the last 12 months,
please provide details:

Relationship to Committee Members
If you are related to a Committee member of Fyne Homes or anyone who has been a Committee
member in the last 12 months, please provide details:
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Canvassing
Canvassing directly or indirectly in connection with the appointment shall disqualify your
application. If discovered after appointment you will be liable to dismissal.

Confirmation of Qualifications
If selected for interview you will be required to bring with you the original certificate(s) of all
qualifications referred to in this application. This extends to membership of professional bodies.

Declaration
I am aware that the data will be processed in accordance with the Data Protection Act 1998 and
have read and understood the How We Use Your Personal Information document enclosed in the
application pack. I understand that the data will be stored confidentially whilst the application is
processed and both electronic and paper records will be deleted / shredded within 12 months if the
application is not successful.

I consent to the data collected on this form being used for the purposes of recruitment and
selection.

I have read this application form fully and I declare that the information I have given in support of
my application is, to the best of my knowledge and belief, true and complete. I understand that if it
is subsequently discovered that any statement is false or misleading, or that I have withheld any
relevant information my application may be disqualified or, if I have already been appointed, I may
be dismissed without notice.

Signed: Date: __________________
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Post Applied For: MODERN APPRENTICE – TECHNICAL SERVICES ADMINISTRATION

Secondary Education (please list subjects passed)
SCQF Level 5 e.g. National
Award or equivalent

Grade SCQF Level 6
e.g. Higher Grade

or Equivalent

Grade

Further Education
University or Further

Education Establishment
Course(s) &

Subjects Studied
SCQF Level 8/+

e.g. Degrees, Diplomas,
Certificates or Equivalent

Obtained

Professional Qualifications
Name of Awarding Body Qualifications Obtained, Membership of Professional

Institution etc

For Office use
only:
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Training Courses
(Please give details of any relevant short courses or training undertaken)

Course(s) Undertaken Provider(s)

Computer Skills (please detail your experience)

.

Driving Licence

Do you possess a full current driving licence? YES/NO (please delete as appropriate)

Do you have access to a car for work purposes? YES/NO (please delete as appropriate)

Are you insured for Business purposes? YES/NO (please delete as appropriate)
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Present or Most Recent Employment
Name & Address of

Employer
Date
From:

Date
To:

Position Held:

Salary and other
benefits/payments
Notice Required:

Reason For Leaving:

Nature of Post (please describe your main duties):
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Employment History (list in order with most recent post first)
Name & Address of

Previous Employer(s)
From

Month/Year
To

Month/Year
Position Held, Main Duties and Reason

for Leaving

Please continue on a separate sheet if necessary.
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Employment with Fyne Homes
Fyne Homes wishes to compare your experience, skills and knowledge with its requirements. You
should therefore, try to show in the following part of the form how you satisfy these. This does not
have to be from paid work, but can be from other experience. The Selection Panel may consider
candidates who do not meet all the requirements, therefore please complete all sections as fully as
possible to enable the panel to score your skills, experience and knowledge appropriately. Please
continue on a separate sheet if necessary.

What does great
customer service mean
to you?

Give an example of
where you gave or
received it.

We like people who
improve things – and
leave them better than
when they found them.
Tell us about a situation
where you changed
something for the better

Tell us about a tricky or
uncomfortable situation
that you have found
yourself in. What was it
and what did you do?

What do you enjoy
doing when you’re not
at school or at work?

Tell us why we should
offer you an
Apprenticeship with
Fyne Homes.
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Describe a task or
project you have been
involved with, where
you’ve had to work as
part of a team.

Additional Information
Please provide any relevant information not covered elsewhere on this form, which may include
other activities e.g. voluntary work, major achievements, projects to date and indicate how this
will enable you to contribute to this post. Please continue on a separate sheet if necessary.
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Advertisement Source

Where did you see this post advertised? ___________________________________

When completed this form can be returned by e-mail marked ‘Private & Confidential, FAO
HR Director’ to postmaster@fynehomes.co.uk.

Or by post to:

Private & Confidential
HR Director
Fyne Homes

81 Victoria Street
Rothesay

Isle of Bute
PA20 0AP

(Please affix the required postage for weight/size of envelope if returning by post)

(If returning the application form by e-mail, please note that there is no need to also post a hard
copy. If shortlisted you will be asked to sign your application form at interview.)

Please note that the closing date/time for receipt of applications is:
Noon Monday 1st July 2019
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FYNE HOMES

HOW WE USE YOUR PERSONAL INFORMATION

We, Fyne Homes, are the controller of the personal information that we hold about
you. This means that we are legally responsible for how we hold and use personal
information about you. It also means that we are required to comply with data
protection laws when holding and using your personal information. This includes
providing you with the details contained within this statement of how we hold and use
your personal information, who we may share it with and your rights in relation to
your personal information.

We have appointed a Data Protection Officer (DPO), Daradjeet Jagpal, who ensures
that we comply with data protection laws. If you have any questions about this
statement or how we hold or use your personal information, please contact the DPO
by: e-mail at fynedpo@infolawsolutions.co.uk; telephone on 07848 171 635; or
writing to: The Data Protection Officer, 81 Victoria Street, Rothesay, Isle of Bute,
PA20 0AP.

You can also contact us by: e-mail at postmaster@fynehomes.co.uk; telephone on
0345 607 7117; or writing to: Fyne Homes, 81 Victoria Street, Rothesay, Isle of Bute,
PA20 0AP.

Your attention is particularly drawn to section 3 of this statement, which confirms that
you consent to your personal information and sensitive personal information being
held and used by us as described in section 2 of this statement.

1. What personal information do we hold and use about you?

While we anonymise applications for employment prior to assessment, we may need
to hold and use the personal information that you provide to us as part of your
application and / or other personal information that we may obtain about you from
you (for example, during an interview) and from third parties (including referees).
This includes your:

 name;
 contact information;
 age;
 gender;
 identification documentation, such as your passport and / or driving licence;
 employment history and experience, including job titles, duties, salaries and skills

gained;
 education, qualifications, training courses completed and professional

memberships held (including copies of certificates);
 responses to questions in the application form which allow us to compare your

experience, skills and knowledge with our requirements;
 relationship (if any) to our staff, Committee members, suppliers, consultants or

contractors;
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 hobbies and interests;
 referees’ names, contact details and job titles;
 nationality and immigration status and right to work in the UK (including relevant

supporting documentation);
 sensitive personal information about your racial or ethnic origin, sexual

orientation, your physical and / or mental health, religious or other similar beliefs
and / or political opinions (where you choose to share this with us as part of your
application); and

 criminal records information, including Disclosure Scotland and / or Protecting
Vulnerable Groups scheme checks (if relevant to the position that you are
applying for).

The law requires you to provide certain of the above personal information to allow us
to verify your right to work in the UK and to assess your suitability for the position
applied for. If you do not provide us with this personal information, we may not be
able to process your application successfully and / or take it further.

2. Why do we hold and use this personal information about you?

We hold and use this personal information to:

 carry out the recruitment process and assess your application for employment;
 verify the qualifications information provided by you;
 verify the criminal records information provided by you;
 carry out right to work and other statutory background checks;
 shortlist for and arrange an interview with you (if applicable);
 comply with legal requirements when arranging an interview with you (if

applicable);
 comply with our equal opportunity monitoring obligations;
 communicate with and inform you of the outcome of the recruitment process;
 obtain references about you from your referees (if applicable); and
 protect and defend our legal rights in the case of a dispute between us.

3. What is our legal basis for holding and using your personal information?

Data protection laws require us to have a legal reason for holding and using your
personal information. Our legal reasons for holding and using your personal
information include:

 complying with the laws that apply to us, such as to check your eligibility to work
in the UK and to make appropriate adjustments to comply with disability
discrimination and accessibility laws when arranging an interview with you (if
applicable);

 taking steps to enter into an employment contract with you, if your application is
successful; and

 protecting our legitimate interests – in the highly unlikely event that we do not
have another legal reason, we may have a legitimate interest in handling and
using your personal information. In those circumstances, we will always consider
your legitimate interests in the protection of your personal information, and will
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balance those against our own legitimate interests in handling and using your
personal information for the purposes described in section 2 of this statement.

In very limited circumstances, we may rely on your consent as the legal reason. By
providing us with your personal information and sensitive personal information
(including your racial or ethnic origin, sexual orientation, your physical and / or
mental health, religious or other similar beliefs and / or political opinions) and the
personal information and sensitive personal information of other individuals
(including your referees), you:

• consent to it being used by us as described in section 2 of this statement; and
• confirm that you have informed the other individuals if they are of 12 years old

and above of the content of this statement and they have provided their consent
to their personal information and sensitive personal information being used by us
as described in section 2 of this statement.

You and the individuals have the right to withdraw your consent to us holding and
using your and their personal information and sensitive personal information by
contacting us. Once you / they have withdrawn your / their consent, we will no
longer use your / their personal information and sensitive personal information for the
purpose(s) set out in section 2 of this statement, which you originally agreed to,
unless we have another legal reason for doing so.

4. Who do we share your personal information with?

We may share your personal information with the following organisations for the
purposes described in section 2 of this statement:

• our consultants, advisers and IT service providers;
• our solicitors;
• your referees; and
• Disclosure Scotland.

5. How long do we keep your personal information?

We keep the personal information that we obtain about you during the recruitment
process for no longer than we need to meet any legal, accounting, reporting or
regulatory requirements.

We keep recruitment information (including interview notes) for 12 months after the
recruitment process has been completed. We will only keep recruitment information
for longer than this if your application for employment is successful (we will only keep
the recruitment information that is relevant to your employment).

We may also retain your personal information if you indicate to us that you wish us to
do so in case a further similar opportunity arises in the future.

More information is contained in our data retention policy, which is available by
contacting our DPO.
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6. What rights do you have in relation to your personal information that we
hold and use?

It is important that the personal information that we hold about you is accurate and
current. Please keep us informed of any changes. Under certain circumstances, the
law gives you the right to request:

• A copy of your personal information and to check that we are holding and using it
in accordance with legal requirements.

• Correction of any incomplete or inaccurate personal information that we hold
about you.

• Deletion of your personal information where there is no good reason for us
continuing to hold and use it. You also have the right to ask us to do this where
you object to us holding and using your personal information (details below).

• Temporarily suspend the use of your personal information, for example, if you
want us to check that it is correct or the reason for processing it or to stop us from
using your personal information altogether if we have committed a breach of data
protection laws.

• The transfer of your personal information to another organisation, for example,
the transfer of your training record to a future employer.

You can also object to us holding and using your personal information where our
legal reason is a legitimate interest (either our legitimate interests or those of a third
party).

Please contact our DPO if you wish to make any of the above requests. When you
make a request, we may ask you for specific information to help us confirm your
identity for security reasons. You will not need to pay a fee when you make any of
the above requests, but we may charge a reasonable fee or refuse to comply if your
request for access is clearly unfounded or excessive.

7. Feedback and complaints

We welcome your feedback on how we hold and use your personal information, and
this can be sent to our DPO.

You have the right to make a complaint to the Information Commissioner, the UK
regulator for data protection, about how we hold and use your personal information.
The ICO’s contact details are as follows:

Telephone: 0303 123 1113 Website: https://ico.org.uk/concerns/

If you would like to receive this statement in alternative format, for example, audio,
large print or braille, please contact us.

8. Updates to this statement

We may update this statement at any time, and we will provide you with an updated
version when required to do so by law.
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Last updated: May 2018
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EQUAL OPPORTUNITIES MONITORING FORM

Fyne Homes is committed to equal opportunities in employment, regardless of race, colour, nationality (including
citizenship), ethnic or national origins, religion, social background, disability, marital status, gender, age or sexual
orientation.

We would therefore ask you to please complete the following questionnaire to help us ensure that we are reaching
all sections of the community, and to check the effectiveness of our recruitment practices.

All information will be treated in the strictest confidence, in line with requirement of Data Protection Act 1998, and
will not affect your application.

Post Applied For: Technical Services Administration Modern Apprentice Location: Rothesay

Gender:  Female  Male

Disability: Do you consider yourself to have a disability/special needs?  Yes  No

If yes, please describe your disability/special needs (e.g. visual, speech, hearing). This will help us to facilitate your
needs/requirements.

__________________________________________________________________

Please indicate any individual special requirements/equipment

__________________________________________________________________

Ethnic Origin: Please choose ONE section from A to E, then tick the appropriate box to indicate your
cultural background.

A White  B Mixed  C Asian or Asian British  D Black or Black British 

 English  Any mixed  Indian  Caribbean
 Scottish background  Pakistani  African
 Welsh  Bangladeshi  Other black
 Irish  Other Asian
 Other white

E Chinese or other ethnic group F Prefer not to say 

 Chinese
Any other ethnic group (please state) _________________

Religion: I would describe my religious background/belief as: __________________________

 I have no religious beliefs  I prefer not to say

Sexual Orientation:

 Bi-sexual  Gay/Lesbian  Heterosexual  Transsexual  Prefer not to say

Age: Please indicate your age group.

 16 - 24  25 - 34  35 - 44  45 - 54  55 and over

Where did you see this post advertised?

 Indeed.com  Facebook  Fyne Homes Website  Window advert

 Word of Mouth  If other, please state: __________________________
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