Aquatics GB Application Form

Thank you for your interest in employment with Aquatics GB. Please note this form should be completed in full addressing all the Person Specification details. We will treat the information you provide as private and confidential.

Please complete this form clearly and return to: The People Department - PeopleDepartment@aquaticsgb.com
or if specifically requested, to the Recruiting Manager.
Please note Aquatics GB conducts an anonymised application process. Your application will be sent to the shortlisting panel with the front page (Section A) and Diversity, Equity and Inclusion form removed.
VACANCY DETAILS
	Position Applied For:






	Where Did You See The Post Advertised?:





	A
	PERSONAL DETAILS

	LAST NAME (BLOCK LETTERS):


	FIRST NAME(S):


	HOME ADDRESS:

POSTCODE:      
	ADDRESS FOR CORRESPONDENCE:

(If different from Home Address)
POSTCODE:

	Telephone Number: 

Day:                                                                   Evening:



	E-mail address:

	Do you hold a current driving licence? (Requirement for the role)      

YES / NO     

If "yes" is it:                                                                    FULL / PROVISIONAL 



	Should you be selected for an interview, are there any dates when it would be impossible for you to attend? (Please note we take into account events in the multi faith calendar)


	If appointed when could you start work?



	Do you speak any other language(s) in addition to English? If so which?




	B
	 EDUCATION AND QUALIFICATIONS 

	Examinations taken or being studied for, courses attended, or any other qualifications.
	Grade/s Achieved

	
	

	C
	 PROFESSIONAL AND OCCUPATIONAL TRAINING (Please include memberships of relevant organisations)

	

	D 1
	 EMPLOYMENT EXPERIENCE

	Please give the name and address of your present or last employer


	Dates employed:

From:

To:



	Job Title:
	Salary:

Benefits:



	Duties/Main Responsibilities:


	Reason(s) For Leaving:

	PREVIOUS EMPLOYMENT (Please list other posts held, starting with the most recent.  This should include paid and unpaid employment, work experience, placements etc)

	Date

(Month & Year)
	Name and Address of Employer
	Job Title and Reason for Leaving
	Salary

	From
	To
	
	
	

	
	
	
	
	


	D 2
	Please specify all time not accounted for above with dates and reasons



	
	

	E
	INFORMATION IN SUPPORT OF THIS APPLICATION

	This space is for you to write any information you think will support your application. You may find it helpful to refer again to the advertisement, job description and person specification to ascertain what experience, skills and knowledge the Aquatics GB is looking for. If you believe you have the necessary experience and skills etc. please ensure that all the relevant information is included. This could include any personal interests or unpaid activity. (If necessary, please continue on a separate page, which should be attached to this form). 


	


REHABILITATION OF OFFENDERS ACT 1974 (Exemptions) ORDER 1975
	Aquatics GB aims to promote equality of opportunity for all job applicants with the right mix of skills and potential. We welcome applications from a diverse and representative population. If you have a conviction this will not necessarily bar you from consideration for employment. Each case is looked at on its particular circumstances and background. 

Please note that the position for which you are applying may involve unsupervised access to children, young persons and/or vulnerable members of society. Therefore, applicants who are offered employment may be subject to a criminal record check from the Disclosure and Barring Service (DBS) before the appointment is confirmed. This will include details of any cautions, reprimands or final warnings as well as any convictions.

Have you ever been convicted of any criminal offence?

Yes                                           No
If yes, please give details of the conviction(s) and the date(s) on a separate sheet and attach it to this form. 

Failure to disclose criminal offences, whether spent or current, could either lead to your application being rejected or if you were to be appointed then it could lead to your summary dismissal. If you are unsure about whether to disclose a conviction, please seek the advice of the People Department.


REFERENCES

	(Please give names, addresses and position of two referees to whom reference may be made.  One should be your present or previous employer)

	1. NAME:

ADDRESS:

POSTCODE:

TELEPHONE:
EMAIL ADDRESS:                                                                
	2. NAME:

ADDRESS:

POSTCODE:

TELEPHONE:
EMAIL ADDRESS:

	Please can you confirm as to whether these referees can be approached before or after the interview:                                Before                                                  After




Do you require a work permit to work in the UK?
	


	


        Yes                                        No                 

DATA PROTECTION STATEMENT

	Aquatics GB will process the personal information provided by you in the application form, and any other personal information provided by you now or in the future, in accordance with the Data Protection Act 2018 to assist us in considering your application for employment and, if you become an employee, for purposes relating to your employment. 

For selection purposes, your personal information will be considered by our People Department and, where appropriate, relevant managers of the organisation. However, none of the sensitive information, e.g. ethnicity or criminal record (if any) included in this application form will be provided to the managers during the selection process (except where necessary to enable us to make arrangements for you to attend interviews). Any appointment will be subject to references and if necessary a DBS check.

Should your application for employment be unsuccessful your personal information will be held in our People Department for a maximum of 6 months. After this period your application form and any associated documents will be disposed of in a confidential and responsible manner. 

If your application is successful, all of your personal information (including sensitive information) provided on your application form, and any information provided by you now or in the future, may form part of your personal file and may be held on our People database. Your personal information will be processed to assist in the service and administration of the Company’s employment practices e.g. payroll & pension. Your line manager may also have access to your personal information to assist in line management duties e.g. Professional Development/Appraisal Reviews.

Should you leave the Company’s employment, your personal information will be retained for a reasonable period of time in line with People practice, including the purposes of providing references and dealing with queries in connection with your employment.


DECLARATION

	I declare that to the best of my knowledge and belief all the statements and information given in this form are true and complete, and that I have not withheld any material fact. I understand that any appointment will be made on the basis that the information given on this form is true and correct.  I understand that if I have failed to disclose information, or have given incorrect information this may result in an offer of appointment being withdrawn, or in disciplinary action or summary dismissal at a later date.

I have read and understood the Data Protection statement and consent to the Company processing my personal information as described in that section.

Signature:______________________________________________________________________

Date: __________________________________________________________________________

(If you are completing this form on-line then you will be asked to sign here if called for interview).


For internal use only

	Selected for Interview
	
	                Not selected for interview 
	


General Data Protection Regulations (GDPR) Privacy Notice for Job Applicants.

Data Controller: British Swimming Ltd

Data Controllers Representative: Janine Harriman
Contact details: 01509 640346 janine.harriman@aquaticsgb.com
British Swimming Ltd is committed to protecting the privacy and security of your personal information. We are committed to being transparent about how we collect and use that information and to meeting our data protection obligations. If, after reading through this privacy notice, you still have questions, please do contact Janine Harriman using the contact details at the top of this page.

This privacy notice describes how we will collect and use personal information about you during our recruitment process, to manage the potential employment relationship, in accordance with the General Data Protection Regulations (GDPR) and the organisations Data Protection policies. This notice does not form part of any contract of employment or other contract to provide services, and we may update this notice at any time.

This privacy notice is designed to tell you how and why your personal information will be used, and it applies to all applicants for roles advertised by us and any third party agencies we might engage to help us in our recruitment processes.
What information does the organisation process?

In order to act in accordance with your job application, to comply with our legal obligations as a potential employer, to protect your vital interests, to respond to any legal claims and as necessary within the organisations legitimate interests, we collect and process the following types of personal information about you:

· Your name, address and contact details, including email address and telephone number;

· details of your qualifications, skills, experience and employment history;

· whether or not you have a disability for which the organisation needs to make reasonable adjustments during the recruitment process
· Information about your nationality and entitlement to work in the UK

· Information about your criminal record; and

· Equal opportunities monitoring information including information about your ethnic origin, sexual orientation, marital status, religion or philosophical beliefs
Why does the organisation process your personal information?

We need to process information during the recruitment process and keep records of the process. Processing information from job applicants allows us to manage the recruitment process, assess and confirm a candidate's suitability for employment and decide to whom to offer a job. 
Should you be successful in your application, your information is then used to enable us to enter into an employment contract with you. 
Processing applicant information enables us to:

· comply with our legal obligations – Complete necessary right to work in the UK checks before employment starts.
· seek information about criminal convictions and offences (where necessary for some specific roles) Where we seek this information, we do so because it is necessary for us to carry out our obligations and exercise specific rights in relation to employment.
· share alternative opportunities of employment with you, where we believe you have the suitable skills, knowledge and experience for the role.

· respond to and defend against any legal claims.

Some special categories of personal information, such as information about health or medical conditions, is processed to carry out employment law obligations (such as those in relation to employees with disabilities).

Do we need your consent?

Where we process other special categories of personal information, such as information about ethnic origin, sexual orientation or religion or belief, this is done for the purposes of equal opportunities recruitment monitoring. Information that we use for these purposes is anonymised or is collected with the express consent of employees, which can be withdrawn at any time. Applicants are entirely free to decide whether or not to provide such information and there are no consequences of failing to do so.

How is your personal information collected? 

We may collect this information in a variety of ways. For example, information might be collected through the use of our application form; from identity documents such as your passport or birth certificate or driving licence or from correspondence with you during the recruitment process including interviews or other forms of assessment. 

In some cases, we may collect and process personal information about you from third parties, such as references supplied by former employers or character references from individuals, information from credit reference agencies and information from criminal record checks permitted by law.

Your personal information will be stored in a range of different secure places, including within our secure careers mailbox, on our secure electronic file for the role you have applied for and our secure online Survey Monkey account.  

Who has access to your personal information?

Upon your initial application and shortlisting, your personal information is accessed only by the Aquatics GB People Department and short listing panel.  
Once the interviews have taken place the short listing panel no longer have access to your personal information as all information is returned to the People Department.  After you have been offered employment with us, we may share some categories of your information with third parties in order to obtain pre-employment references from other employers, obtain employment background checks from third-party providers and obtain necessary criminal records checks from the Disclosure and Barring Service. 

If you drive for work purposes, your name, role and details of your driving license, car, car insurance and MOT information will be shared with the Payroll and Benefits Manager for the purpose of administering our car policy.
Your information may be transferred to countries outside the European Economic Area (EEA) in order to meet the obligations under your employment contract and administer employee benefits. Any such transfers shall be effected in accordance with our obligations under data protection legislation with appropriate safeguards in place.

How does the organisation protect information?

We take the security of your information seriously. We have internal policies and controls in place to minimise the risk of any information becoming lost, accidentally destroyed, misused or accessed in an unauthorised way, altered or disclosed. We limit access to your personal information to those employees, agents, contractors and other third parties who have a business need to know. 

Data processors will only process your personal information on our instructions and they are subject to a duty of confidentiality. We have put in place procedures to deal with any suspected data security breach and will notify you and any applicable regulator of a suspected breach where we are legally required to do so.
For how long does the organisation keep information?

If your application for employment is unsuccessful, we will hold your personal information in an electronic file for six months after the end of the relevant recruitment process. At the end of that period your personal information is removed and only anonymised statistics are held on record, for the purpose of analysing recruitment trends.
If your application for employment is successful, personal information gathered during the recruitment process will be transferred to your electronic personnel file and retained during your employment. The periods for which your information will be held will be provided to you in the Employee Privacy Notice.

Your rights

As a data subject, you have a number of rights. You can:

· access and obtain a copy of your information on request;

· require us to change incorrect or incomplete information;

· require us to delete or stop processing your information, for example where the information is no longer necessary for the purposes of processing; and

· object to the processing of your information where we are relying on our legitimate interests as the legal ground for processing.

If you would like to exercise any of these rights, please contact Janine Harriman using the contact details at the top of page one of this privacy notice.

If you believe that we have not complied with your data protection rights, you can complain to the Information Commissioner.

What if you do not provide personal information?

You have some obligations as part of our application process to provide us with information. In particular you are required to provide contact details and evidence of your right to work in UK to enable us to administer your application efficiently. If you do not provide other information, this will hinder our ability to select you fairly from the pool of other applicants.
You may also have to provide us with information in order to exercise your statutory rights, such as in relation to statutory leave entitlements. Failing to provide the information may mean that you are unable to exercise your statutory rights.
Automated decision-making

Recruitment and selection decisions are not based on automated decision-making.
Date : 12.10.2018
