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HGV APPLICATION FORM
Surname: First Names:
Date of Birth: Mr[J Mrsll Missl] Ms []
Other:

National Insurance No: Proof of NI No will be required if appointed
Next of Kin: Relationship:
Number of dependant children: Ages:
Education / Qualifications
School/College/etc. From To Exams taken and Grade Date

Other Training:

Driving Licence Details Class: Expiry Date: No:

Please give details of any endorsements:
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Employment Details:

Organisation/

Business

Address

Job Title From

To | Reason for Leaving

Please state the number of days sickness absence you have taken in the last two years:

Reasons:

Rehabilitation of Offenders Act: Have you been convicted of any criminal offence, which is not considered
“spent” under the Rehabilitation of Offenders Act 1974? Yes ! No L[
If Yes, please give details on a separate sheet and attach in a sealed envelope marked “Confidential”

References  Please give two employment references

Name: Name:
Company Company
Address Address

Telephone No:

Telephone No:

Do you consider yourself to have a disability? Yes[] No [
Your answer should take into account the definition of disability given in the Disability Discrimination Act 1995, which is “A physical or

mental impairment that has a substantial or long-term adverse effect on the (person’s) abilit

Equal Opportunities: Age
16 -250J
26—-35[]
36-451]
46 - 55
56+ [

Marital Status
Marriedl]
Singlel]
Separated
Widowed!]
Divorced!]
Partner’]

to carry out normal day to day activities.
Ethnic Origin Other:

Africanl]

Asian(

Caribbeanl!

Chinesel

UK/Irish(]

Other EU[]
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| certify that the information given on this application form is correct and accept that false information may result in my application being

disqualified and if appointed could lead to dismissal. | declare that | will notify the Company without delay of any driving conviction
occurring during my employment. | undertake to maintain my driving licence(s).

Signed:

Date:

Bank Details to be completed by the candidate upon commencement of employment

Bank / Building Society Name:

Account Number:

Roll Number (Building Society only):

Sort Code:

Address:

Signed:

Date:

For Official Use Only — To be completed and signed by Line Manager

Start Date: Department: Job Title:
Rate of Pay: Basic Hours: Name of Foreman:

Overtime:
Per hour/week/shift/year
Permanent / Seasonal / Temp* P45 Authority to Recruit ID number:
(delete as appropriate) Attached / To Follow
Signed:

Date:

Name:
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FORM OF DECLARATION ON MEDICAL FITNESS

Home Address:

GP Name & Address:

Post code:

Post code:

Telephone number:

Telephone number:

Section B: Past Working History

List all of jobs you have had (when, where and for how long). Include information on any
special hazards or health risks to which you were exposed.

Name of | Type of
company | business

Job
description

Start | Finish

Hazards
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Hazards to include: e.g. dust, fumes, noise, asbestos, vibration, chemicals causing asthma

or dermatitis, lead, VDU & heavy lifting.

Section C: Medical Details

Do you suffer from, or have you ever
had any of the following?

Yes

No

Details

1. Migraine, frequent or severe
headaches

2. Eye problems, squints, cataracts or
glaucoma?

3. Do you wear spectacles? If yes, date
of last visit to optician? Are you
prepared to wear them at work?

4. Are you colour-blind?

5. Are you hard of hearing?

6. Neurological diseases, epilepsy,
blackouts, fainting attacks or giddiness?

7. Asthma, hay fever or shortness of
breath?

8. Chest diseases, bronchitis or
bronchiectasis?

9. Heart or circulatory disorders,
rheumatic fever, angina, heart attack or
chest pains, leg swelling or palpitations?

10. Hypertension / raised blood
pressure?

11. Skin diseases, acne, warts, boils,
dermatitis or eczema?

12. Ear troubles, infection, discharge or
tinnitus/ or deafness?
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13. Persistent or frequent sore throats or
sinusitis? Have you had anything that
has affected sense of smell?

14. Back or neck injury, deformity or
ache?

15. Problems with hands, arms, legs or
feet that affect movement or normal
use?

16. Cystitis, bladder or kidney problems?

17. Blood disorders e.g. anaemia?

18. Digestive or bowel problems, history
of peptic ulcer or indigestion?

19. Hernia, haemorrhoids or varicose
veins?

20. Malignant tumours or cancer?

21. Breast or gynaecological problems,
period pains?

22. Prostate or testicular problems?

23. Do you suffer from any allergies e.g.
drugs, chemicals?

24. Diabetes, thyroid or glandular
disorders?

25. Psychiatric illness or nervous
disorders, stress, nervous debility,
depression or anxiety?

26. Eating disorders e.g. anorexia,
bulimia or unexplained weight loss or
gain?
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27. Have you ever taken an overdose of
drugs prescribed or not, or attempted
self-harm? Have you ever taken any
illegal drugs or abused prescribed
medication?

28. Any other medical conditions not
listed?

29. Have you ever had an accident at
work?

30. Have you undergone any surgical
procedures or had broken bones?

31. Have you seen a specialist or received
hospital treatment in the last 5 years?

32. Are you taking any medicines or
tablets?

33. Have you ever left a job for medical
reason

34. Have you ever received
compensation or a pension for ill
health or injury?

35. Are you sensitive to any foods, drugs
or penicillin?

36. Have you had a chest x-ray? (If yes
give date)
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Section D: Family and Lifestyle history

Yes No
Details

1. Do you drink alcohol? If so how
much wine, beer or spirits do you
drink each week?

2. Are you or have you ever been a
smoker?

If yes how many and for more how
long?

3. Do you have a past or current
history of alcohol, drug or substance
abuse?

4. Has any of your family (blood
relatives only) ever suffered from
heart disease, high blood pressure,
stroke or diabetes?

5. Has any of your family (blood
relatives only) ever suffered from an
inherited disease?

6. Do you eat a healthy diet?

7. Do you take regular exercise?

Declaration

| confirm that to the best of my knowledge, all the foregoing statements are correct. | agree
to this information being passed to my GP if requested or an appropriate medical officer
for any future employment, should it be requested.

Signed: Date:
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PRIVACY NOTICE FOR JOB APPLICANTS
Data controller: Qualitech Environmental Services Limited (“the Company” / “we”).
Background

As part of any recruitment process, the Company collects and processes personal data relating to job
applicants.

You are being sent this Privacy Notice because you are applying to work with us. This Privacy Notice makes
you aware of how and why your personal data will be sued, namely for the purposes of the recruitment
exercise. It provides you with certain information that must be provided under the General Data Protection
Regulation.

The Company is committed to being transparent about how it collects and uses that data and to meeting its
data protection obligations.

Data Protection Principles
We will comply with data protection law and principles, which means that your data will be:

e  Used lawfully, fairly and in a transparent way.

¢  Collected only for valid purposes that we have clearly explained to you and not used in any way that
is incompatible with those purposes.

¢ Relevant to the purposes we have told you about and limited only to those purposes.

e  Accurate and kept up to date.

e Kept only as long as necessary for the purposes we have told you about.

e Kept securely.

‘What information does the Company collect?

The Company will collect, store and use a range of personal information about you as part of the recruitment
process, in connection with your application to work with us. This includes:

e your name, address and contact details, including email address and telephone number;

e details of your qualifications, skills, experience and employment history and other information you
have provided in your CV and covering letter;

e information about your current level of remuneration, including benefit entitlements;

¢ information you have provided to us on our application form;

¢ any information you provide to us during an interview;

e any information obtained during any assessment exercise carried out as part of the recruitment
process; and

¢ information about your entitlement to work in the UK.

The Company may also collect personal data about you from third parties, such as references supplied by
former employers, information from employment background check providers and information from
criminal records checks.

Data will be stored in a range of different places, including on your application record, in HR management
systems and on other IT systems (including email).

‘Why does the Company process personal data?
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The Company needs to process data to take steps at your request prior to entering into a contract with you.
It may also need to process your data to enter into a contract with you.

In some cases, the Company needs to process data to ensure that it is complying with its legal obligations. For
example, we are required to check a successful applicant's eligibility to work in the UK before employment
starts.

The Company has a legitimate interest in processing personal data during the recruitment process and for
keeping records of the process. Processing data 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. The
Company may also need to process data from job applicants to respond to and defend against legal claims.

The Company may also collect, store and use “special categories of personal data”, such as information about
race or national or ethnic origin, sexual orientation or religion or belief, to ensure meaningful equal
opportunity monitoring and reporting. We may also collect information about whether or not applicants are
disabled to make reasonable adjustments for candidates who have a disability. The Company processes such
information to carry out its obligations and exercise specific rights in relation to employment.

For some roles, the Company is obliged to seek information about criminal convictions and offences and you
will be informed if this applies to you. 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 and to satisfy ourselves
that there is nothing in your criminal convictions history which makes you unsuitable for the role you have
applied for.

Data retention

We will retain your personal information for six months after we have communicated to you our decision
about whether to appoint you. We retain your personal information for that period so that we can show, in
the event of a legal claim, that we have not discriminated against candidates and that we have conducted the
recruitment exercise in a fair and transparent way. At the end of that period, your data is securely deleted or
destroyed.

If we wish to retain your personal information on file, on the basis that a further opportunity may arise in
the future and we may wish to consider you for that, we will contact you, seeking your consent to retain your
personal information for a fixed period on that basis.

Data sharing

Your information may be shared internally for the purposes of the recruitment process. This includes the
Directors, interviewers involved in the recruitment process, managers in the business area with a vacancy
and IT staff if access to the data is necessary for the performance of their roles. We will only share your
personal information with, where applicable, a recruitment agency, the details of which you will be notified
of.

If your application for employment is successful and we make you an offer of employment, we will then share
your data with former employers to obtain references for you, employment background check providers to
obtain necessary background checks and/or the Disclosure and Barring Service to obtain necessary criminal
records checks.

The Company will not transfer your data outside the European Economic Area.

How does the Company protect data?
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The Company takes the security of your data seriously. It has appropriate internal policies and controls in
place to ensure that your data is not lost, accidentally destroyed, misused or disclosed, and is not accessed
except by our employees, agents and contractors in the proper performance of their duties and where they
have a business need-to-know. We have put in place measures to deal with any suspected data security breach
and will notify any applicable regulator of as suspected breach where we are legally required to do so.

Your rights
As a data subject, you have a number of rights. You can under certain circumstances:

e Request access to your personal information. This enables you to receive a copy of the personal
information we hold about you and to check that we are lawfully processing it.

e Request correction of the personal information that we hold about you. This enables you to have any
incomplete or inaccurate information we hold about you corrected.

¢ Request erasure of your personal information. This enables you to ask us to delete or remove personal
information where there is no good reason for us continuing to process it. You also have the right to
ask us to delete or remove your personal information where you have exercised your right to object
to processing.

e Object to processing of your personal information where we are relying on a legitimate interest (or
those of a third party) and there is something about your particular situation which makes you want
to object to processing on this ground. You also have the right to object where we are processing
your personal information for direct marketing purposes.

e Request the restriction of processing of your personal information. This enables you to ask us to
suspend the processing of personal information about you, for example if you want us to establish its
accuracy or the reason for processing it.

¢ Request the transfer of your personal information to another party.

If you would like to exercise any of these rights, please contact a Director of the Company.

If you believe that the Company has not complied with your data protection rights, you can complain to the

Information Commissioner.
‘What if you do not provide personal data?

You are under no statutory or contractual obligation to provide data to the Company during the recruitment
process. However, if you do not provide information when requested, which is necessary for us to consider
your application to work with us, we will not be able to process your application.

Automated decision-making

During the recruitment processes you will not be subject to decisions that will have a significant impact on
you solely based on automated decision making.

I, (candidate name), acknowledge that on

(date), I received a copy of this Privacy Notice and that I have read and understood it.

Signature
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