RECRUITING/PROMOTION


The company shall engage the applicant most suited for the job.  Applications will be considered from outside the company and from existing employees/workers.  Applications must only be made through the Human Resources Department.  Normal/usual channels of communication only e.g. Company Notice Board, Company Website and appropriate media advertising shall be used by the Company in alerting employees/workers to opportunities.  

If, upon promotion, or any period thereafter an employee is found to be unable to perform his/her new job satisfactorily, the company reserves the right to return him/her to their former position (if available), or to another position to which the company feels they are suited with earnings comparable to those prior to promotion.  All promotions will initially be for a probationary period of eleven working months.

TEMPORARY EMPLOYEES/WORKERS

During certain times of the year temporary employees/agency workers/sub-contractors may be recruited.  Temporary employees/workers, if recruited, will be bound by the terms of these work rules to the same extent as any other employee/worker.  

ELIGIBILITY TO WORK IN UK.

Employees joining the company will need some form of proof that they are entitled to work in the UK before they are allowed to commence work.  In addition to the lists below, full-time students will also need to provide evidence from their educational institute that they are currently undertaking full-time education.  

Section 1 (Any one of these documents will provide proof that you are eligible to work in the UK)
a) A passport showing that the holder is a British Citizen or has the right of abode in the UK.

b) A document showing that the holder is a national from a European Economic Area (EEA) country or Switzerland. This must be a national passport or national identity card;

c) A residence permit issued by the Home Office to a national from a EEA country or Switzerland;

d) A passport or other document issued by the Home Office which has an endorsement stating that the holder has a current right of residence in the United Kingdom as the family member of a national from a EEA country or Switzerland who is resident in the UK;

e) A passport or other travel document endorsed to show that the holder can stay indefinitely in the UK or has no time limit on their stay;

f) A passport or other travel document endorsed to show that the holder can stay in the UK; and that this endorsement allows the holder to do the type of work you are offering if they do not have a work permit;
g) An application Registration Card issued by the Home Office to an asylum seeker stating that the holder is permitted to take employment. 
Section 2 (Alternatively you can provide one of the documents listed in A and one of the documents listed in section B-H) 

a) A document giving the person’s permanent National Insurance Number and name or a P45, P60, National Insurance card or a letter from a Government Agency; And either 
b) A full birth certificate issued in the UK, which includes the names of the holder’s parents; or 
c) A Birth Certificate issued in the UK, which includes the names of the holder’s parents; or 
d) A certificate of registration or naturalisation stating that the holder is a British Citizen; or 
e) A letter issued by the Home Office to the holder which indicates that the person named in it can stay indefinitely in the UK, or has no time limit on their stay; or 
f) An immigration Status Document issue by the Home Office to the holder with an endorsement indicating that the person named in it can stay indefinitely in the UK, or has not time limit on their stay; or 
g) A letter issued by the Home Office to the holder which indicates that the person named in it can stay in the UK, and this allows them to do the type of work you are offering; or 
h) An immigration Status Document issued by the Home Office to the holder with an endorsement indicating that the person named in it can stay in the UK, and this allows them to do the type of work you are offering. 

Section 3 (Or you can, provide the document listed in section A together with one of the documents from section B or C) 

a) A work permit or other approval to take employment that has been issued by Work Permits UK; And 
b) A passport or other travel document endorsed to show that the holder is able to stay in the UK and can take the work permit employment in question; or 
c) A letter issued by the Home Office to the holder confirming that the person named in it is able to stay in the UK and can take the work permit employment in question. 

1. SECURITY QUESTIONAIRE (Northern Ireland only)

All new employees must apply for an AccessNI Basic Disclosure check.  Upon request, applications for an AccessNI check MUST be completed within two weeks.  The company reserves the right to request an additional application for an AccessNI check as circumstances dictate.  A criminal record will not necessarily be a bar to obtaining a position with Bondelivery NI Limited.  A criminal conviction received after the date of application must be declared to their departmental manager or Human Resources Manager immediately who will decide how the matter should be treated.  Failure to make such declaration will constitute a breach of contract and may lead to summary dismissal and/or criminal proceedings.

Basic Disclosure Certificates will be sent directly to Bondelivery NI Limited from AccessNI.  All offers of employment are subject to satisfactory security clearance. 
To apply for AccessNI - three documents must be produced to Bondelivery NI Limited in the name of the applicant; one from Group 1 and two from Group 2a or 2b, or three from group 1.  If this is not possible, then four documents from Group 2a and 2b should be produced, one of which being a birth certificate issued after the time of birth.  

One of the documents must show the applicant’s current address.

	GROUP 1 : Primary identity documents

	
	Current passport (any nationality)
	
	Original birth certificate (UK, Isle of Man or Channel Islands) issue at time of birth

	
	Biometric Residence Permit (UK)
	
	Original long form Irish birth certificate –issued at time of registration of birth (Ireland)

	
	Current driving licence (UK, Ireland, Isle of Man, Channel Islands or any EEA country)
	
	Adoption certificate (UK, Isle of Man or Channel Islands)

	GROUP 2a : Trusted government documents

	
	Birth certificate (UK, ROI, Isle of Man or Channel Islands) issued after time of birth
	
	Electoral ID card (NI only)

	
	Marriage / Civil Partnership Certificate (UK, Ireland, Isle of Man or Channel Islands)
	
	Current driving licence photocard, full or provisional (All countries outside the EEA)

	
	HM Forces ID card (UK)
	
	Current driving licence (full or provisional paper version (if issued before 1998) (UK, Isle of Man, Channel Islands, EEA)

	
	Firearms licence (UK, Channel Islands and Isle of Man)
	
	Immigration document, visa or work permit (issued by a country outside the EEA – valid only if the applicant is working in the country that issued the document)

	GROUP 2b : Living and social history documents

	
	Mortgage Statement (UK, EEA)
	
	Land and Property Services rates demand (NI only)

	
	Financial statement, for example ISA, pension or endowment (UK)
	
	Council tax statement (Great Britain, Channel Islands)

	
	P45 or P60 statement (UK, Channel Islands)
	
	

	Above documents must be issued within the last 12 months

	
	Credit card statement (UK,EEA)
	
	Bank or building society account opening confirmation letter (UK, EEA)

	
	Bank or Building society statement (UK, EEA)
	
	Utility bill (not mobile phone) (UK, EEA)

	
	Bank or Building society statement (Outside EEA) (Branch must be in the country where the applicant lives and works)


	
	Benefit statement, for example Child Benefit, Pension, etc (UK, Channel Islands)

	
	Central or local government, government agency, or local council document giving entitlement, for example from the Department for Work and Pensions, the Employment Service, HMRC (UK, Channel Islands)



	Above documents must be issued within the last 3 months

	
	EU National ID card
	
	Cards carrying the PASS accreditation logo (UK, Isle of Man, Channel Islands)

	
	60+ or Senior (65+) SmartPass issued by Translink (NI)
	
	Letter from head teacher or further education college principal (UK for 16 -19 year olds in full time education – only used in exceptional circumstances if other documents cannot be provided)



	
	yLink card issued by Translink (NI)
	
	Letter of sponsorship from future employment provider or voluntary organisation (non-UK or non-EEA only for applicants residing outside UK at time of application)



	Above documents must be valid at the time of checking



PRIVACY NOTICE – JOB APPLICATION 

This privacy notice explains what personal data (information) we will hold about you, how we collect it, and how we will use and may share information about you during the application process.  We are required to notify you of this information, under data protection legislation. 

This privacy notice applies to all job candidates (including those that may be unsuccessful in the application process).  This privacy notice does not form part of any contract of employment and does not confer any contractual right on you, or place any contractual obligation on us.  This privacy notice applies to all personal data collected, maintained, transmitted, stored, retained, or otherwise used (i.e. processed) by us regardless of the media on which that personal data is stored. We may update this privacy notice at any time and will notify you in writing of any changes.

Please read the following carefully to understand our use of your personal data.

Your Right to Object - Please note that you have a right to object to processing of your personal data where that processing is carried out for our legitimate interest.

1.  WHO COLLECTS THE INFORMATION 

Bondelivery NI Limited with a registered office at 205 Moorfields Road, Ballymena, Co Antrim and based at Units 1 & 2, Nutts Corner Business Park, Nutts Corner East, Dundrod Road, Nutts Corner, CRUMLIN, Co Antrim. BT29 4GD (the Company) is a ‘data controller’ and gathers and uses certain information about you. This information is also used by our affiliated entities and group companies, namely McBurney Transport, McBurney Refridgeration and Bond Delivery Ireland (our ‘group companies’) and so, in this notice, references to ‘we’ or ‘us’ mean the Company and our group companies. 

2.  DATA PROTECTION PRINCIPLES

We will comply with the data protection principles when gathering and using personal information, as set out in our Data Protection and Privacy Policy.

3.  ABOUT THE INFORMATION WE COLLECT AND HOLD

What information

We may collect the following information up to and including the shortlisting stage of the recruitment process:

1. Your name and contact details (ie address, home and mobile phone numbers,

  
email address);
2. Details of your qualifications, experience, employment history (including job 
titles, salary and working hours) and interests;

3. Your racial including colour or ethnic/national origin or being an Irish Traveller, 
  
nationality, sex and gender orientation including gender reassignment,    religious/ philosophical or similar beliefs or political opinion; marital or civil partnership status, age, disability, having or not having dependents
4. Information regarding your criminal record;

5. Details of your referees.

We may collect the following information after the shortlisting stage, and before making a final decision to recruit:

Information about your previous academic and/or employment history, including details of any conduct, grievance or performance issues, appraisals, time and attendance, from references obtained about you from previous employers and/or education providers;

6. Information regarding your academic qualifications;

7. Information regarding your criminal record, in criminal records certificates and enhanced criminal records certificates;

8. Your nationality (and, where applicable, your immigration status) and information from related documents, such as your passport or other identification and immigration information;

9. A copy of your driving licence, CPC, certificate of competence/skill eg FLT;

How we collect the information

We may collect this information from you, your referees (details of whom you will have provided), your education provider, AccessNI and/or the Disclosure Barring Service and the Home Office.

Why we collect the information and how we use it

We will typically collect and use this information for the following purposes (other purposes that may also apply are explained in our Data Protection and Privacy Policy):

10. to take steps to enter into a contract;

11. for compliance with a legal obligation (e.g. our obligation to check that you are
eligible to work in the United Kingdom, or our obligation to comply with Fair Employment monitoring obligations);

12. for the performance of a task carried out in the public interest; and

13. for the purposes of our legitimate interests, but only if these are not overridden by your interests, rights or freedoms.

We seek to ensure that our information collection and processing is always proportionate. We will notify you of any changes to information we collect or to the purposes for which we collect and process it.
How we may share the information

We may also need to share some of the above categories of personal information with other parties, such as HR consultants and professional advisers. Usually, information will be anonymised but this may not always be possible. The recipient of the information will be bound by confidentiality obligations. We may also be required to share some personal information as required to comply with the law and our regulatory obligations.

Sensitive personal information and criminal records information

Further details on how we handle sensitive personal information and information relating to criminal convictions and offences are set out in our Data Protection and Privacy Policy which is available from Human Resources.  The Company requires criminal records information and an AccessNI check at the basic level.  This complies fully with AccessNI’s Service Level Agreement regarding the correct handling, use, storage, retention and disposal of Disclosure Applications and information.  

4.  WHERE INFORMATION MAY BE HELD

Information may be held at our site and those of our group companies, and third party agencies, service providers, representatives and agents as described above.

5.  HOW LONG WE KEEP YOUR INFORMATION

We keep the personal information that we obtain about you during the recruitment process for no longer than is necessary for the purposes for which it is processed. How long we keep your information will depend on whether your application is successful and you become employed by us, the nature of the information concerned and the purposes for which it is processed.

We will keep recruitment information (including interview notes and tests) for no longer than is reasonable, taking into account the limitation periods for potential claims, after which they will be destroyed. If there is a clear business reason for keeping recruitment records for longer than the recruitment period, we may do so but will first consider whether the records can be pseudonymised, and the longer period for which they will be kept.

If your application is successful, we will keep only the recruitment information that is necessary in relation to your employment. For further information, see our Data Protection and Privacy Policy. 

Further details on our approach to information retention and destruction are available in our Data Protection and Privacy Policy.
6.
YOUR DATA RIGHTS

You have several rights in relation to your personal data.  You have a right to:

· access a copy of your personal data held by the Company;

· request rectification of your personal data if it is inaccurate or incomplete;

· request erasure of your personal data in certain circumstances;

· restrict our use of your personal data in certain circumstances;

· move (or port) personal data which you have given us to process on the basis of your consent or for automated processing; and

· object to the processing of your data where our legal basis for processing your data is our legitimate interests.

However, these rights may not be exercised in certain circumstances, such as when the processing of your data is necessary to comply with a legal obligation or for the exercise or defence of legal claims.  If you wish to exercise any of your rights in this regard please contact the Bondelivery Company Privacy Officer. As a general rule, we will respond to your request in writing as soon as practicable and in any event not more than within one month after of receipt of your request. We may request proof of identification to verify your request.

7.
KEEPING YOUR PERSONAL INFORMATION SECURE

We have appropriate security measures in place to prevent personal information from being accidentally lost, or used or accessed in an unauthorised way. We limit access to your personal information to those who have a genuine business need to know it. Those processing your information will do so only in an authorised manner and are subject to a duty of confidentiality.

We also have procedures in place to deal with any suspected data security breach. We will notify you and any applicable regulator of a suspected data security breach where we are legally required to do so.

8.
HOW TO COMPLAIN

We hope that you the Company Privacy Officer can resolve any query or concern you raise about our use of your information.  If not, contact the Information Commissioner's Office for further information about your rights and how to make a formal complaint.

9.
FURTHER INFORMATION 

If you require any further clarification regarding this privacy notice, please see our Data Protection and Privacy Policy, or alternatively, please contact the Bondelivery Company Privacy Officer.
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