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Introduction to Sandwell

Sandwell is a large multi-cultural Metropolitan Borough situated in the heart of the Black Country within the West Midlands conurbation with a population of approx. 308,000.  Sandwell includes the towns of Oldbury, Rowley Regis, Tipton, Wednesbury, Smethwick and West Bromwich.

Sandwell has a good local public transport network, including the Midland Metro.  In addition it is well served by rail and motorway links via the M5 and M6, which offer access to all parts of the country.  Birmingham International Airport, the National Exhibition Centre and the National Indoor Arena are all within 30 minutes travelling distance.

The Borough has many leisure and community facilities providing a range of arts, sports, social and general interest activities, some of which are managed by Sandwell Leisure Trust.  Whilst Sandwell has a solid industrial heritage, it enjoys many parks and open spaces.  Sandwell Valley is a popular attraction offering 2,300 acres of woodlands, nature trails, golf courses and water activity areas.  There is also ready access to pleasant rural areas outside the West Midlands conurbation.

The Trust has two missions, the first is ‘Creating an Active Sandwell’ and the second is ‘to become the leading provider of sport and leisure services in the Midlands’.

Working for Sandwell Leisure Trust

The principal activity of the Trust is to manage 10 leisure facilities and to provide a sports development service.

The Trust employs approximately 500 employees in a variety of occupations providing a comprehensive range of leisure services.

Any appointment to the Trust would be in accordance with conditions of employment which, are nationally and locally negotiated between the Employer’s Representatives and the appropriate Trade Unions.

The Trust offers a comprehensive conditions of service package which includes family friendly policies and a generous annual leave scheme with entitlement depending upon grade and length of service.

Medical Examination

Successful applicants will be required to complete a medical questionnaire and, where necessary, attend a medical examination in order to determine their ability to carry out the duties of the post in question, as well as to gain admittance to the Pension and Sick Pay Schemes where applicable.

Immigration (Restrictions on Employment) Order 2007
As an employer, we are required to check that all our employees have a right to work in the UK. Therefore, we will ask successful candidates to show us a Passport or any other relevant documents. Full details will be given to you in any offer of appointment letter.
Sponsorship
If you require sponsorship to work within the United Kingdom, you will need to discuss this at interview or alternatively, you can contact the Home Office on 0207 035 4848 for guidance. It is an offence, under section 15-25 of the Immigration, Asylum and Nationality Act 2006, for an employer to knowingly employ an individual without the necessary UK immigration permission. The previous rules under the Asylum and Immigration Act 1996 continue to apply to staff that started work with SLT between 27 January 1997 and 28 February 2008.

Pension Scheme

A contributory pension scheme is in operation, as the Trust has Admitted Body status to the Local Government Pension Scheme.  The Trust operates in accordance with the Pension Auto-Enrolment Regulations.  Details of the Local Government Pension Scheme are available upon request.

Probationary Period

Except where a person has worked for another Local Authority immediately prior to their appointment with this Trust, their employment will be subject to the satisfactory completion of 26 weeks’ probationary service.

Trade Union Membership

Employees have a right to join a Trade Union and are encouraged to join one of those recognised by the Trust.

Convictions

Please read this important information if the post for which you are applying is classed as Regulated Activity with regard to working or having contact with Vulnerable Groups, including Children.  This information can be found on the Person Specification for the post you are applying for.
1. Exemption Orders to the Rehabilitation of Offenders Act 1974 permit us to ask you to tell us about all convictions or cautions on your application form.  You are obliged to tell us.

2. Under the Disclosure & Barring Service Scheme, we will need to check that you are not barred from working or having contact with Vulnerable Groups, including Children (according to the post).

Currently we will discover this from an application by you for an Enhanced DBS check for Regulated Activity, which we will arrange for you.

3. If you are already barred from working with either Children or Vulnerable Groups, we cannot by law employ you for this post, and you will commit an offence by making an application.

4. If you are not barred, a criminal record will not automatically bar you from employment, but you may be required to attend a meeting with a senior manager of the Trust to discuss the details of your record.

5. All information provided by you and the DBS Disclosure, will be kept secure and only made available to persons who need to view it for employment purposes.  It will be destroyed after use.  We have undertaken to comply with the DBS Code of Conduct relating to storage and security of all Disclosure information.  A copy of our policy may be seen at our registered office.
6. If the position also involves working in schools, you will be subject to the Childcare (Disqualification) Regulations 2009 and will be required to complete a self-declaration should you be successful in your application.  Further details regarding the Disqualification criteria can be found in the Department for Education (DfE) document ‘Disqualification under the Childcare Act 2006’ dated February 2015 at www.gov.uk or from the HR Team on 0121 521 4438.
Job Applicants Charter

Sandwell Leisure Trust is committed to its Equality & Diversity Policy and all job applicants will be treated equally and fairly throughout the recruitment and selection process.

We will make every effort to ensure that you are dealt with to the following standards: -
· You will be treated in a polite and helpful manner at all times.

· We will try to take account of any particular needs you advise us of in relation to the recruitment and selection process.
· Whenever we contact you we will give you the name and telephone number of someone who will deal with any queries you may have.

· Your application will be dealt with efficiently and confidentially: -
· application forms will be sent out within two working days of your request being received;

· returned application forms are not acknowledged unless you send a stamped addressed envelope/postcard, but you will be informed if you have been shortlisted for interview within 28 working days of the closing date.

· you will be advised within 10 working days of the result of any interview or selection test that you have taken part in, and you will have the right to discuss the results with the chairperson of the interview panel;

· you will be kept informed of any delays that may occur in the recruitment and selection process, together with the reasons for them.

· All information provided to you will be: -
· written in plain English;

· up to date, accurate and produced to professional standards;

· produced in large print format or braille where requested.

· To ensure fairness for all applicants, only applications received by the closing date will be considered.

· All decisions will be made in line with the Trust’s Recruitment and Selection procedure and Equality & Diversity Policy.

· All decisions will be made on merit and in line with the job and skills requirements already set for the vacancy.

· On request, we will provide feedback to candidates on reasons for non-selection either at the shortlisting stage or following interview.

· We will take seriously any complaints or concerns you may have about your treatment during the recruitment and selection process.  We will investigate these promptly.
Recruitment and Selection Complaints Procedure
Internal Complainants

Trust employees should follow the established grievance procedure.

External Complainants

If you are external to the Trust you must write to the Business and Commercial Manager within 20 working days of the event taking place. The Business and Commercial Manager, in conjunction with Human Resources, will respond to your complaint in writing within 10 working days of receipt of your letter. If you are dissatisfied with the response received, you should write to the Chief Executive within 5 working days stating why you wish to appeal against the decision.

The Chief Executive, or his designated officer, will investigate the matter fully and advise you of the outcome within 10 working days of receiving your appeal.

All complaints will be treated in confidence. The filing of a complaint will not affect your future treatment in terms of recruitment, selection, promotion or services provided. 

Equality & Diversity Policy

Sandwell Leisure Trust is committed to a policy of ensuring equality of opportunity in employment for all, and to taking action to avoid discrimination. Job applicants are considered only on their ability to do the job for which they are applying.

The Trust’s Equality & Diversity Policy states: -
Sandwell Leisure Trust (“the Trust”) is committed to achieving a working environment which provides equality of opportunity and freedom from unlawful discrimination on the grounds of race, sex, pregnancy and maternity, marital or civil partnership status, gender reassignment, disability, religion or beliefs, age or sexual orientation. The Trust believes that by understanding the diverse needs of its potential and existing employees and providing an environment which actively opposes and eliminates all forms of discrimination, it will attract and retain a motivated and multi-skilled workforce to provide a quality service. The Trust recognises and values the cultural diversity of the borough of Sandwell and will seek to ensure that the workforce reflects the wider composition of the community. 

Completing your Application Form
The application form you complete will play a key part in deciding whether you should be called for interview (or test), so it is important that you take your time and complete it as fully and accurately as possible.

The shortlisting panel will decide who to call in based on the criteria outlined on the Personnel Specification which was sent with your application form.

The Specification lists those qualities which are essential to undertake the job. It is important, therefore, that you ‘tailor’ your application form to show you possess these qualities and are capable of carrying out the duties of the job as listed in the Job Description.

These qualities, skills and abilities may have been obtained in employment, education, voluntary or personal life.  Identify which of these match those on the Personnel Specification and say how you gained them.  Give examples where possible.  If you are using a qualification to demonstrate a skill, please ensure that you tell us where and how you gained that skill.

The application form is designed to enable you to give the shortlisting panel full and clear information about yourself.  To ensure we treat all applicants fairly we do not make any assumptions, we only look at what you have told us about yourself on the form.

For some jobs, particularly where they are of a specialist nature, or where we expect a large number of applications, you may be asked to prepare a piece of work to send in with your application form. It is important that you put as much effort into completing this as you did for the rest of the application form as it will form part of the decision whether you should be called in for interview or not.

Every application is given equal consideration, and if the selection panel feel you meet all the essential requirements contained in the Personnel Specification you will be shortlisted and invited to the next stage of the selection process, which could be a skill test, a presentation, a formal interview or a combination of, or all of, these.

The checklist below will assist you in completing the application form.

Checklist
· Applications should be made using the Trust’s application form.  CVs will not be accepted. 
· Read the job description and personnel specification before you start to complete the application form.

· Complete all parts of the application form.  (If some parts do not apply to you write N/A or ‘Not applicable’ in the spaces provided for your answer). 

· Use BLOCK CAPITALS and black ink or have it typed.

· Make sure the information you provide is clear, precise and easily understood, and that it is aimed at the job for which you are applying.

· Do not refer us to your current job description or say you can do the job and will give details at interview. On the application form we want to know precisely what you have done and when you did it.

· We will not make any assumptions about you or your abilities - even if you already work for the Trust.

· Remember -  if you do not tell us, we will not know!

· Use extra sheets if you need to, but do not attach full CVs.  State the Job Reference and Application Numbers only on each sheet, not your name.

· Any relevant experience or skills and knowledge gained should be put down, even if gained through voluntary work/personal life.

· Put down all qualifications, including those gained overseas, stating the date and grades/levels achieved. If essential qualifications are specified on the Personnel Specification we

will check to see if yours are relevant and take them into account.

· Check your referees are happy for us to contact them before you provide this information to the interview panel.
· Take a copy of your form before returning it to us so that you have a record of what you have included for reference if you are interviewed.

· Make sure that you return your form to the address indicated on time - applications received after the closing date will not be considered.

· If there is an interview date mentioned in the advertisement - keep it free.  We cannot promise to re-arrange.

N.B.  Canvassing of Board Members of the Trust (either directly or indirectly) for any appointment will disqualify your application.
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