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Application cover sheet

All applicants must apply using this template. Please attach your resume separately.

	VACANCY DETAILS

	Reference No. 
	Position Title: 
	Classification: Choose an item.



	PERSONAL DETAILS

	Title: 
	Given Name(s): 
	Surname:
	Preferred Name: 

	Date of Birth (optional): 
	Postal Address:

	Phone (w)
	Mobile: 
	Email: 

	Preferred Method of Contact: 	Mobile ☐ 	Phone (w) ☐		Email ☐ 	Other ☐

	You must be an Australian citizen to be employed with the Organ and Tissue Authority. 

Are you an Australian citizen?             ☐ Yes          ☐ No

	If not, are you in the process of obtaining Australian citizenship?        ☐ Yes          ☐ No 

	If you are in the process of obtaining Australian citizenship, please specify the date it will be granted:




	APS EMPLOYMENT HISTORY

	Are you currently working in the Australian Public Service (APS)?     ☐ Yes          ☐ No   

	If yes, on what basis are you employed?             ☐ Ongoing        ☐ Non-Ongoing          

	Substantive Classification Choose an item.
	Actual Classification Choose an item.
	AGS Number 

	Name of Department/Agency

	Have you received a redundancy benefit from an APS Commonwealth agency or a non-APS Commonwealth agency in the last 12 months?

☐ Yes      ☐ No

	If yes, please specify name of Department/Agency and cessation date:


	




	[bookmark: _Hlk183415572]ADDITIONAL REQUIREMENTS

	I require reasonable adjustments/additional arrangements to be made for assessment     ☐ Yes     ☐ No
(if you answered yes, a member of the selection committee will be in contact with you)                   

Do you wish to opt into RecruitAbility?                                                ☐ Yes            ☐ No
Further information about RecruitAbility can be found here.

Would you be willing to undergo a National Criminal History check?              ☐ Yes           ☐ No
This is coordinated by the OTA through the Australian Federal Police (AFP)

Do you have an Australian Government Security Clearance?          ☐ Yes           ☐ No

If yes, at what level? Choose an item.

If not, would you be willing to undertake a security clearance process?     ☐ Yes          ☐ No




	DIVERSITY INFORMATION 
(this information is collected for statistical purposes only and is optional to complete)

	Gender                           ☐ Male                    ☐ Female                 ☐ X (Indeterminate/Intersex/Unspecified)

Aboriginal or Torres Strait Islander             ☐ Yes              ☐ No          ☐ Prefer not to answer

Person with disability                 ☐ Yes           ☐ No           ☐ Prefer not to answer

Person from a culturally or linguistically diverse background     ☐ Yes     ☐ No      ☐ Prefer not to answer




	REFEREE DETAILS 
(Where possible - please include at least one current or immediate previous employer)

	Referee 1 
	Referee 2 

	Name
	
	Name
	

	Title
	 
	Title
	

	Organisation
	
	Organisation 
	

	Phone number
	
	Phone number
	

	Email address
	
	Email address
	

	Relationship
	
	Relationship
	

	Length of relationship
	
	Length of relationship
	





	PRE-EMPLOYMENT QUESTIONS

	The following questions are being asked to assist us to assess your ability to act in accordance with and uphold the APS Employment Principles, Values and Code of Conduct, and more broadly, your suitability for employment in the role to which you are applying and in the agency, and your suitability to be an Australian Public Servant.  

The information you provide to the questions will be used and managed in accordance with the Privacy Act 1988. 
 
Answering yes to one of the below questions will not automatically exclude you from progressing to later stages of this recruitment process - your application will be assessed on its individual merits. However, if you do answer yes, we may reach out to you to collect further information for the purpose of informing whether additional checks are required. 
 
Please Note: You are required to answer the following questions truthfully. If any information provided is found to be false, misleading or incomplete your application may be rejected, any offer of employment withdrawn, and if already engaged, your employment may be terminated under the Public Service Act 1999. 

Dismissal and termination 
1.	At any time in the past 5 years, have you been dismissed from any employment or had your employment terminated for any reason (excluding a redundancy or transfer of business)?

☐ Yes   ☐ No

Disciplinary action, proceedings, investigations, or other processes relating to behaviour or conduct 
2.	At any time in the past 5 years, have you been found to have breached or not complied with the standards of conduct or behaviour expected of employees in connection to work, such as any code of conduct, rules, policies or standards regarding behaviour or conduct in connection with work?

☐ Yes           ☐ No

3.	At any time in the past 5 years, have you been found to have engaged in corrupt conduct?

☐ Yes           ☐ No 

4.	At any time in the past 5 years, have you been the subject of any disciplinary action, proceeding, investigation or other process? 

Disciplinary action, proceeding, investigation or other process includes corrective action taken to address an employee's misconduct, code of conduct breach or other policy violation. Examples include, but are not limited to, an Australian Public Service Code of Conduct breach finding (or substantiated finding from other workplace conduct investigation), termination of employment, reduction in classification, reassignment of duties, reduction in salary, deductions from salary, formal counselling, formal warning or reprimand.  

☐ Yes           ☐ No

5.	Are you currently subject to an investigation, review, inquiry or other process to determine whether you have engaged in misconduct or failed to comply with any code of conduct, rule, policy or standard regarding appropriate behaviour or conduct in connection with your employment and/or workplace? 
☐ Yes           ☐ No

6.	Are you currently the subject of an investigation or other process to consider if you have engaged in corrupt conduct?

☐ Yes           ☐ No           ☐ Unable to say

Resignation during or immediately following an investigation or inquiry into your behaviour or conduct 
7.	At any time in the past 5 years, have you resigned from your employment during an investigation, review, enquiry or other process, or shortly after becoming aware that an investigation, review or inquiry into your behaviour or conduct in connection with work, including (but not limited to) investigations of suspected fraud and/or corruption. misconduct or failure to comply with any code of conduct, rule, policy or standard regarding appropriate behaviour or conduct in connection with your employment and/or workplace?

☐ Yes           ☐ No

Underperformance processes 
8.	At any time in the past 5 years, have you been subject to an underperformance process?  

An underperformance process is defined as any structured process where an employee is formally advised their performance does not meet required standards and, they are given the opportunity and support to improve their performance within a specified timeframe. This is sometimes referred to as a performance improvement plan or process.

☐ Yes           ☐ No

9.	Are you currently subject to an underperformance process?   

☐ Yes           ☐ No

Benefit-related conduct 
10.	In your dealings with the Commonwealth or a State or Territory government body, have you ever engaged, or attempted to engage, in conduct that resulted in you or a third party obtaining, or attempting to obtain, a benefit to which you or the third party were not entitled to?  

For the purposes of this question, your dealings may include speaking with or engaging with a department, agency, official or employee, whether in person, in writing, by telephone or online. 
For example: Have you ever provided false or misleading information to social services and obtained a payment you were not entitled to? Have you ever provided false or misleading information to the Australian Taxation Office, such as, for the purpose of obtaining a tax deduction to which you were not entitled to? Have you ever provided false or misleading information to Medicare, such as, for the purpose of making a claim for services that you did not receive? 

This includes conduct which may not be connected with or related to any former or current employment or workplace, and may include matters which are entirely personal in nature.
This also includes conduct which has not been the subject of any criminal investigation, charges or findings of guilt against you, and conduct you have not been formally found to have engaged in through an investigation, review, inquiry or other process conducted by your current or former employer. 

☐ Yes           ☐ No






	DECLARATIONS/ACKNOWLEDGEMENT

	APS Merit List Access
An order of merit may be established for this position. If you are placed on an order of merit, you may be considered for similar vacancies in other APS agencies for up to 18 months from the date the vacancy was notified in the Gazette.

Do you consent to your personal information being shared with other APS agencies? ☐ Yes            ☐ No

Applicant declaration
I declare that the information I have provided in this application is true and correct. I declare that this application is a true reflection of my skills and experience.
· 
· I understand and agree that a false statement may disqualify me from employment, result in a dismissal or lead to disciplinary action under the Public Service Act 1999, as it is a criminal offence to provide false or misleading information.

By selecting ‘Yes’ you will be giving your consent to the Organ and Tissue Authority collecting and using this information for the purposes mentioned above.

I acknowledge and agree to the conditions of the above declaration and wish to be considered for a position with the Organ and Tissue Authority.

☐ Yes           Date: ________________

OTA Privacy Notification
The Organ and Tissue Authority (OTA) is committed to protecting the privacy of the personal information we hold. The OTA is bound by the Australian Privacy Principles as set out in the Privacy Act 1988 (Cth).

When you apply for a position at the OTA, and upon commencement of your employment at the OTA you are asked to supply information for the primary purpose of enabling your employment application to be processed. If you are successful in your application, then the OTA will also use this information for ongoing maintenance of your employment.

In most circumstances personal information will be collected directly from you such as by using this form. This form indicates those sections that are mandatory to complete. If you choose not to complete mandatory sections, then unfortunately your application will not be able to be processed. In some circumstances information about you may be provided by third parties, such as executive search firms or third party recruitment providers.

Other people such as previous employers, other Government Agencies (such as the Australian Federal Police) and nominated referees may also provide us with information about you for the purposes of assessing your application and (where successful) on commencement of employment.

The OTA privacy policy can be located at https://www.donatelife.gov.au/privacy. This includes further information on how you can access and seek correction of your personal information. It also details how you can complain about a breach of the Australian Privacy Principles.
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