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	APPLICATION FORM


	Post applied for
	


	Vacancy ref.
	
	      Location  
	


	PERSONAL DETAILS




	Surname
	
	    Address
	

	
	
	
	

	First name
	
	
	

	
	
	
	

	Home tel
	
	
	

	
	
	
	
	

	Mobile/Work tel

	(can we call you there?)
	
	

	
	
	
	
	

	Email
	
	    Postcode
	


	CURRENT OR LAST EMPLOYMENT


	Employer’s name
	
	       Position held
	

	
	
	
	
	
	

	Employer’s address
	
	  Date started
	

	
	
	
	
	
	

	
	
	  Date finished/notice required
	

	
	
	
	
	
	

	
	
	  Reason for leaving
	

	
	
	
	
	
	

	Rate of pay
	

	    Other benefits
	

	
	
	
	
	

	Brief description of duties, responsibilities etc


	


	OTHER WORK EXPERIENCE - Please list most recent first


	From
	To
	Name and address of employer
	Position held
	Reason left


	
	
	
	
	
	
	
	
	


	
	
	
	
	
	
	
	
	


	
	
	
	
	
	
	
	
	


	
	
	
	
	
	
	
	
	


	
	
	
	
	
	
	
	
	


	EDUCATION, TRAINING AND QUALIFICATIONS – Please give details of educational qualifications you have 

obtained from school, college, university etc.  Please list most recent first. 


	Establishment
	Examinations, qualifications, grades and achievements


	
	
	


	
	
	


	
	
	


	
	
	


	
	
	


	LICENCE INFORMATION


	Do you hold a current valid driving licence?  
	Yes 
	
	No
	
	Please mark ‘X’ in the appropriate box

	
	
	

	If yes state type and, if applicable, class
	


	Does it carry any existing or 

pending endorsements?
	Yes 
	
	No
	
	Please mark ‘X’ in the appropriate box


	If yes, please state endorsement code and date
	


Please note that you may be required to provide your original driving licence for inspection and copying, and any changes to it should be notified to the company as soon as they happen.

	WORK RELATED TRAINING – Please give details of any training you have undertaken, such as CITB, manual 

handling etc.


	Organising body
	Course title/subject
	Duration
	Qualification Gained


	
	
	
	
	
	
	


	
	
	
	
	
	
	


	
	
	
	
	
	
	


	
	
	
	
	
	
	


	MEMBERSHIP OF PROFESSIONAL BODIES/QUALIFICATIONS
	


	Name/body of qualification
	Class/grade of membership


	
	
	


	
	
	


	
	
	


	
	
	


	FURTHER DETAILS IN SUPPORT OF YOUR APPLICATION (skills, knowledge and experience relevant to the job 

gained in previous jobs, or from activities outside employment) – continue on separate sheet if necessary.


	


	OTHER RELEVANT ACHIEVEMENTS (e.g. leisure interests and hobbies)


	


	REFERENCES


Please give the names, addresses and telephone numbers of two referees.  One must be your current employer or, if you are not currently working, your last employer.

	Name   
	
	
	Name  
	


	Position
	
	
	Position
	


	Relationship
	
	
	Relationship
	


	Address


	
	
	Address


	


	Postcode
	
	
	Postcode
	


	Telephone No.
	
	
	Telephone No.
	


	Permission to contact 

prior to interview  
	Yes
	
	No
	
	
	Permission to contact 

prior to interview  
	Yes
	
	No
	


Please mark ‘X’ in the appropriate box

                                          Please mark ‘X’ in the appropriate box
	ELIGIBILITY TO WORK IN THE UK


	Do you require permission to work in the UK?
	Yes 
	
	No
	
	Please mark ‘X’ in the appropriate box


To comply with immigration legislation, all successful applicants must, prior to commencement of employment, provide documentary evidence of their right to work in the UK.  If you do not provide evidence of your entitlement to work in the UK, SITA UK will not be able to employ you.
	DISABILITY DISCRIMINATION ACT


SITA UK welcomes applications from candidates with disabilities.  The following information will be used only for the purposes of making reasonable adjustments to ensure that disabled persons are not disadvantaged by the application and recruitment process and to ensure that SITA UK are aware of any reasonable adjustments that may be required in the role applied for.  Any information provided will not be used as part of the selection process.

	Do require any reasonable adjustments to be made in the application or recruitment process because of a disability? 
(For example: do you need a copy of this form in another format / wish to apply in a different format / do you require any special provisions or facilities if invited to interview?)
	Yes
	
	No
	

	
	Please mark ‘X’ in the appropriate box


	If yes, please provide brief details
	


	Do you require any reasonable adjustments to help you do the job for which you are applying because of the effects of a disability or health condition?
	Yes
	
	No
	

	
	Please mark ‘X’ in the appropriate box


	If yes, please provide brief details
	


	REHABILITATION OF OFFENDERS ACT


	Do you have any unspent convictions (subject to the provisions of the Rehabilitation of Offenders Act)?
	Yes
	
	No
	

	
	Please mark ‘X’ in the appropriate box


	If yes, please provide details
	


Having an unspent conviction will not necessarily bar you from employment.  This will depend upon the circumstances and background to your offence(s).  Please note that you are not required to provide any information on any convictions that are spent.
	DECLARATIONS
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	I declare that the information given above is correct to the best of my knowledge.  I understand that deliberately giving false or incomplete answers could disqualify me from consideration, or, in the event of my appointment, make me liable to dismissal.  I give my consent under the Data Protection Act 1998 for the Company to retain and to make reasonable use of the personal information I have provided in connection with its employment policies, procedures and practices.



	
	SIGNED
	
	
	DATE
	


SITA UK Limited is committed to a policy of treating all its employees and job applicants equally.  No employee or potential employee shall receive less favourable treatment or consideration on the grounds of race, colour, ethnic origin, nationality, religion, gender, marital status, sexual orientation, disability, age or part time status.

	EQUAL OPPORTUNITIES MONITORING FORM
The following form (pages 7 - 9) is provided in order to help us monitor the effectiveness of our policies, by analysing statistical information. Completion of this form is optional.

The equal opportunities form will be separated from your application form and treated in the strictest confidence. 
The information you provide will be used for statistical purposes only and will NOT be used as part of the recruitment selection process.  
We value your contribution, which will ensure our statistics are accurate and representative of the people who are seeking employment with SITA UK.




	EQUAL OPPORTUNITIES MONITORING FORM


SITA UK recognises and actively promotes the benefits of a diverse workforce.  We are committed to the promotion of equality of opportunity in our employment policy, practices and procedures. To make this meaningful, we need to monitor the effectiveness of our policies, by analysing statistical information. 
We would be grateful if you could complete and return this form. We value your contribution, which will ensure our statistics are accurate and representative of the people who are seeking employment with SITA UK.

This form will be separated from your application form and treated in the strictest confidence. 
The information you provide will be used for statistical purposes only and will NOT be used as part of the recruitment selection process.  It is helpful if you complete all sections of the form.
  GENDER
	What is your gender?  
	Male 
	
	Female
	
	Please mark ‘X’ in the appropriate box


  NATIONALITY
	What is your nationality?
	


  ETHNIC GROUP
Please describe your ethnic origin
Please mark ‘X’ in the appropriate box below
	 White
	British
	

	
	
	

	
	Irish
	

	
	
	

	
	Any other white background *
	


	Mixed
	White and Black Caribbean
	

	
	
	

	
	White and Black African
	

	
	
	

	
	White and Asian
	

	
	
	

	
	White and any other background *
	


Continued …
  ETHNIC GROUP (CONTINUED)
	Asian or Asian British
	British
	

	
	
	

	
	Indian
	

	
	
	

	
	Pakistani
	

	
	
	

	
	Bangladeshi
	

	
	
	

	
	Any other Asian background *
	


	Black or Black British
	British
	

	
	
	

	
	Caribbean
	

	
	
	

	
	African
	

	
	
	

	
	Any other  Black background *
	


	Chinese 
	
	


	* Other ethnic group

If you have selected an option 
with * above, please state details.
	

	
	


  AGE
Please mark ‘X’ in the appropriate box below
	Less than 25 years old
	
	25 to 29 years old
	
	30 to 34 years old
	


	35 to 39 years old
	
	40 to 44 years old
	
	45 to 49 years old
	


	50 to 54 years old
	
	55 to 59 years old
	
	60 to 64 years old
	


	65 years old or more
	
	
	
	
	


Continued …
  MARITAL STATUS
Please mark ‘X’ in the appropriate box below
	Single
	
	Married / Civil partnership
	
	Other
	


  ADDITIONAL INFORMATION
If you wish, you may also disclose the following information:

	Your religion or belief
	


	Your sexual orientation
	


  THANK YOU
Thank you for completing this form.

This form will be separated from your application form and treated in the strictest confidence. The information you provide will be used for statistical purposes only and will NOT be used as part of the recruitment selection process.   

�
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