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Please reply to:

Uniqwin UK Ltd

Integrity House

Unit 8, Centre 21

Bridge Lane

Woolston





Uniqwin UK Limited are an Equal Opportunities Employer
Warrington

WA1 4AW

EMPLOYMENT APPLICATION FORM

To apply for a position with Uniqwin this form must be completed in full by the job applicant, in your own handwriting.  You may also attach a C.V. If you wish, but all questions must be answered on this form unless otherwise  indicated.  Use additional paper if necessary.  Before completing this form, please read the Guidance Notes which will help you to complete this Application Form.  If you require further assistance, please ring the Human Resources Department on 01925 286 103. 

	VACANCY DETAILS:



	Vacancy:   …................................................................................
	Reference No:  ………..................................................................



	Where did you find out about this vacancy:  ….……...…………………………………………...……………………………………




	PERSONAL DETAILS:



	Surname:  …...........................................................................
	First Name(s):  …...……………...................................................
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Title:

Mr
Mrs
   Miss
        Other
(please state) ………………………………….



	Current address:  ……………………………………………….

………………………………………………………………….

………………………………………………………………….

…………………………  Postcode:  ………………………….



	Contact Details: (please tick preferred contact detail)



Home:   ……………………………..…………………


Mobile:  ……………………………..…………………


E-mail:  ……………………………..…………………

	How long have you lived at your current address?

………………………………………………………………….


	National Insurance No:  

………………………………………………………………..…

	
Are you legally eligible to work within the UK?




   YES             NO

Are you required to have a work permit to work in the UK?



   YES             NO



	CRIMINAL CONVICTIONS AND OFFENCES EFFECTING LICENSING


	Have you ever been convicted in a court of law, been cautioned by, or been in trouble with the police?

	Yes/No

	Have you any unspent convictions?


	Yes/No

	Do you have any matters which are pending for prosecution or enquiry at any type of Court or Tribunal?


	Yes/No

	Have you ever been made bankrupt, declared yourself insolvent, been to court for debt or been given a County Court Judgement or any pending or outstanding. 

	Yes/No

	Have you ever been obliged to leave any employment due to your dishonesty?


	Yes/No

	If you answered Yes to any question please provide details including dates of conviction:

………………………………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………………………………….




	TRANSPORT


	Do you have a current Driving Licence ?

	Full/Provisional/No

	Have you ever been disqualified from driving?
If yes, please give details and dates: ……………………………………………………………………...


	Yes / No

	Do you have any endorsements on your driving licence?
* Yes / No

If yes, please give details and dates:  ……………………………………………………………………..


	Yes / No

	Driving Licence Number:   ………………………………………………………………………………..



	Date of expiry: ……………..…………


	MEDICAL DETAILS



	Do you suffer from any medical condition which might affect your performance in the job?
 / No

If Yes, please explain: 

…..………………………………….…………………………………………………………………….

	Yes / No

	How many days have you had sick through illness or injury during the past 2 years.
Reason for absence:  ...................................................................................................................................

	………………. days


	EDUCATIONAL ACHIEVEMENTS


	Please give details of any educational, technical and/or professional qualifications.  If you are currently studying please provide details of the qualifications you are studying for.


	Secondary School

Name, address and telephone number
	Dates

(include – day, month and year)
	Exams taken / Qualifications gained

	Name:  ………..………………………….............
Address…………………………………………..
…………………………….……………………..
……………………………………………………
Tel No:  …………………………………..............


	From:

…………/…………/………

Day          Month      Year

To:

…………/…………/………

Day          Month      Year


	

	Further Education, eg. College / University

Name, address and telephone number
	Dates 

(include – day, month and year)
	Exams taken / Qualifications gained

	Name:  ………..………………………….............
Address…………………………………………..
…………………………….……………………..
……………………………………………………
Tel No:  …………………………………..............


	From:

…………/…………/………

Day          Month      Year

To:

…………/…………/………

Day          Month      Year
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LICENSING AND QUALIFICATIONS


	If in possession of the following please provide details of the SIA Licence Number and expiry date:

Security Guarding
…………………………………………………………….
Expiry Date:   ..…./….../…...


CCTV


…………………………………………………………….
Expiry Date:   ….../..…./..….



Door Supervisor:

…………………………………………………………….
Expiry Date:   ….../..…./…...



Vehicle Immobiliser
…………………………………………………………….
Expiry Date:   ..…./..…./..….



	Have you completed a First Aid Course 


YES / NO


Expiry Date:   .…./….../..….

Have you completed a Fire Fighting Course


YES / NO


Expiry Date:   …../..…./…...

Have you passed the SIA recognised Basic Job Training:




YES / NO

Have you passed the SIA recognised Communication and Conflict Management Course

YES / NO



	WORK RELATED TRAINING



	Please give details of courses attended or specialist skills training undertaken during the past 5 years.

Please list any course(s) which you have obtained that are relevant to the job.  Please list any special skills or abilities you have gained through an employer or by your own effort.



	Organising Body


Dates


Course title/subject

……………………………………………
…………………………
…………………………………………………………….

……………………………………………
…………………………
…………………………………………………………….

……………………………………………
…………………………
…………………………………………………………….

……………………………………………
…………………………
…………………………………………………………….

……………………………………………
…………………………
…………………………………………………………….

……………………………………………
…………………………
…………………………………………………………….

……………………………………………
…………………………
…………………………………………………………….

……………………………………………
…………………………
…………………………………………………………….




	PROFESSIONAL QUALIFICATIONS



	Please give details of courses attended or specialist skills training undertaken during the past 5 years.

Please list any course(s) which you have obtained that are relevant to the job.  Please list any special skills abilities you have gained through an employer or by your own effort.



	Name of body/Qualification

Dates


Class/Grade of Membership
……………………………………………
…………………………
…………………………………………………………….

……………………………………………
…………………………
…………………………………………………………….

……………………………………………
…………………………
…………………………………………………………….

……………………………………………
…………………………
…………………………………………………………….

……………………………………………
…………………………
…………………………………………………………….

……………………………………………
…………………………
…………………………………………………………….

……………………………………………
…………………………
…………………………………………………………….

……………………………………………
…………………………
…………………………………………………………….




	PRESENT OR MOST RECENT EMPLOYMENT IF UNEMPLOYED



	Name and address of employer:

Name:  ………..………………………….............
Address…………………………………………..
…………………………….……………………..
……………………………………………………
Tel No:  …………………………………..............
	Nature of Business:  ……………………………………………….



	
	Date started with employer: (day/month/year)

……………………………………………………………......



	
	Date employment finished: (if appropriate) (day/month/year)

………………………………………………………………………

	Post Title:  …………………………………………………...
	Date appointed to present post:  ……………………………………



	Salary:  ………………………………………………………


	Additional payments or benefits:  ………………………………….

……………………………………………………………………..



	Briefly describe your current/most recent employment, highlighting duties, responsibilities, skills gained relevant to the post for which you are applying:

…………………………………………………………………………………………………………………………………………...

…………………………………………………………………………………………………………………………………………...

…………………………………………………………………………………………………………………………………………...

…………………………………………………………………………………………………………………………………………...

…………………………………………………………………………………………………………………………………………...

…………………………………………………………………………………………………………………………………………...

…………………………………………………………………………………………………………………………………………...

…………………………………………………………………………………………………………………………………………...

…………………………………………………………………………………………………………………………………………...

…………………………………………………………………………………………………………………………………………...

…………………………………………………………………………………………………………………………………………...

…………………………………………………………………………………………………………………………………………...

…………………………………………………………………………………………………………………………………………...

…………………………………………………………………………………………………………………………………………...

Please state how much notice you are required to give:  ……………………………….




	PREVIOUS EMPLOYMENT 



	Please give details of jobs held for the last 5 years or until the age of 12 if that is less than 5 years.  Please show any periods of unemployment and self-employment and explain any gaps between employments.



	Employers name full postal address and telephone number

	Job Title
	Dates
(include day, month and year)
	Reason for leaving

	Name:  ………..………………………….............
Address…………………………………………..
…………………………….……………………..
……………………………………………………
Tel No:  …………………………………..............


	
	From:

…………/…………/………

Day          Month      Year

To:

…………/…………/………

Day          Month      Year


	

	Name:  ………..………………………….............
Address…………………………………………..
…………………………….……………………..
……………………………………………………
Tel No:  …………………………………..............


	
	From:

…………/…………/………

Day          Month      Year

To:

…………/…………/………

Day          Month      Year


	

	Name:  ………..………………………….............
Address…………………………………………..
…………………………….……………………..
……………………………………………………
Tel No:  …………………………………..............


	
	From:

…………/…………/………

Day          Month      Year

To:

…………/…………/………

Day          Month      Year


	

	Name:  ………..………………………….............
Address…………………………………………..
…………………………….……………………..
……………………………………………………
Tel No:  …………………………………..............


	
	From:

…………/…………/………

Day          Month      Year

To:

…………/…………/………

Day          Month      Year


	


	Employers name full postal address and telephone number

	Job Title
	Dates
(include day, month and year)
	Reason for leaving

	Name:  ………..………………………….............
Address…………………………………………..
…………………………….……………………..
……………………………………………………
Tel No:  …………………………………..............


	
	From:

…………/…………/………

Day          Month      Year

To:

…………/…………/………

Day          Month      Year


	

	Name:  ………..………………………….............
Address…………………………………………..
…………………………….……………………..
……………………………………………………
Tel No:  …………………………………..............


	
	From:

…………/…………/………

Day          Month      Year

To:

…………/…………/………

Day          Month      Year


	

	Name:  ………..………………………….............
Address…………………………………………..
…………………………….……………………..
……………………………………………………
Tel No:  …………………………………..............


	
	From:

…………/…………/………

Day          Month      Year

To:

…………/…………/………

Day          Month      Year


	

	Name:  ………..………………………….............
Address…………………………………………..
…………………………….……………………..
……………………………………………………
Tel No:  …………………………………..............


	
	From:

…………/…………/………

Day          Month      Year

To:

…………/…………/………

Day          Month      Year


	

	Name:  ………..………………………….............
Address…………………………………………..
…………………………….……………………..
……………………………………………………
Tel No:  …………………………………..............


	
	From:

…………/…………/………

Day          Month      Year

To:

…………/…………/………

Day          Month      Year


	


	COMPUTER EXPERIENCE

	Are you computer literate?









YES / NO
Please provide details of programmes you are able to use confidently.  ……………………………………….………………………

…………………………………………………………………………………………………………………………………………..

…………………………………………………………………………………………………………………………………………...



	ACHIEVEMENTS

	What have been your best achievements in an employed capacity:  …………………………………………………………………...

…………………………………………………………………………………………………………………………………………..

…………………………………………………………………………………………………………………………………………..

…………………………………………………………………………………………………………………………………………..

…………………………………………………………………………………………………………………………………………..

………………………………………………………………………………………………………………………………………….,

…………………………………………………………………………………………………………………………………………...

…………………………………………………………………………………………………………………………………………..




	WHY ARE YOU APPLYING FOR THIS JOB?



	Please explain why you would like this job opportunity and what particular knowledge, skills, experience and qualities you possess which are relevant to the post you are applying for and which could assist your application.  

…………………………………………………………………………………………………………………………………………..

…………………………………………………………………………………………………………………………………………..

…………………………………………………………………………………………………………………………………………..

…………………………………………………………………………………………………………………………………………..

…………………………………………………………………………………………………………………………………………..

…………………………………………………………………………………………………………………………………………..

…………………………………………………………………………………………………………………………………………..




	CHARACTER REFERENCES



	If employment is offered to you we will require two character references in writing from individuals with personal knowledge of you. Each character reference must confirm that nothing is known about you which would reflect adversely upon your suitability for this proposed employment.  Reference from friends, relatives or anyone living with you are not acceptable.  You must have known the persons for a more than 2 years in the last 5 year period.


	Name:
…………………………………………………………

Address:  ………………………………………………………..
.…………………………………………………………….……
.……………………………  Postcode:  …………………..……

Position/Occupation:  ………………….………………………..


	Tel No:  …………………………………………………………

How long have you known this person:

From:  ………………………  To:  ……………………………

How do you know this person:

.…………………………………………………………………



	Name:
…………………………………………………………

Address:  ………………………………………………………..
.…………………………………………………………….……
.……………………………  Postcode:  …………………..……

Position/Occupation:  ………………….………………………..


	Tel No:  …………………………………………………………

How long have you known this person:

From:  ………………………  To:  ……………………………

How do you know this person:

.…………………………………………………………………



	SELF EMPLOYMENT REFEREES



	If you have been self-employed please give the name, address and telephone number of two professional referees who can confirm this (eg. Solicitor, Bank Manager, Tax Office or Accountant).



	Name:
…………………………………………………………

Address:  ………………………………………………………..
.…………………………………………………………….……
.……………………………  Postcode:  …………………..……

Position/Occupation:  ………………….………………………..

	Tel No:  …………………………………………………………

How long have you known this person:

From:  ………………………  To:  ……………………………

How do you know this person:

.…………………………………………………………………

	Name:
…………………………………………………………

Address:  ………………………………………………………..
.…………………………………………………………….……
.……………………………  Postcode:  …………………..……

Position/Occupation:  ………………….………………………..

	Tel No:  …………………………………………………………

How long have you known this person:

From:  ………………………  To:  ……………………………

How do you know this person:

.…………………………………………………………………


	SCREENING AGREEMENT / STATEMENT OF TRUTH




After the acceptance of a job offer your personal data will be used for the purpose of security screening and any documents presented to establish identity and proof of residence may be checked using an ultra violet scanner or other method to deter identity fraud.  Your details will be used to establish a credit reference check against your financial history.  Any original documents that appear to be forgeries will be reported to the relevant authority.  All private and confidential data about individuals being security screened are held confidential unless authorised in writing by the individual being security screened.  

I ……………………………………………………. (PRINT FULL NAME). Declare that if I am successful in my application for this post I agree to have my details submitted for vetting/screening and enquiries can be made into my background and approach to current and former employers, Government Departments, individuals providing character references etc. for verification of a continuous record of my career and history.  I will provide full cooperation and assistance in this respect.  (Initial screening by telephone will take place after job offer but before employment.  Further full screening can take up to 16 weeks during provisional employment). 

Any misrepresentation or failure to disclose material facts during the application and interview period or throughout your employment may constitute grounds for immediate dismissal and / or legal action.  

Provisional employment will be withdrawn if the security screening is not concluded satisfactorily.

I understand that employment with the Company is subject to satisfactory references and security screening in accordance with BS 7858.

I undertake to cooperate with the Company in providing any additional information required to meet these criteria;

I authorise the Company and/or its nominated agent to approach previous employers, schools/colleges, character referees or Government Agencies to verify that the information I have provided is correct;

I authorise the Company to make a consumer information search with a credit reference agency, which will keep a record of that search and may share that information with other credit reference agencies.

I understand that some of the information I have provided in this application will be held on a computer and some or all will be held in manual records.

I consent to the Company’s reasonable processing of any sensitive personal information obtained for the purposes of establishing my medical condition and future fitness to perform my duties.  I accept that I may be required to undergo a medical examination where requested by the Company.  Subject to the Access to Medical Records Act 1988, I consent to the result of such examinations to be given to the Company.  I understand and agree that if so required I will make a Statutory Declaration in accordance with the provisions of the Statutory Declarations Act 1835, in confirmation of previous employment or unemployment.

I hereby certify that, to the best of my knowledge, the details I have given in this application form are complete and correct.  
I understand that any false information or failure to disclose information requested on this Form to the Company or its representatives may result in my Application being disqualified and/or may lead to my dismissal without notice or disciplinary action if required. 
I believe that the facts stated in this Employment Application of 10 pages, are true to the best of my knowledge and belief.
SIGNATURE:

…………………………………………………………………..
PRINT NAME:

…………………………………………………………………..
DATE:


…………………………………………………………………..

GUIDANCE NOTES
Thank you for your interest in working for Uniqwin UK Limited.  This guidance will help you complete the Application Form, which is the first step in the recruitment process.  The information you provide on the Application Form will be used to decide whether you will be short listed for interview and acts as the basis for the interview itself.

	REMEMBER




· Read the job description and advertisement thoroughly.

· Complete your form as clearly as possible in your own handwriting in black or blue ink.

· If you do not tell us, we will not know, so complete the form as fully as possible.

· The Application Form is your chance to show how well you meet the needs of the job.

	DO




· Check with your referees that they are happy to provide you with a reference.

· Complete additional sheets if necessary and attach to the form clearly stating your name, job applied for and the section of the Application Form the information relates to.

· Take a copy of your Application Form.  It will help you to prepare for the interview.

· Return your form to the address indicated before the closing date – Application Forms received after the date will not be considered.

· Keep free any interview date(s) that are mentioned in the advert – we cannot promise to re-arrange.

· Complete all sections of the Form, even if currently you work or have worked for Uniqwin UK Limited.

· Provide any further explanation of your answers to any of the questions on this form or information you think a potential employer should know more about you on a separate page.
· Ensure that you have signed and dated your completed Form and that all details are correct and complete.
	DO NOT




· Send in your CV instead of completing the Application Form.

· Be put off by sections that are not relevant to you.  Simply put ‘not applicable’ or ‘N/A’.

· State on your Application you will expand on sections at interview – we need to know now.

· Leave out any relevant experience, skills and knowledge – you will need to demonstrate that you have the necessary requirements for this post.

	EMPLOYMENT EQUALITY (AGE) REGULATIONS




· Should you be applying for a Security Officer position by completing and signing this form you are consenting that you are aged 18 or over.  This is due to the SIA stating that to qualify for an SIA Licence to operate in any of the front-line or non front-line roles, you must be aged 18 or over.
· Work related Training – Please give details of courses attended or specialist skills training relevant to the job.  You do not need to complete the date you attended.

· Professional Qualifications – You do not need to complete the date you obtained your qualification.

· Education – You do not need to complete the date you attended your School/College and when you took your exams.

	THE REHABILITATION OF OFFENDERS ACT




The Rehabilitation of Offenders Act allows for a person who has been convicted of a criminal offence involving a sentence of not more than two and a half years imprisonment and who has since lived trouble free for a specified period of time (related to the severity of the offence) to be treated as if he offence, conviction or sentence had never occurred.  This is known as a spent conviction.

Should you identify that you have a criminal conviction, this will be discussed in confidence at interview.  However, you should note that only convictions that are relevant to the job in question will be taken into account.

People who have convictions will be treated fairly and given every opportunity to establish their suitability for the job.

Any information that you give will be kept in strict confidence and will be used only in respect of your Application for this job.

Failure to disclose an unspent conviction is, in itself, a criminal offence.
	INTERVIEW




Applicants who obtain an interview will be required to bring with them original documents of the following:

One form of photograph identification (e.g. passport or EU driving licence)

One form of Date of Birth identification (eg. Birth Certificate or Marriage Certificate)

One form of address identification e.g. Recent Utility Bill or Bank Statement
You are also required to bring along to the interview any certificates or other documentary qualifications / licences. 


EQUAL OPPORTUNITIES MONITORING FORM

CONFIDENTIAL

Uniqwin is committed to the elimination of all forms of unjustifiable discrimination.  We are actively pursuing equality of opportunity for all by seeking to ensure that all prospective and existing employees are treated fairly.  The provision of this information is entirely voluntary and will in no way prejudice your Application.  

In line with the Data Protection Act 1998 this information will be treated as completely confidential and will be used for Equal Opportunities monitoring purposes only.  This information will be detached from the Application Form on receipt and will not be considered during the selection process.
	Post Applied For:  ……………………………………………………………………………………………………………………  

	Title:  
Mr
Mrs
   Miss
        Other



(please state) ………………………………….
	Please indicate your current age band:


16 -25 

26 44

45+



	Sex:  


Male

Female

Transgender

	Ethnic Origin

I would describe myself as (please tick appropriate box – note:  these categories relate to ethnic origin and not nationality):

	White

British


Irish


Other white background
	Mixed


White and Black Caribbean


White and Black African


White and Asian


Other mixed background
	Chinese or other ethnic group

Chinese


Other

	Asian or Asian British

Indian


Pakistani


Bangladeshi


Other Asian background
	Black or Black British

Caribbean


African


Other Black background
	

	Eligibility for UK Employment

If you are not a British or European Union National, are you entitled to take up employment in the UK?
   Yes          No  



	Disability

The Disability Discrimination Act 1995 states that a ‘person has a disability for the purpose of this Act if he has a physical or mental impairment which has a substantial and long term adverse effect on his ability to carry out normal day-to-day activities.’

Do you declare that you have any long-standing illness, disability or infirmity, which you believe meets the Disability Discrimination Act as described above?                Yes          No

Nature of Disability:  …………………………………………………………………………………………………………………...

Any special adaptions required?  ?                Yes          No

If yes, please give details (continue on a separate sheet if necessary).



	Faith/Religion
Please indicate your faith/religion



Christian

Jewish


Buddhist

Muslim


Sikh


Hindu


Other


None



	Where did you see this vacancy advertised?

Local Paper


Job Centre


Internet (please state website) 


Other (please state website)




































































�





�





�





�








PAGE  
	Document Ref:
	Version:
	Date:
	Approved By:
	Page:

	HR021
	1
	25.09.2009
	Managing Director
	Page 1 of 13

	NOTE:  THIS DOCUMENT IS UN-CONTROLLED IF PRINTED



