	Border Holdings (UK) Ltd                                  
	

	Employment Application Form 
Please complete this accurately, giving as many details as possible of your skills and experience relating to this job application. Short listing will be based on the information gathered from the form, read in conjunction with the person specification. You will be advised of the outcome of your application in writing.

Please ensure the finished form is printed out, signed, dated and returned by the closing date to the address given on the last page. We are unable to accept forms returned as email attachments without a valid signature.  Please either type directly in this form using Microsoft Word or print out and complete the form in black ink and BLOCK CAPITALS.

GUIDELINES

Applicants will be treated in the same way whether they are external or internal candidates. Internal candidates should advise their manager that they have applied for another position.
When completing manually, do use extra sheets if you need to provide additional information.
If you require this form to be resent in a format that you can complete it more easily, please contact the HR Department. This will in no way be detrimental to your application. 



	Surname:

Forenames:

Mr/Mrs/Ms:


	Home Tel:

	
	Mobile Tel:

	
	Work Tel:



	
	Email:

	Address:

Post Code:



	National Insurance Number: 

	Position Interested in:                                             

	Do you have a full, clean and current Driving Licence?      Yes           /          No                  Expiry Date:
If no, please give details of Endorsement(s): 


	What working patterns are you prepared to work?

Full-time (standard hours):             Yes / No                                      Part-time Only (state availability): Yes / No 

Shift Hours: Early Shift Yes / No      Late Shift Yes / No            



	Employment Record

(Please list chronologically, starting with current or last employer) 


	Name and Address of Employer:
	Dates From:

To:
	Job Title /Function/Responsibilities:
	Final Salary and Reason for Leaving:

	
	
	
	

	Please tell us about your education and any qualifications which you feel are relevant to the post. Include relevant courses which you are currently undertaking. Please start with the most recent.

	Name of School/College/University/Training body:


	Year:
	Subject Studied:
	Qualification/Level:

	Please list any training you have received and / or certificates held (or courses which did not lead to a qualification) which you feel are relevant to the advertised post.

	Training Course:

	Date Attended:

	Other Employment - Please note any other employment that you would continue with if you were to be successful in obtaining the position:

	Do you have any criminal convictions?    Yes        /           No 

The amendments to the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 and 2020) provides that when applying for certain jobs and activities, certain convictions and cautions are considered ‘protected’. This means that they do not need to be disclosed to employers, and if they are disclosed, employers cannot take them into account. Guidance about whether a conviction or caution should be disclosed can be found on the Ministry of Justice website. Please detail any criminal convictions except those 'spent', or otherwise ‘protected’, under the Rehabilitation of Offenders Act 1974. If you have none, please state. In certain circumstances employment is dependent upon obtaining a satisfactory Disclosure & Barring Certificate from the Disclosure & Barring Service.
If Yes please give details on a separate sheet, this should exclude any spent convictions under Section 4(2) of the Act.

	Are there any restrictions on you taking up Employment in the UK?                           Yes       /         No

Note: the company will require proof that you are able take up employment in the UK before an offer of employment 
can be confirmed e.g. Birth certificate and/or any other appropriate document required to confirm your right to work
 in the UK as required by the Asylum and Immigration Act 1996.



	Notice Period Required: 

	Reason for Applying – please state why you consider you are a suitable applicant for the position and what motivated you to apply:

Notes / Additional Information: 


	Please give details of two referees. One must be your present or most recent employer. References will only be taken up for short listed candidates.

Testimonials or references from friends or relatives are not acceptable.
Please indicate if we can take up references when you are short listed for interview   YES / NO

	Name:

Position:

Organisation:

Address:

Tel.
	Name:

Position:

Organisation:

Address:

Tel.

	DECLARATION
I certify that all information which I have provided is correct. I understand that any false information given may result in a job offer being withdrawn. 

Signature: 
Date:
Please return completed form to:

Human Resources Dept

Border Holdings (UK) Ltd
The Grove

Craven Arms

Shropshire

SY7 8DA

Or E-mail to michele.handley@britpart.co.uk
Please ensure you fill out the enclosed Equal Opportunities Monitoring form and GDPR Consent Form and return to our HR department with your application.

We will be unable to process application forms without the GDPR Statement signed, and your application will be destroyed.




Equal Opportunities Monitoring
	NAME:



	POSTION APPLIED FOR:




We are an equal opportunity employer. The aim of our policy is to ensure that no job applicant or employee receives less favourable treatment because of age, disability, gender reassignment, marriage and civil partnership, pregnancy or maternity, race, religion or belief, sex, or sexual orientation. 
Our recruitment selection criteria and procedures (including the areas or media sources which are used in the recruitment process) are frequently reviewed to ensure that individuals are selected, promoted, and treated on the basis of their relevant merits and abilities and that no applicant or employee is disadvantaged by provisions, criteria or practices which cannot be shown to be justified. 
To ensure that this policy is fully and fairly implemented and monitored, and for no other reason, would you please provide the following information:
	GENDER

	Please tick one of the categories

Male  (            Female (              Prefer not to say (        If you are undergoing the process of gender reassignment, please tick the box that applies to your future gender.                             


	ETHNIC ORIGIN

	Ethnic origin refers to members of an ethnic group who share the same cultural background and identity. Please not the categories listed below are approved by the Commission for Racial Equality.

How would you describe your ethnic origin? Please tick one of the categories;
White

English (       White Scottish (       White Welsh (      White Irish (
Mixed

White / Black Caribbean (       White / Black African (       White /  Asian (       Mixed Other (
Asian(or Asian British) 
Indian (       Pakistani (       Bangladeshi (       Asian Other (
Black(or Black British) 
Caribbean (       African (       
Chinese, Chinese British

Chinese (       
Other Ethnicity

Other Ethnic Group-please state (…………………………………………………………….          Prefer not to say: (


Finally, how did you hear about this vacancy? 
……………………………………………………………………………………………………………………………….                                                    Thank you for your help
General Data Protection Regulations – Consent Form for Job Applicants

Here at Border Holdings (UK) Ltd we take your privacy seriously and will only use your personal information to administer your application for employment.  This statement explains what personal data we collect from you and how we use it

We wish to obtain your informed consent about the data that we may hold about you as it provides you with a better understanding of how we will use your data. We encourage you to read the summaries below and if you would like more information on a particular topic please contact our Data Protection Officer by writing to Border Holdings (UK) Ltd, The Grove, Craven Arms, Shropshire SY7 8DA

Our full Privacy Statement is available on our website www.britpart.com/privacy-policy/ 

We are not planning to transfer your data outside the EEA.

We would like your consent to hold personal and special data about you in order that we can process your employment application. The data we wish to obtain and hold (a range of examples provided, but not limited to)

	
	Type of data
	Why we wish to hold it
	How long it will be kept for 

	1
	Recruitment data 

Previous employers

Types of job held at other companies

Previous salaries

Skills and qualifications obtained
	This will allow us to make a decision on your suitability for employment/engagement

It will help us to decide which dept. you may be most suitable in 
	Data obtained during recruitment will only be kept until either;

i. your application has been declined (it will then be destroyed after 6 months) 

ii. a job offer is made (it will be held in accordance with Company policy)

	2
	Ethnic monitoring data

Data relating to your racial origin, religion, gender, sexual orientation, etc that are classed as protected characteristics under the Equality Act 2010


	We use this data to understand the ethnic make- up of our workforce and job applicants and it allows us to inform our recruitment process if we believe we do not have the correct diversity
	This data will be kept for the duration of this round of applications and will be anonymised and stored for 4 years afterwards.




Agreement to use my data 

I hereby freely give my prospective employer Border Holdings (UK) Ltd consent to use and process my personal data relating to my job application (examples of which are listed overleaf).  

In giving my consent:

I understand that I can ask to see this data to check its accuracy at any time via a subject access request (SAR).

I understand that I can ask for a copy of my personal data held about me at any time, and this request is free of charge.

I understand that I can request that data that is no longer required to be held, can be removed from my file, and destroyed.

I understand that if I am unsuccessful with my application my data will be destroyed after 6 months.

I understand the Data Controller for our Company is Tony Overs, Finance Director, and I can contact them directly if I have any questions or concerns. Their e-mail address is tony.overs@britpart.co.uk their telephone number is 01588 672711

I understand that if I am dissatisfied with how my company uses my data I can make a complaint to the government body in charge (Information Commissioner's Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF or at www.ICO.org.uk)

Name: ...………………………………………………………… Signature: …………………………………….
Date: ………………………………………

Yours sincerely

Paula Hook, Personnel Manager
Please send a copy of your signed GDPR Form Michele.Handley@britpart.co.uk or by mail marked “Confidential” to the HR Department, Border Holdings (UK) Ltd, The Grove, Craven Arms, Shropshire SY7 8DA
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