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Application for Employment

Thank you for your interest in employment with Norwich Airport Ltd.  All information provided by you will be treated in the strictest confidence but will be subject to verification if your application proceeds beyond this stage.

Please complete this form in your own handwriting in blue or black ink.

Position or type of work applied for:             


Willing to work:


Full Time 
 
Part Time 


(tick all relevant boxes)               Shift work

Job Share
Personal details           

Title
                                                                  
Surname





Forenames 




    Previous Surnames







    (including maiden name)

Address



Phone: 
 Home
                                               Daytime



     E-mail





         /mobile          


National Insurance Number 

Emergency Contact Name 





             


 Relationship 






Phone: Home









 

Address                                                                                                       Work

Education: Please give details of full and part-time education including secondary education.  If you have been in 
 education in the last 5-years, please include dates.
     From               To
    Name and Address of School/College/University           Examinations subjects passed

    (date only 

     required if
     within last 5-yrs)









and grades


Other Qualifications   - Dates only required if within last 5-years
  

    From
  To

Name of Establishment



Qualification passed and grades

  Employment History
  PLEASE NOTE Applicants are required under the Department of Transport Aviation & Maritime Security Act 1990,

  to give full details of ALL periods of employment or unemployment for the last 5 years or since the age of 16,

  whichever is the shorter period.  Starting with your present / last occupation give details in the column provided in

  date order.  Please  include any period of unemployment or self employment.   Any gaps in employment dates and
  information may result in your application not being taken further.

              Date
            Name and address of Employer or
 Position
  Leaving           Reason for     

        From      To           other details (give contact name for                                     Salary               leaving



                    reference where possible)







Please use continuation space if necessary  

Additional Information

Please use this space to give brief details of other skills, experience, qualifications, short courses, fluency   

In foreign languages, leisure activities and any other interests which you feel are relevant and will 

support your application. Please use continuation below if necessary.



Do you have a valid UK driving Licence?

YES

NO

If yes please state type: (please circle)

*Provisional / Full / HGV / Other







* Manual / Automatic Gearbox

Please give details of any endorsements



Do you have your own transport?


YES

NO

Continuation Section

(Please use this section for continuation or for any other detail to support your application)

  Asylum and Immigration Act 1996 (*please refer to enclosed notes)
  

  Are you legally eligible for employment in the UK?
YES

NO

  If you are not a UK or European Union National do you hold a work permit?

YES  
    NO  

  Criminal convictions (* Please refer to enclosed notes)
   Have you ever been convicted of a criminal offence, other than a “spent” conviction under the

   Rehabilitation of Offenders Act 1974?

YES           
NO                     


   Do you have any prosecutions pending?
YES

NO

   If yes, please give nature of offence, date of convictions, or pending

   

References

     Please give the name and address of  two PERSONAL referees who have known you well for at least the

     past 5 years. They should NOT be members of your family, tutors or previous employers.

We will only request employment and personal references if you are offered a position


 
Personal Reference 1



          Personal Reference 2

    Name




            Name


     Occupation                                                                 Occupation

     Address                                                                      Address 

     Telephone                                                                  Telephone
  Declaration - Please read the declaration below carefully and then sign and date the form.

   I authorise Norwich Airport Limited to approach former employers, educational establishments, government agencies

   and personal referees for verification of information in accordance with the Directive for Aviation Security, once an 

   offer has been made.  I understand that references received by the Company are confidential and will not be disclosed 

   to me or any other parties.

   In accordance with the Data Protection Act 1998, I understand that by signing this form I have given permission

   for this form to be stored and processed for the purpose of arriving at a selection decision. Sensitive data may be monitored

   and stored for the purpose of equal opportunities monitoring. Should I be offered employment at Norwich Airport Ltd, this 

   form will be held as part of my personal file.

   I declare that the details on this application form are accurate and complete to the best of my knowledge.  I have no other 

   criminal convictions other than any treated as spent under the provisions of the Rehabilitation of Offenders Act 1974 and 

   those disclosed on the form. I understand that any false declaration or misrepresentation of the facts may be sufficient cause 

   for cancellation of this application and/or termination of employment.   I also understand that an offer of employment by the

   Company is subject to receipt of satisfactory references and any other required screening by the DfT for security purposes 

   and that if these are not obtained my employment contract will be terminated. 

    Signed                                                                              Date 

    Print Name:
Please return this Application form to:

Human Resources Department, Norwich Airport Limited, Amsterdam Way, Norwich, NR6 6JA
Telephone: (01603) 420678 / 420690
NORWICH AIRPORT LTD AND TRAVEL NORWICH AIRPORT LTD

Accompanying Notes – Application for Employment

For security purposes the Airport is required by the Department for Transport to adhere to the Aviation and Maritime Security Act 1990.  In relation to recruitment and selection please read the following notes concerning mandatory information required when completing the Application Form, documentary evidence of proof of your identity which you must supply to the Company and evidence of any criminal convictions.

Application Form

Please complete all sections of the enclosed application form.

1)
Education and Employment

1.1 All dates, which are within the last 5 years, should preferably be given as Day/Month/Year, a minimum of Month and year is required.

1.2 In the Education/Employment sections please provide full details of your history over the last 5 years, without any gaps.  If you were not working or in education please state what you were doing during these times (e.g. caring for children, travelling around the world, renovating house).

2)
Personal Referees


You are required to give the details of two people who are prepared to provide you with a character reference and who have known you for at least 5 years.  They MUST NOT BE members of your family, tutors or previous employers.

3)
Verification of Facts

3.1 Upon formally accepting an offer of employment the Company will write to all former employers, training providers and educational establishments which you have worked for/attended over the last 5 years, or since the age of 16 whichever is shorter, for verification of the facts given in your application.

3.2 If you were not working or in education (see 1.2) you will be asked to provide some form of evidence of what you were doing, or the name and address of someone who will be able and prepared to confirm from their own personal knowledge what you were doing during the period in question.

3.3 The Company will be unable to issue a permanent Airport Security pass or confirm your employment until all satisfactory references and verifications for the past 5 years, without gaps, have been received.

4)
Declaration


You are to sign the application form declaration, which includes the statement that ‘any false declaration or misrepresentation of the facts may be sufficient cause for cancellation of this application and/or termination of employment’.

Documentary Evidence
5)
Verification of National Insurance Number


Please bring with you to the interview an original document, which verifies your National Insurance number such as your National Insurance card, a P60, or a payslip.  Photocopies will not be acceptable, the original document will be checked, photocopied and returned to you at the interview.

6)
Proof of Identity.


Please bring with you to the interview the following:

If you are a British National please bring either your full 10-year passport or your British photo-card driving licence with counterpart original documents only.  A non photographic driving licence is NOT acceptable.

Or

If you are an EEA national, please bring your full EEA passport or National Identify Card; in the case of other nationals a full passport together with an original Home office document confirming the individual’s right to be in the UK and giving evidence of the right to work – original documents only.

Or if you are unable to supply the above you must bring with you:-

1) a birth or adoption certificate; or

a Registration or naturalisation document;

Plus

2) Proof of residence within the UK

Plus

3) A passport sized photograph endorsed on the back with the signature of a JP, medical practitioner, officer of the armed forces, clergyman, teacher, lecturer, lawyer, bank manager, or civil servant who has known you for a minimum of 5 years.  This must be accompanied by a signed statement from the signatory giving his/her full name, position, address and telephone number and confirming the period that he/she has known you.

Photocopies will not be acceptable, the original document(s) will be checked, photocopied and returned to you at the interview.

Criminal Convictions

Upon formally accepting an offer of employment from the Company you will be required to apply for Criminal Records Check in the form of a basic disclosure certificate from Disclosure Scotland and provide sight of the certificate to the Human Resources Department.  You must not have any of the Disqualifying Offences on your basic disclosure certificate.  Details of how to apply for a disclosure certificate will be issued to you upon formal acceptance of a job offer.

If you have any queries regarding the above or require any further information please do not hesitate to contact a member of the Human Resources Department on (01603) 420678 or 420672.

1.Rehabilitation of Offenders Act 1974
You must reveal any criminal convictions, subject to the provisions of the above Act.  Please use the following chart as a guideline to help you decide whether or not your conviction is “spent”.  A spent conviction is one, which you are not required to declare.

Sentence
Period before Offence is spent

Imprisonment for more than 6 months but

not more than 30 months
10 Years

Imprisonment not exceeding 6 months
  7 Years

A fine or other sentence not expressly

covered by the Act.
  5 Years

2. The Asylum & Immigration Act 1996 – Section 8

Before you can commence employment at Norwich International we are obliged to check that you have leave to enter or remain in the United Kingdom, that any leave that has been granted to you is valid and subsisting and that you are allowed to take up employment in the United Kingdom.  If you are offered employment with Norwich Airport Ltd. you will have to produce to us the original of one of the documents listed below.  We recommend that you check now that you will be able to produce one of these documents as, if you are unable to do so, we will be unable to employ you.

1. A document issued by a previous employer, the Inland Revenue, The Benefits Agency, the Contributions Agency or the Employment Service (or Northern Ireland Equivalents) which states the national insurance number of the person named.  (e.g. a P45, payslip or National Insurance number card).

2. A passport describing the holder as a British citizen or as having the right to abode in - or an entitlement to readmission to – the United Kingdom.

3. A certificate of Registration or Naturalisation as a British Citizen.

4. A birth certificate issued in the United Kingdom or Northern Ireland.

5. A passport or national identity card issued by a State which is partly to the European Economic Area agreement and which describes the holder as a national of that State.

(see below for a list of countries in the European Economic area).

6. A passport or other travel document endorsed to show that the person named is exempt from immigration control, has indefinite leave to enter, or remain in, the United Kingdom and is not precluded from taking the employment in question; or a letter issued by the Home Office confirming that this is the case.

7. A Untied Kingdom residence permit issued to a national of a state, which is party to the European Economic Area Agreement.

8. A United Kingdom residence Permit issued to a national of a State which is a party to the European Economic Area Agreement and who is resident in the United Kingdom.

9. A passport or other travel document endorsed to show that the holder has a current right of residence in the United Kingdom as the family member of a named national of a State which is a party to the European Economic Area Agreement and who is resident in the United Kingdom.

10. A letter issued by the Immigration and Nationality Directorate of the Home Office indicating that the person named in the letter is a British Citizen or has permission to take up employment.

11. A work permit or other approval to take up employment issued by the Department for Education and Employment or in Northern Ireland by the Training and Employment Agency.

12. A passport describing the holder as a British Dependant Territories Citizen and which indicates that the status derives from a connection with Gibraltar.
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Equal Opportunities

Norwich Airport Ltd is committed to providing equal opportunities for all its staff irrespective of sex, marital status, creed, colour, race or ethnic origin, sexual orientation, age or disability.

In order to monitor the effectiveness of this policy you are invited to tick below to indicate your sex, marital status and ethnic origin. The categories used in the section on ethnic origin are those recommended by the Commission for Racial Equality. If you are uncertain, please tick the box marked ‘other’ and give details.

The information given in this section will be used only for the monitoring of Norwich Airport Limited’s equal opportunities policy and has no bearing on the recruitment and selection process.  This form will be separated from your application and destroyed once the details have been recorded.

Surname ……………………………………………………  First Name ……………………………………………………

Position applied for …………………………………………………………….  Date ………………………………………

Sex

         
Male

Female


Marital Status            
Single                     Married                    Widowed              Divorced


Ethnic origin              
White:  

               
                                                        



Mixed:  White & Black Caribbean
White & Black African
     White & Asian





Any other mixed background

                                       Asian:
Indian              Pakistani           
Bangladeshi  






Any other Asian background                      





Black:
Caribbean
African

                                   





Any other black background


                                    
Chinese or other ethnic group:  Chinese
  Any other 


Nationality
Definition of Disability

Section 1 of the Disability Discrimination Act 1995 defines a person as having a disability if he or she ‘has a physical or mental impairment which has a substantial and long term adverse effect on his or her ability to carry out normal day to day activities’.


Do you believe you have such a disability?                Yes                  No                                                                                     


If yes, please describe the nature of your

disability                                      

Mr/ Mrs/ Miss/ Ms/ Title





							Postcode





	/	/	/	/





 Postcode





 Postcode











2
MAY 2010

