Sullivan Buses Employee Number

www.sullivanbuses.com 01707 646803 | Base: South Mimms

Application for employment

Thank you for your interest in applying for a job with us. You may save this file and complete
it sending it back to admin@sullivanbuses.com as an attachment or, if you prefer, print it off
and fill in using block capitals and blue/black ink. If you should have any questions please
contact us either via email or telephone.

If you apply for a driving position and are asked to attend an interview we will need to see
your driving licence and a test drive will be incorporated into the interview. Should you be
successful in your application we will retain the copy of your license for insurance purposes.

Position applied for: please tick one box
O priver [ Service Supervisor [ Customer Information Assistant [] Manager [ Other

If you have ticked ‘Other’ please specify

1. Your Details

Mr/Miss/Mrs/Ms | First Name Middle Name Surname

Full Name

Address

Post Code Date of Birth /119

Home Phone Emergency Contact | Name:
Tel

Mobile Phone Relationship to you

2. Driver’s Licence

Number

Points

Type/Classes

3. Previous employment
Reference 1

Employer

Address

Contact name Telephone number

Position Held

Responsibilities

Continue on a

separate sheet if
required

Most recent

0 — 2 years prior to application

Reason for

leaving




Previous references continued

Employer

Address

Contact name Telephone number

Position Held

Responsibilities

Continue on a

separate sheet if

required

Reason for

leaving

Reference 2

May Sullivans approach employment referees prior to appointment?

Reference 1 Yes / No (delete as applicable)
Reference 2 Yes / No (delete as applicable)

Have you been employed by Sullivan Buses previously?
Yes / No (delete as applicable)

If yes, please state when

4a. Pay Details (see note 1)

National Insurance
Number

Tax Code (if known)

OFFICE USE ONLY

PAY TYPE

P45 RECEIVED YEs / No ‘ DATE RECEIVED ‘ / /

Staff over 65 (exempt from NIC) must notify payroll (Mala Singelee).




5. Please tell us of any further information you feel might be relevant to your
application. Continue on separate sheet if necessary

Please advise us immediately if any of the details on this form change.

| confirm that the above information is correct:

Sinature:

Drivers not in receipt of a P45 from their previous employer
must complete a P46 declaration before tax allowances will
be paid. All other staff will receive pay based on ‘Basic

Date Rate’. Pay will be adjusted on receipt of a P45 or P46.

Please note:

Wages are paid by BACS weekly. A standard pay week is Saturday to Friday. Wages are
reconciled on the Tuesday following, for payment on Friday. The majority of wages are paid
by Bankers Automatic Credit System (BACS). If requested Cheques may issued and will be
sent by post. Pay arrangements may vary due to bank holidays or other events. Staff must
complete a valid timesheet. These must be delivered or faxed (01707 646804) to the South
Mimms office or handed to the depot manager by Monday of the week following.

Pay Enquires to Mala Singelee 01707 646803 or e-mail mala@sullivanbuses.com

For office use only;
Details entered onto Capital Payroll by: Date:

Follow up actions if any:

Employment commenced: Employment ceased:

Note: Check Drivers Licence (photocopy required for file), Collect P45 or issue P46.

Personnel file: Application for employment.pdf (December 2003)




