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Welcome to Stag Security Services Limited

Code of Conduct

&

Application Form

This code of conduct forms an integral part of your contract of employment with Stag Security Services

	Forename
	Surname
	National Insurance Number
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Code of Conduct

We recognise just how important our security officers are, and the role they play in securing and maintaining positive relationships with our customers. The majority of our officers act all times with integrity and professionalism and we do expect high standards of courtesy, dress and hygiene from all our team. There are certain behaviour standards that we must enforce, if we are to ensure that our customers receive the best possible experience from all our officers.

With integrity, the following points are brought to your attention:

· If you assist our operations team in working an uncovered shift at short notice, you will be paid, you will receive your hourly rate plus £2.50 for every hour worked in that shift if you have to travel outside your local area to do so. Outside your local area equates to 25 miles or more away from your current place of work. 

· Each month we make awards to various security officers whom have performed above and beyond our high standards for our customers. 

· Officers who introduce customers to us will qualify for a special bonus of up to £1000 for any customer who is successfully introduced and becomes a client for Stag Security Services Limited. 

· Officers will be entitled to time in lieu for any shifts worked on Bank Holidays.  

We always wish to ensure that any guard wage queries are dealt with professionally and promptly. Stag Security Services utilise the industry leading Innovise guard management system, which calculates our officers pay each month.  The key reasons for wage queries include working different hours to those directed by operations and unauthorised holidays.

· In the event that you do have a wage query with regards to your tax code or holidays please write to our payroll department. 

· In the event that you have a wage query with regards to your hours or pay rates please write to our operations department.

· If a security officer fails to attend a confirmed shift or fails to provide 4 hours notice that they are unable to attend the shift for good reason (e.g. sickness) the Employer reserves the right to make a contractual penalty of £70 to be deducted from your wages to cover the costs of providing replacement services at short notice. 

.

· If an officer leaves our employment without providing their contractual notice required, a penalty of £80 per week will be deducted from your final wage to contribute towards our additional costs in fulfilling the officer’s duties.

· All security officers are required to make check calls every 30 minutes using the automated Time Link system. If a security officer fails to book on/off and make check calls using the automated Time Link system will automatically subject to a 1 hour penalty as directed by our operations team, or are not contactable during shift, then this shift will be deducted from wage roll until evidence is provided of your attendance to shift.  Please note, for every check call missed during a shift, a 1 hour penalty will be made.

· If a security officer fails to undertake patrols of the site using our supplied ACTIVE GUARD patrol recorder, as directed by our operations team, for every point missed during a shift a 10 minute penalty will be applied.

· If an officer leaves site during a duty without obtaining permission from operations control, then the officer will forfeit payment for that shift.

· All officers must ensure that they work the rotas provided by operations. If guards deviate from their agreed rota’s and subsequently raise a pay query this will not be rectified.

· During each shift you are entitled to a 45 minute unpaid rest break, whilst remaining on site should your attention be required.  You must make a check call before your rest break and one immediately after but are not required to undertake check calls or patrols during your designated rest break period.

· Every employee will be issued with their own personal uniform kit bag that contains all items of uniform that you may require in the normal course of your duties. All items of uniform in the kit bag must be in your possession whilst working on shift, and used as directed by individual sites rules, 

· The Employer will be entitled to recover from you as a contractual penalty the cost of providing you with the uniform if you leave this employment and fail to return it, as required.  The current cost of the uniform is £86.42
· Holiday requests should be raised on the Stag Security Services holiday request form, obtainable from our HR department and in every site file. Holiday requests should be made at least 28 days in advance.

· Any queries in relation to any aspect of your contract of employment should be addressed directly to the HR Manager on 01423 524 599. It will be considered a matter of misconduct or gross misconduct if these queries are raised with our clients, or our client’s employees. Should you have any grievance these should be made in writing in accordance with the company’s grievance procedure as set out in your employment contract.

· Any misrepresentations of Stag Security Services Limited, to our clients or our clients employees will be considered a matter of gross insubordination and subject you to our disciplinary procedures.

· All employees must be in possession of a personal fully functional mobile phone at all time whilst on duty.


· All patrols must be conducted as directed by Stag Security Services and the client.


· If you are required to stand in at short notice for a shift (2 hours before the shift starts), you will receive your hourly rate plus £2.50 for every hour worked in that shift.

· We want our security officers to represent themselves, our clients and indeed Stag Security Services with integrity, enthusiasm and professionalism at all times.  In return we promise that you that you are valued, treated with respect, and fundamental to the future success of your business.

Please email me any suggestions as to how we can do better for you and our customers at anytime: improve@stag-security.co.uk, I assure you every email will be considered and receive my personal response.

Kind regards

Graham Watson

Chief Executive Officer.
Name: _________________________________________________ of

Address:  

____________________________________________________________ (“the Employee”)

I have read and signed the documentation and fully understand the CODE OF CONDUCT, and fully understand my obligations under this code of conduct.
Signed on behalf of the Employer:
Date:
Signed by the Employee:
Date:
APPLICATION FOR EMPLOYMENT


SURNAME (Mr/Mrs/Ms/Miss)



FULL FORENAMES



POSTAL ADDRESS



POSTCODE



HOME TELEPHONE NUMBER
 

MOBILE TELEPHONE NUMBER  

EMAIL ADDRESS



POSITION SOUGHT


DATE






RECRUITMENT MANAGER:
​​​​​​​​​​​

1) Previous Surnames (including Maiden Name)


2) Date of birth


3) Place of birth



4) Nationality

5) Your height


weight


colour of hair





6) colour of eyes


7) Distinguishing marks


8) National insurance number

9) DISABLED PERSONS ONLY. 
Are you a registered “green card” holder? YES/NO  If YES please state the registered Disablement number and give details of Disablement

10) Have you ever suffered from any of the following? (Answer YES or NO)

Epilepsy

Diabetes

Heart Trouble

Chest Trouble

Colour Blindness

Hernia



Back Trouble 

Gastric Trouble
Nervous Trouble

Varicose Veins

Skin Trouble



If YES please specify details

11) Any other serious illness, operation, disability. YES/NO. If YES please specify details


12) Are you currently receiving medical attention? YES/NO. If YES please specify details


13) Do you smoke? YES/NO
14) Have you ever been declared bankrupt or made a deed of arrangement or composition with your creditors?                                                 YES/NO
   
If YES please specify details

15) Have you ever had any proceedings against you in a Civil or Criminal Court (High Court, Magistrates Court, etc), Including Motoring Offences? YES/NO If YES please specify details

16) Do you possess a current Driving Licence: Delete as appropriate YES/NO
17) DO YOU HAVE OWN TRANSPORT  YES/NO
18) Are you Married / Single / Divorced / Separated / Cohabiting / Widower / Widow (Delete where appropriate)


19) Number of Children



Their Ages

Married Applicants – Date of Marriage

20) Spouses Employment

21) Military Service, etc (Please give details of all periods of service in the Forces (Regular or Reserve), full-time Civil Defence etc, that you have undertaken within the past 20 years).

Description of Service (e.g. Army, Navy, RAF, MN, TA, RM)


SELF-EMPLOYMENT (If you have ever been self-employed for any period, please give title, nature and address of your business. Please treat periods spent as a housewife as self-employment and provide the appropriate personal referees for this period in answer to question 22)
22) Name and Address if business


23) Nature of business


Date of Business – From


To 

24) Business Ref 1 (Two referees who can vouch for your period of self-employment are required. These references should include the Accountant or Solicitor acting on your behalf during the course of this business).
	
	NAME (IN FULL)
	ADDRESS
	TELEPHONE No.
	OCCUPATION

	Business 
	
	 
	
	 

	Ref 1
	
	 
	
	 

	Business 
	 
	 
	 
	 

	Ref 2
	 
	 
	 
	 


25) Personal References (Please give the names and addresses of THREE persons who are NOT relatives, company personnel, doctors, solicitors, ministers of religion, former employees, serving police officers or bank officials (unless known to you in a personal capacity) each of whom have known you well for at least the past two years, and who will be prepared to give a personal reference).

	
	Full Name
	Full Address: 
	Contact Numbers

	Ref 1
	 
	House No
	 

	
	
	Street Name
	

	
	
	Town/City
	

	
	
	Postcode
	

	Ref 2
	 
	House No
	 

	
	
	Street Name
	

	
	
	Town/City
	

	
	
	Postcode
	

	Ref 3
	 
	House No
	 

	
	
	Street Name
	

	
	
	Town/City
	

	
	
	Postcode
	

	Ref 4
	 
	House No
	 

	
	
	Street Name
	

	
	
	Town/City
	

	
	
	Postcode
	


26 EMPLOYMENT RECORD – In date order, commencing with the latest.


(Please take care in entering full addresses and employment dates. Inaccuracies may lead to delay in your employment. You must give, in date order, details of every job you have had in the last 5 years. The date of employment and the full postal address of your employers must be given, including any since closed down. You must also give any details of any part-time, self, or non-employment you have had at any time in the last 5 years. If your last period of full-time schooling falls within the last 5 years, finish the information you are providing with details of your attendance at that school.)
	
	Employers Full Name and Address
	Position Held
	Employment Dates
	Reason for Leaving

	 
	Company Name
	 
	From
	 

	 
	Street Name
	 
	Month
	 

	 
	Town/City
	 
	Year
	 

	1
	Postcode
	 
	To
	 

	 
	Tel:
	 
	Month
	 

	 
	Fax:
	 
	Year
	 

	 
	Email:
	 
	 
	 

	 
	Company Name
	 
	From
	 

	 
	Street Name
	 
	Month
	 

	 
	Town/City
	 
	Year
	 

	2
	Postcode
	 
	To
	 

	 
	Tel:
	 
	Month
	 

	 
	Fax:
	 
	Year
	 

	 
	Email:
	 
	 
	 

	 
	Company Name
	 
	From
	 

	 
	Street Name
	 
	Month
	 

	 
	Town/City
	 
	Year
	 

	3
	Postcode
	 
	To
	 

	 
	Tel:
	 
	Month
	 

	 
	Fax:
	 
	Year
	 

	 
	Email:
	 
	 
	 

	 
	Company Name
	 
	From
	 

	 
	Street Name
	 
	Month
	 

	 
	Town/City
	 
	Year
	 

	4
	Postcode
	 
	To
	 

	 
	Tel:
	 
	Month
	 

	 
	Fax:
	 
	Year
	 

	 
	Email:
	 
	 
	 

	 
	Company Name
	 
	From
	 

	 
	Street Name
	 
	Month
	 

	 
	Town/City
	 
	Year
	 

	5
	Postcode
	 
	To
	 

	 
	Tel:
	 
	Month
	 

	 
	Fax:
	 
	Year
	 

	 
	Email:
	 
	 
	 


	 
	Company Name
	 
	From
	 

	 
	Street Name
	 
	Month
	 

	 
	Town/City
	 
	Year
	 

	6
	Postcode
	 
	To
	 

	 
	Tel:
	 
	Month
	 

	 
	Fax:
	 
	Year
	 

	 
	Email:
	 
	 
	 

	 
	Company Name
	 
	From
	 

	 
	Street Name
	 
	Month
	 

	 
	Town/City
	 
	Year
	 

	7
	Postcode
	 
	To
	 

	 
	Tel:
	 
	Month
	 

	 
	Fax:
	 
	Year
	 

	 
	Email:
	 
	 
	 

	 
	Company Name
	 
	From
	 

	 
	Street Name
	 
	Month
	 

	 
	Town/City
	 
	Year
	 

	8
	Postcode
	 
	To
	 

	 
	Tel:
	 
	Month
	 

	 
	Fax:
	 
	Year
	 

	 
	Email:
	 
	 
	 

	 
	Company Name
	 
	From
	 

	 
	Street Name
	 
	Month
	 

	 
	Town/City
	 
	Year
	 

	9
	Postcode
	 
	To
	 

	 
	Tel:
	 
	Month
	 

	 
	Fax:
	 
	Year
	 

	 
	Email:
	 
	 
	 

	 
	Company Name
	 
	From
	 

	 
	Street Name
	 
	Month
	 

	 
	Town/City
	 
	Year
	 

	10
	Postcode
	 
	To
	 

	 
	Tel:
	 
	Month
	 

	 
	Fax:
	 
	Year
	 

	 
	Email:
	 
	 
	 


26) SPORTING INTERESTS

27) HOBBIES 

28) MEMBERSHIP OF CLUBS

29) Have you any Private Liabilities or Debt involving repayment by you such as mortgages, rent or personal loans?


YES/NO If yes please specify details

30) Details of Next of Kin


(Please give details of your next of kin. Should you enter employment with the Company, unless instructions are given to the company this will be person the Company will contact on your behalf in case of emergency)

Name






Address

Relationship

Telephone Number 

31) Education Qualifications (Should this information be required, please give details of all full-time and part-time educational courses you have undertaken including exam results)


32) Professional or Technical Qualifications (Please give details of all professional or technical qualifications you have obtained that you consider relevant to this application).


33) BANK DETAILS

Name and Address


Account No




Sort Code 

Name of Person Account is held in

34 UNIFORM SIZES
Shirt Collar Size

Sweater Size

Suit Jacket Size

External Coat Size

Vest Size

Shoes Size

Boots Size

34) It is a requirement of the Company that you supply four recently taken passport size photographs, which are   to accompany this application.

35) Date you are able to commence work

36) Are you prepared to be called into work at short notice and on rest days if required? YES/NO
37) Do you have any holidays booked? YES/NO If YES please supply dates


DECLARATION

To be completed by ALL APPLICANTS
I
I CERTIFY that I have read the instructions for the completion of this personal summary and that the information is correct and complete to the best of my knowledge and belief.
II
I ACKNOWLEDGE that any misinterpretation of the information given by this form shall constitute misconduct sufficient to warrant immediate termination of any employment I may have entered into with the Company.

III 
I FURTHER CERTIFY that, unless otherwise stated, I have never been (i) convicted of a criminal or civil offence nor (ii) been dismissed from any employment for misconduct, and (iii) no member of my family or near relative has been convicted of a criminal or civil offence. 

IV
I UNDERSTAND that in the course of the Company’s Screening Process I may be required to obtain a Statutory Declaration on my own behalf and at my own expense in respect of the information furnished by me in completing this application form.
V
I ACKNOWLEDGE that the completion of this form in no binds the Company to offer me employment and that no contractual arrangement will exist between us until such time as I have signed a form of contract or accepted in writing the terms of a letter of appointment.

VI
I UNDERSTAND that the Contract hereafter signed by me or letter of appointment issued by Stag Security Services Limited and accepted by me shall be construed to mean that I am appointed on probation for a period not exceeding 16 weeks.

VII
I UNDERSTAND that during such period of probation any Contract written or implied shall be terminable by me or by the Company by not less that one week’s notice expiring at any time.


RECRUITMENT POLICY


It is the Company’s policy to employ the best qualified personnel and provide equal opportunity for the advancement of the employees including promotion and training and not to discriminate against any person because of race, colour, national origin, sex, marital status or disability.


I HEREBY authorise Stag Security Services Limited to seek references to support this application and release the Company and referees from any liability caused by giving and receiving information. 

CONSENT TO PROCESSING OF PERSONAL AND SENSITIVE PERSONAL DATA FOR THE PURPOSES OF THE DATA PROTECTION ACT 1998 (“the DPA 1998”)

I HEREBY CONSENT to an authorise Stag Security Services Limited (“the Company”) and any third party nominated by the Company from time to time to perform a vetting service which for the avoidance of doubt includes The Security Watchdog Limited (“the Vetting Company”) to hold the information contained in the Application of Employment and any other information obtained and/or derived as a direct result if the Company and/or the Vetting Company obtaining references and/or confirming the accuracy of the information contained in the Application of Employment (and for the avoidance if doubt that will include details of National Insurance Contributions) for the duration of any applicable probationary period and subsequently in the event that any employment with the Company is confirmed. I also confirm that the information that is contained within the Application for Employment may be disclosed to a licensed credit reference agency that will retain a record of the search.

This consent shall constitute “consent” and “explicit consent” for the purposes of the DPA 1998.

SIGNED: 






DATE:
PRINT NAME:
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48 HOURS WEEK

Agreement to Opt Out of Regulation 4 (1) of the Working Time Regulations 1998 about Maximum Weekly Working Time.

1. I, (the employee) agree with STAG SECURITY SERVICES LIMITED of Unit 4 Grove Park Court, Harrogate, HG1 4DP (the employer) that the limit of Regulation 4 (1) of the Working Time Regulations shall not apply to me and that my average working time my therefore exceed 48 hours for each seven day period (as defined and calculated in accordance with the Working Time Regulation 1998)

2. This agreement shall apply from the (dated) until further notice.

3. I agree that I will comply with any and all policies of the employer, from time to time in force, which relate to its maintenance of records of my hours of work.

This agreement can be terminated by me giving three months notice to my employer. 

SIGNED



PRINT NAME




DATE
(Employee)

SIGNED



PRINT NAME




DATE
(Stag Security Services Limited)
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EQUAL OPPORTUNITIES MONITORING

STAG SECURITY SERVICES LIMITED asks all applicants when completing forms to assist the Company in monitoring its equal opportunities policy by completing this questionnaire. The information provided will not be used in the employment decision. 

Are you a registered disabled person? YES/NO

If YES please state your registered disablement number

I would describe my ethnic origin as: (please circle)

A. White

B. Black – Caribbean

C. Black – African

D. Black – Other (please specify)

E. Indian

F. Pakistani

G. Bangladeshi

H. Oriental

I. Other (please specify)

SEX


MALE



FEMALE

NATIONALITY

EC (including British)

Non EC

If you are not an EC citizen, do you have a valid work permit? 
YES/NO/NOT APPLICABLE

MARITAL STATUS (please circle)

Single

Married

Separated

Divorced


Widowed

DEPENDANTS – Please give details of any dependants:

NAME



RELATIONSHIP



DATE OF BIRTH












    (If under 18)
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HEALTH SCREENING FORM

Please complete BOTH PARTS of this form to the best of your knowledge and tick Yes or No.

PART ONE

The following questions are designed to help assess if you have any health condition which could affect our ability to undertake night work. Please note that ticking 'Yes' does not necessarily mean that you are unfit for night work simply that we may need to refer you for further medical assessment.

 



Y
N
	1
	Do you have Diabetes needing Insulin?
	
	

	2
	Do you have heart or circulation problems?
	
	

	3
	Do you have stomach or intestinal disorders such as ulcers?
	
	

	4
	Do you have any medical conditions affecting your sleep?
	
	

	5
	Do you have any chronic chest disorder where night time symptoms are particularly troublesome?
	
	

	6
	Do you have any medical condition requiring regular medication on a strict timetable? (i.e. at a set time of day)
	
	

	7
	Do you have any condition where the timing of a meal is particularly important?
	
	

	8
	Are there any health factors that may affect your fitness to do night work?
	
	


PART TWO

Alertness and reasonable physical fitness are essential for the duties of a Security Officer. It is therefore important to be accurate with your answers. When you declare NO you are accepting a degree of responsibility for your safety.


Y    N
	9
	Do you suffer from Epilepsy or fits?
	
	

	10
	Have you ever had blackouts, recurrent dizziness or any condition which may cause sudden collapse 
or incapacity?
	
	

	11
	Do you get discomfort or pain in the chest or shortness of breath on exercise e.g.: climbing a single 
flight of stairs?
	
	

	12
	Do you have difficulty in moving rapidly over short distances including on slopes, steps or rough ground?
	
	

	13
	Are you able to see clearly for a distance of 40 yards (with prescribed spectacles if necessary)
	
	

	14
	Do you have any difficulty, hearing normal conversations?
	
	

	15
	Are you taking any medication?
	
	

	16
	Have you used drugs of abuse within the last 12 months?
	
	

	17
	Have you had any alcohol‑related illness during the last 12 months?
	
	

	18
	Are you able to smell smoke, fire and harmful gases?
	
	

	19
	I have a physical disability.
	
	


If you have answered 'Yes' to any of the above questions (with the exception of Q. 13 and Q. 18) please give further details.


EMPLOYEE'S DECLARATION

I certify that the answers to the above questions are correct to the best of my knowledge.

1 further confirm that should some personal medical impediment be discovered or develop during my employment with I will notify the Company immediately and be prepared to undergo a full medical examination.


SIGNED





(For Personnel Dept Use Only)

RECOMMENDATIONS (Tick One Box)

No Further Action



Requires Further Medical Assessment     
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Authorisation for Medical Examination

I, _____________________________________ (employee name)
Of

Do hereby give my consent to the Managing Director of Stag Security Services to request of me to undertake a medical examination at any stage during my employment with Stag Security Services provided the circumstances conform to the requirements as outlined within the Stag Security Services Employee Handbook and said circumstances do not constitute a breach of my Human Rights or Civil Liberties.

I further confirm my co-operation with any such justifiable request and accept that any lack of co-operation will likely constitute a disciplinary offence under Stag Security Services Discipline Code.

Signed:

_____________________________ (employee)  

Date:

_____________________________
Witnessed:
_____________________________ (position in company) 

Date:

_____________________________ 
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DECLARATION OF CONFIDENTIALITY

While carrying out sub-contracted duties on behalf of Stag Security Services sub-contracted employees will have access to confidential information about Customers and procedures.  It is essential that this information be treated as confidential and not disclosed to anyone outside the organisation without the express permission of a Director of Stag Security Services.

I …………………………………………….. Undertake not to divulge any confidential information obtained during the course of my duties to another person, other than with written authority from a Director of Stag Security Services and in the normal discharge of my duties.  I accept that any breach of confidentiality on my part will be treated seriously and may result in disciplinary action taken.

Signed: _______________________
Date: _______________________
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DATA PROTECTION ACT-AUTHORISATION
Candidate letter of Consent.
Consents and Declarations.

I certify that to the best of my knowledge, the information that I have given in my application for employment is true and complete. 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 authorise the company or it’s agents to approach Government agencies, former employers, educational establishments, criminal justice agencies, credit reference agencies and personal referees for information relating to and verification of my employment and unemployment record. I further declare that any documents that I provide as proof of my identity, proof of address, proof of right to work and any other documents that I provide are genuine and give my consent for these documents to be examined under a UV scanner or similar device. I acknowledge that any falsified documents may be reported to the appropriate authority.

Data protection Act 1998.

Stag Security Services will use the information you have given on your application form (together with any information which we obtain with your consent from third parties) for assessing your suitability for employment. It may be necessary to disclose your information to our agents and other service providers. We may also use the services of UK credit reference agencies or agents of these UK credit reference agencies to perform online identity, address, credit worthiness and other checks for the purposes of anti money laundering and fraud prevention purposes. By returning this form to us you consent to our processing sensitive personal data about you where this is necessary, for example information about your health, your credit status, ethnic origin, qualifications or criminal offences. You also consent to the transfer of your information to your current and future potential employers where this is necessary (this may be to companies operating abroad if you apply for work outside of the United Kingdom).Your information will be held on our computer database and in our paper filing systems. By signing below you agree to this process and confirm that you do not have a criminal record subject to the current Rehabilitation of Offenders Act and any amendments. You have the right to apply for a copy of your information (for which we may charge a small fee) and to have any inaccuracies corrected.

Applicant Name:
______________________________________

Applicant Signature:
______________________________________

Date of birth:

______________________________________

Date 


______________________________________
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	Applicants Name:
	Date
	 
	 

	Interviewer:
	 
	
	 

	Position Interviewed For:
	 
	 
	 

	
	
	
	
	
	
	
	
	
	

	
	
	
	Poor
	Average
	Good
	V.Good
	Remarks

	Appearance
	 
	 
	 
	 
	 
	 
	 

	Oral Communication
	 
	 
	 
	 
	 
	 
	 

	Writing Ability
	 
	 
	 
	 
	 
	 
	 

	Stability of work record
	 
	 
	 
	 
	 
	 
	 

	Family stability
	 
	 
	 
	 
	 
	 
	 

	Personal Hygiene
	 
	 
	 
	 
	 
	 
	 

	Intelligence
	 
	 
	 
	 
	 
	 
	 

	Understanding of job
	 
	 
	 
	 
	 
	 
	 

	General Impression overall
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	

	Sense Testing

	Hearing
	Eye Sight
	Colour
	Smell
	Physical Ability

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Do you have your own transport  
	
	
	
	
	Yes/No
	

	
	
	
	
	
	
	
	
	
	

	Candidate arrived  
	
	
	
	
	Early/On Time/Late

	
	
	
	
	
	
	
	
	
	

	Is there anything in your medical or social circumstances that would    
	Yes/No
	

	Prejudice you working normal rotating night duties:     
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Is there anything that will prevent you from working in the security industry
	Yes/No
	

	
	
	
	
	
	
	
	
	
	

	Are there any specific days/shifts that you are unable to work
	
	Yes/No
	

	If answered yes please state below
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	
	
	
	
	
	
	
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	

	Prior to beginning night shifts would you wish to take the                      
	Yes/No
	

	Opportunity of a free medical assessment/check 
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Declaration of Training & Licensing


I  ……………………………………… declare that I have  (*delete as appropriate)

Completed my SITO training part 1

Completed my SITO training part 2

Applied independently for my SIA Licence

Have in my possession a valid SIA Door Supervisor / Security Guard Licence

Please give details of above status.

Badge No. ……………………………………………………..

Date Attended Training………………………………………..

Date Applied…………………………………………………...

Identification sent to the SIA (if applicable)
……………………………………………………………………………………….

Signed
………………………………………………………………….

Witnessed By…………………………….  
Position……………………………….

Date…………………
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Declaration of Right to Work
All sections of this statement must be completed and the declaration signed by the candidate. Each candidate within this organization should complete this statement. 

Full name of Candidate:___________________________________

Also known as/previously known as:_________________________

Date of Birth:_________________ Gender:__________________

Organization’s name and address:__________________________

_____________________________________________________

Individual/Unique email address*:___________________________

*This email address may be a business or personal address.

Proof of Identity

I have included my proof of Identity within this application.

Yes/NO

Proof of right to work in the UK

I have provided a copy of my right to work in the UK.  


Yes/NO

Are you subject to any restrictions on your residence in or permission to work? 

in the United Kingdom?





           Yes/NO

Do you have any Criminal Convictions?




Yes/NO
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Declaration

I declare that the information I have given is true and correct to the best of my knowledge and belief. I understand that the information given in this application form may need to be checked against the records of agencies, including the police and I consent to this.

I undertake to notify Stag Security Services Ltd of any changes in the information I have given in this application.

I understand that any false statement or deliberate omission in the information I have given could result in the application being refused.

Signature:______________________________

Date:__________________________________

Witnessed by:____________________________

Date:___________________________________
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Recruitment Checklist

I have examined the following original documentation provided to me by the applicant prior to a provisional offer of employment being made:

· Birth Certificate


Number:

· Passport



Number:

· Visa/work permit:`

Number:



Expiry:

· Photo Driving Licence

Number:

· Recent Utility Bill

Details:

· Bank Statement


Details:

· SIA Licence


Number:

· Training Certificates

Number:

· Discharge paper


Number:
· 2 character Reference provide
· Full five year checkable history

· Others/Photo’s:  (please detail):

Name:

Signed:

Dated:
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SUBSTANTIAL SAVINGS WITH THE
STAG MEAL PLAN!
The STAG MEAL PLAN brings the opportunity for extra cash!

As we’d hoped, HM Revenue & Customs have recently agreed to our request for a dispensation agreement.  We can now offer you the opportunity to join our STAG MEAL PLAN and enjoy more take home pay.  Many security companies already have similar arrangements in place and we want our employees to enjoy the great financial benefits from tax and national insurance savings.

How does it work?

Employees can join the STAG MEAL PLAN if they are eligible.

To be eligible, you must:

· Earn more than the National Minimum Wage 
· Be employed by us on a flexible basis with an expectation that you will work at different customer sites during the course of your employment AND
· Confirm that you incur a cost on meals while at work
When you apply to join the plan and if you are eligible, your payments will change.  Your taxable pay will reduce (although never below National Minimum Wage) and you will be provided with tax free expenses instead.  Because you pay less tax and national insurance, you will have increased net take home pay.

You and Stag will make savings – better for you, better for business!
AND
Because the tax free meal expenses we will pay are provided for each hour you work, the more you work, the more you save!  BONUS!
Check out the example on the next page to see how much you can save …….
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The Savings
Everyone who earns above the National Minimum Wage will take home more pay if they join the STAG MEAL PLAN.  

Check out these before and after pay slips to see how your take home pay will increase:
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Don’t forget, if you earn more than this and work longer hours, you’ll make more!

Unfortunately we’re not allowed to use the arrangement if you are only paid at National Minimum Wage but we are looking at other ways to help….

Check out the STAG MEAL PLAN Frequently Asked Questions for more info.  
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STAG MEAL PLAN
Frequently Asked Questions
1. What is the STAG MEAL PLAN?
The STAG MEAL PLAN is an arrangement for Guards that is approved by HM Revenue & Customs (Tax Authorities) which enables us to provide payments to cover the cost of meals as long as these are within set limits.

Only employees who attend ‘temporary workplaces’, as defined by tax legislation, are eligible to join the STAG MEAL PLAN and those that do can receive meal expenses payments without the deduction of tax and national insurance.

2. Why is Stag introducing the STAG MEAL PLAN?
As you will know, times are tough for most businesses and our customers are demanding better and better rates for our services.  We haven’t been able to provide pay rises but we have spent time looking at ways to improve the value you can get from what we do pay.

Many other Security Companies already provide arrangements similar to the STAG MEAL PLAN and we want to make sure our Guards benefit too.

3. Will Stag be better off?
Yes.  The STAG MEAL PLAN has cost money to introduce and will cost money to administer so we need to see some financial benefit from its introduction.  Financial stability for the company means the protection and creation of jobs.  But we have introduced a generous arrangement which is fully compliant with tax and national insurance legislation and which is designed to provide you with more take home pay.

4. How do I know if I am eligible to join the STAG MEAL PLAN?
You are eligible if you are a Guard and you are employed to work at different sites that we might send you to.

You will not be eligible if you work at one site for 24 months or more but if that happens we will notify you.

We will check and ensure your eligibility before making payments to you and if we make a mistake we are responsible for putting it right without a cost to you.

5. Do I have to join the STAG MEAL PLAN?
No.  You do not have to join if you are already employed by Stag although new employees will be included automatically.  The STAG MEAL PLAN is designed so that all eligible employees are better off because they take home more pay.  We want you to join because you will benefit but you don’t have to.
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At some point in the future you might become an automatic member of the Plan if you change site and you have a ‘new style’ contract which enables us to review your pay arrangements.  Please ask us if you are unsure about this.

If you are currently working for us, to join the Plan you will need to agree (by signing a form) to a variation to your contract so you can exchange some of your normal pay for the tax and national insurance free expenses payments.  This agreement will usually last for up to 12 months and is sometimes called a salary sacrifice.

6. What is Salary Sacrifice?
A salary sacrifice happens when an employee gives up the right to receive part of the cash pay due under his or her contract of employment.  Usually the sacrifice is made in return for the employer's agreement to provide the employee with some form of non-cash benefit that generates a saving in tax and/or national insurance.
Most companies have some form of salary sacrifice arrangement in place for their employees.

7. Why should I join the STAG MEAL PLAN?
The STAG MEAL PLAN is an additional benefit designed to improve your net pay position.  You should join if you want to take home more pay each month.  The extra pay comes from legitimate tax and national insurance savings.
8. How will I save money under the Plan?

Currently you pay for your own food and drink out of your net pay after tax and national insurance have been deducted.  Expenses payments under the STAG MEAL PLAN are provided as a contribution towards these costs.  We have an agreement from the tax authorities (HMRC) that these expenses can be provided without tax and national insurance being deducted and you will therefore save money by reducing the amount that you pay each month in tax and national insurance.
9. Do I have to send in expense claims and receipts to get the tax free payments?

No.  If you join the STAG MEAL PLAN we will make checks to ensure you remain eligible and automatically provide the expenses payments to you.

10. How are my new pay and expenses rates calculated under the STAG MEAL PLAN?

We can provide a maximum of 69p per hour for meal expenses under the arrangements we are introducing.  If we can we will provide you with that amount but because we can’t take your pay below National Minimum Wage, you may have to exchange less pay for a smaller expenses rate.
You will always end up with more take home pay.

11. What about overtime pay?

We have made adjustments to some overtime payments so that extra shifts in particular will benefit from increased net pay under the STAG MEAL PLAN.  In no circumstances will you be worse off for being in the Plan when you work overtime.
12. Will my holiday pay be affected?

No, for most people holiday pay is not affected because it is provided at the basic hourly rate but meal payments cannot be provided during holidays.

13. If I pay less national insurance will my state pension and other contribution-based benefits be affected?
If you join the STAG MEAL PLAN under certain circumstances your state pension may be very slightly affected.  Your basic state pension is earned through Class 1 National Insurance Contributions (NIC), which are generated as long as your gross pay is above the annual ‘Lower Earnings Limit’ (LEL).  Provided that your gross pay is above this level which is currently £95 per week, there will be no effect on your basic state pension.
If you are not in an occupational pension scheme, the ‘earnings-related’ element of your state pension is generated by the earnings above the LEL on which you pay NIC.  This element may therefore be very slightly affected because you will pay lower NIC for a period.

As long as your gross pay is above £95 per week, your entitlement to Incapacity Benefit and Jobseeker’s Allowance should not be affected.

14. What about Statutory Maternity Pay?
Your entitlement to Statutory Maternity Pay is calculated by reference to your earnings in the eight-week period up to the fifteenth week before your confinement.  Thus any reduction in your pay in this period – say, because you have a salary sacrifice – will result in a reduction in your entitlement.  If you are in any doubt about this, you should avoid taking part in the STAG MEAL PLAN.
You are not able to continue in the Plan when you commence maternity leave as you will not be working at a temporary workplace and so will not be eligible for expenses payments.
15. If I am receiving Tax Credits or other benefits, will there be a change in the amount that I receive if I take part in the STAG MEAL PLAN?
It is not possible to be precise about every individual case.  However, a Salary Sacrifice can reduce your relevant pay for tax credit purposes as the value of expenses reimbursed is not included in income.  This may have the effect of increasing your Working Tax Credits award.
On HMRC’s website, there is a calculator which you can use to help you work out your entitlement to Tax Credits in a range of different circumstances.  The calculator can be found at www.hmrc.gov.uk/taxcredits.  Alternatively, contact the Tax Credits Helpline on 0845 300 3900.

Certain “means tested” state benefits related to your net earnings may be affected.  This is because, if your net pay increases, your entitlement to such benefits may reduce.

16. If I make payments to Student Loan, the Child Support Agency or have an Attachment of Earnings Order, how will I be affected?

Student loans payments only start when earnings exceed a certain gross amount, currently £288 per week.  As the STAG MEAL PLAN lowers gross earnings a lower repayment may be due.

Attachment of earnings and CSA payments are based on net pay, so your payments may increase.

17. What about Statutory Paternity Pay? 

Generally, the qualifying conditions for Statutory Paternity Pay mirror those for Statutory Maternity Pay.  So long as your earnings in the relevant period do not fall below the Lower Earnings Limit for NIC and you meet the other qualifying conditions, your entitlement to paternity pay will not be affected.  If you are in any doubt about this, you should avoid taking part in the STAG MEAL PLAN.
18. Can I opt out of the Plan once I have signed up?

You should think carefully about joining the STAG MEAL PLAN and you have lots of time to do so – up until 15 January 2010 although the sooner you sign the sooner you can enjoy the benefits.

Once you are a member of the STAG MEAL PLAN you will be given an opportunity each year to leave by completing a Withdrawal Application Form.

From 15 January 2010 you will only be able to leave the STAG MEAL PLAN with effect from 1 October each year (the anniversary date) or following significant changes in your personal circumstances.  These are:

· The redundancy of a partner;

· Pregnancy;

· Marriage;

· Divorce;

· Birth of a Child; or

· Other life changing experience.

19. How do I join the STAG MEAL PLAN?

To join the Plan you will need to sign the Contract Variation Form which is an agreement to the changes in your pay arrangements involving a reduction of normal pay in exchange for a meal expenses payment.

These documents are included in your STAG MEAL PLAN pack.

When we have your signed documents we will check your eligibility and include you in the Plan so you can begin to enjoy the benefits as soon as possible.
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You can email the form to us if you like.

The benefits of the STAG MEAL PLAN cannot be back dated so you will begin to enjoy the savings from the date you sign your Variation Form.
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STAG MEAL PLAN

Contract Variation Form
Offer

Stag Security Services Limited (Stag) has provided you with detailed information in relation to the STAG MEAL PLAN to which this contract variation form applies.

Stag hereby offers you the opportunity to agree a variation to your existing terms and conditions of employment whereby, if you are eligible to join the STAG MEAL PLAN, you agree to a reduction in your pay, except to any extent that this would be in breach of National Minimum Wage legislation, equivalent to a maximum of 76p per hour.

In exchange for this contractual reduction in pay, Stag will provide expenses payments designed to reimburse the cost of meals necessarily incurred during your working shift.  These expenses payments will:

· Be no less than 10/11 of the pay reduction amount per hour

· Will not exceed 69p per hour; and

· Will not exceed £10 per shift

These changes are designed to improve your net pay position.

The benefits of the STAG MEAL PLAN cannot apply before the date you sign this form.
From 15 January 2010 these terms cannot usually be further varied except at the Plan Anniversary date 1 October 2010 and at each Anniversary thereafter.  A request to vary these terms in the event of any major change in personal circumstances will be considered following completion of a Withdrawal Application Form.
Agreement

I agree to the reduction in my pay and provision of meal expense payments as set out above and described in documents provided to me.

I understand that this Contract Variation Form reflects part of the Terms and Conditions of my employment with Stag Security Services Limited.

I understand that these terms can only apply to the extent that I am eligible to join and remain eligible to take part in the STAG MEAL PLAN.

Signed

.........................................................................................

Print name
.........................................................................................

Date


.........................................................................................

Pin Number
.........................................................................................

Email Address
......................................................................................... 
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HMRC

Section A.

Room BP 1002A

Benton Park Road

Longbenton

Newcastle-upon-Tyne

NE98 1ZZ

HM REVENUE & CUSTOMS REQUEST

HARDSHIP GRANT

Request from HMRC for Employment Records

Please Complete All Sections

National Insurance Number

Title (Mr/Mrs/Miss/Ms/Other (please state)) ________________________________

Full Name ___________________________________

Any previous names ___________________________________

Date of birth ___________________________________

Full Address ___________________________________

Post Code ___________________________________

I authorise HM Revenue & Customs to release details of my employment history record to:

Stag Security Services

Unit 4 Grove Park Court

Harrogate

NorthYorkshire

HG1 4DP

Fax: 01423 561110

For the dates: From ________________________ To: ______________________

Signature: ___________________________________________________________

Please Sign Here

Date: _______________________________________________________________

Please Date Here
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