	APPLICATION FORM

	Post title:
	

	Vacancy ref.:
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	Directorate /Faculty:

	HR USE ONLY
	
	

	Applicant reference:


	
	Please state where you first saw this vacancy advertised:

	
	
	


	1. Personal Details

	Title:
	Forename(s) /Given Name(s):
	Preferred name:
	Surname /Family name:

	
	
	
	

	Address: (including postcode)
	Mobile telephone: 

	Important
-Please tick  FORMCHECKBOX 
 if you do not wish communication by e-mail

	
	
	

	
	Private telephone: 

	

	E-mail address:
	Business telephone: 

	ISA Registration no. (if applicable):


	
	
	

	National Insurance Number:
	Period of notice: 
	


	2. Present Employment

	Start date: 
	Description:

	Employer’s name: 
	

	Location: 
	

	Country:
	

	Job title: 
	

	Salary: 
	

	Reason for leaving: 


	3. Employment History – Start with the most recent
Please list your employment history, providing full details of any period not accounted for by full-time education or employment, including travel, voluntary work and a brief description of your role.


	Employer’s name and address
	Job title and

main responsibilities
	Salary
	Dates

from /to

DD-MM-YYYY to DD-MM-YYYY
	Reason for leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	4. Education and Qualifications (Highest level of qualification first, maximum of 15) – Please be advised that if you are shortlisted for interview, you will be required to bring your original qualification certificates for verification.


	Place of study
	Subject and qualification level
	Grade achieved
	Dates

from /to

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	5. Training Courses Attended (Most recent first, maximum of 10)


	Place of study
	Subject and qualification level
	Grade achieved
	Dates

from /to

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	6. Membership of Professional Institutions (3 most relevant)


	Name of Institution
	Membership status or grade
	Admission date

	
	
	

	
	
	

	
	
	


	7. Personal Statement – 
The University uses a formal shortlisting methodology as part of the recruiting process. Here you should address how you meet all the essential and desirable criteria on the Person Specification. For each of the essential criteria please describe your relevant experience or explain how you meet the requirement. 

For Management and Professional posts, you may include a CV or list of publications to support your application.


	(Please continue on a separate A4 sheet if necessary)

	


	8. Declaration

	· I understand that the University is committed to an equal opportunities policy in employment practice and will use the information provided above to assess my application and for statistical purposes.  In accordance with the Data Protection Act 1998, I note that job applications are normally retained for 12 months from the date of interview and that the application form of the successful candidate will be retained on his/her personal file.

· In completing this application form, I understand that providing any misleading or false information in support of my application will disqualify me from appointment or, if appointed, will render me liable to dismissal without notice.

	Signed:
	Dated:


	Please return the completed application form to:

	Post: Human Resources Team, De Montfort University, The Gateway, Leicester. LE1 9BH

E-mail: recruitment@dmu.ac.uk




	APPLICATION QUESTIONS


	Please complete and return with your application form

	What is your notice period: 

	Are there any dates you will be unavailable for interview in the next two months?


	Criminal Convictions:

	Do you have any unspent criminal convictions? 
	Yes
	No

	If ‘Yes’ please give details
	

	Eligibility:  All offers of appointment are conditional upon eligibility to work in the UK. 
Should you be successful we will require evidence of this.

	Do you currently have the right to legally live and work in the UK?
	Yes
	
	No

	If No, please explain the basis upon which you believe you will be able to live and work in the UK legally on the commencement of the role. Please include as much detail as possible.

	If Yes, please state what type of documentation you hold:

	* Declaration. I understand that the university will use the information provided in this process to assess my application and for monitoring purposes, in accordance with the University's Recruitment and Selection Policy. I understand that my application will normally be retained for a period of twelve months from the interview date unless there is a requirement to retain for a longer period. I understand that the application form and any other relevant recruitment documentation, if I am successful, will be retained on my personal file. In completing this application form, I understand that providing any misleading or false information in support of my applications will disqualify me from appointment, or if appointed, will render me liable to dismissal without notice.
        I understand and accept the above declaration.

Signed: 
Dated:




	REFEREES


Please provide details of your referees below. These must include your current or most recent employer or educational institution, and cover a two year period, as a minimum. Referees are expected to be people you know in a professional capacity.
For Professorial Posts – Please provide five referees

For Reader Posts – Please provide three referees

All other posts – Please provide two referees
	Referee One
	

	

	Name:

	Job Title:

	Relationship to you:

	E-mail:

	Address:

	Telephone 

	Do we have your permission to approach this person prior to interview
	
	Yes
	
	No


	Referee Two
	

	

	Name:

	Job Title:

	Relationship to you:

	E-mail:

	Address:

	Telephone 

	Do we have your permission to approach this person prior to interview
	
	Yes
	
	No


	Referee Three
	

	

	Name:

	Job Title:

	Relationship to you:

	E-mail:

	Address:

	Telephone 

	Do we have your permission to approach this person prior to interview
	
	Yes
	
	No


	Referee four
	

	

	Name:

	Job Title:

	Relationship to you:

	E-mail:

	Address:

	Telephone 

	Do we have your permission to approach this person prior to interview
	
	Yes
	
	No


	Referee five
	

	

	Name:

	Job Title:

	Relationship to you:

	E-mail:

	Address:

	Telephone 

	Do we have your permission to approach this person prior to interview
	
	Yes
	
	No


	DIVERSITY AND INCLUSION
QUESTIONNAIRE



The information disclosed here will be treated confidentially and separated from your application and will not be passed on to those involved in the selection process. Collecting this information is really important to help us understand the progress we are making in becoming a diverse and truly inclusive place to work and study.
	Please complete and return with your application form

	Post applied for: 

	Vacancy ref.: 
	Directorate / Faculty: 

	Full name: 

	Date of birth: 
	


	Disability 

	The DDA defines a disability as “physical or mental impairment, which has a substantial and long-term adverse affect on a person’s ability to carry out normal day to day activities”.  The University is committed to providing a work environment which is open to all and to respond, as appropriate, to the needs of people with disabilities.  Any adaptations required as a result of disability will be considered after the formal interview process.

	please state which of the following applies to you:

	
	No known disability

	
	Specific learning disability (such as dyslexia or dyspraxia)

	
	General learning disability (such as Down's syndrome)

	
	Cognitive impairment (such as autistic spectrum disorder or resulting from head injury)

	
	Long-standing illness or health condition (such as cancer, HIV, diabetes, chronic heart disease, or epilepsy)

	
	Mental health condition (such as depression or schizophrenia)

	
	Physical impairment or mobility issues (such as difficulty using arms or using a wheelchair or crutches)

	
	Deaf or have a serious hearing impairment

	
	Blind or have a serious visual impairment

	
	Other type of disability

	
	Prefer not to disclose


	Applications are welcomed from disabled people.  Please tell us how we can remove any barriers for you in our recruitment process and at interview.  For example, you may need a disabled persons’ car parking space, a British Sign Language Interpreter or information in another format.  You know best what you need so please tell us here.

	

	please select the option which describes your ethnic origin:


	Asian or Asian British

	
	Indian

	
	Pakistani

	
	Bangladeshi

	
	Other Asian background


	Black or Black British

	
	Caribbean

	
	African

	
	Other Black background


	Chinese 

	
	Chinese


	Other Ethnic Origin

	
	Any other ethnic origin


	Mixed

	
	White and Black Caribbean

	
	White and Black African

	
	White and Asian

	
	Any other mixed background


	White

	
	White – British

	
	White – Irish

	
	Other White background


	Ethnic Origin

	
	Prefer not to say


	please state your nationality:

	


	please state your sex:

	
	Male

	
	Female



	
	Prefer Not to Answer


	please select the option which describes your sexual orientation

	
	Bisexual

	
	Gay man

	
	Heterosexual/ Straight

	
	Lesbian/ Gay Woman

	
	Other

	
	Prefer not to disclose


	please select the option which describes your religious belief:

	
	Agnostic

	
	Atheist

	
	No Religious Belief

	
	Other Philosophical Belief

	
	Baha’i

	
	Buddhist

	
	Christian

	
	Hindu

	
	Jain

	
	Jewish

	
	Muslim

	
	Pagan

	
	Sikh

	
	Other Religious Belief

	
	Prefer not to disclose


	Declaration

	Signed:
	Dated:
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