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	Academic Application for the post of: HR XXX/XX
Job title: XXX/XX
 (Example:-  HR Ref: HR 03/12 Senior Lecturer in Education)


Where did you see this post advertised? 
(Please mark with an X)
	Jobs.ac.uk


	Job Centre


	Roehampton website direct

  

	Specialist website: (Please name)

	
	Other : (Please name)




-----------------------------------------------------------------------------------------------------------------------
As this form may be photocopied, please complete in dark ink or type and return it to: jobapplications@roehampton.ac.uk. 
Alternatively, please return to Human Resources, University of Roehampton, Downshire House, Roehampton Lane, London, SW15 4HT. 

Any further additional information would be welcome and may be given in a separate covering letter, CV including relevant publications or on continuation sheets. 
The University is committed to a policy of equality of opportunity in its recruitment procedures. We guarantee, therefore, that we will shortlist all disabled applicants who meet the minimum essential criteria of any post.  We urge all applicants to look carefully at the person specification and demonstrate how they meet the criteria when applying.

Please also make sure that you have completed the supplementary forms so that we are made aware that you have a disability, if applicable, and can shortlist you if you meet the minimum criteria.

1. Last Name 
	M 


2. Initials 
	


3. National Insurance Number
	


4. Address
	


5. Telephone No’s (Home and Work).

	Mobile:                                                                     

Home: 

Work: 


	Email:

Minicom:

Other means of contact:




6. Higher Education
	Name of Institution
	Award/Class/Classification

Title and subject

	
	

	
	

	
	


7. Phd Completion
	Name of Institution
	Title and subject
	Date of completion

	
	
	


8. Professional Qualifications (incl. recognised designatory letters e.g. MInst P etc) 

	


9. Employment History. Beginning with your current/most recent employer, list all                            positions held. Please add further rows if required. 
	Name/address of Employer
	Position Held
	Dates
	Reason for Leaving
	Salary on Leaving (include any allowances)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


10. Outline of responsibilities for these positions. You may attach your CV if you wish. 
	


11. DES/DFE Reference number (if any) 

	


12. HESA number (Only if currently or ever previously employed by a Higher Education Institution in the UK). 

	


13. Current notice period. 

	


14. Referees. Give details of THREE referees including your current/most recent employer. 

	Name and job title 
	Address and Telephone No. 
	Email address 

	
	
	

	
	
	

	
	
	


It will be assumed that all referees, including your current employer, may be approached without further permission unless otherwise indicated, though references will not normally be taken up unless you are short-listed for interview. 
If you DO NOT want us to approach your current employer or any of your other referees until a job offer has been made and accepted please indicate in the box below:


	


15. Please indicate any previous surname to be used for references. 

	


16. Research Interests and Experience; please provide full details and/or include CV if you wish: 

(a) Current area(s) of research (include any planned publications) 

	


(b) Other Research and Consultancy 

	


(c) Experience of PhD Supervision 

	


17. Please use this space to demonstrate how you meet the requirements of the Outline of the Person.
	


18. Please use this space to provide any additional information about your skills and experience at work and in voluntary activities, with particular reference to the essential and desirable criteria in the job description as well as you reasons for applying for the post. 

	


19. Please add any further information that you wish to include, for example interests or activities. 
	


20. Declaration. 

Please state whether (to your knowledge) you are related to, or have a close personal relationship with any Member of the University Council or employee of University of Roehampton or any Member of the Governing Bodies of its Constituent Colleges.
   (Please mark with an X)                   
	Yes


	No


If yes, please state their name and, if an employee, their job title. 

Name 

	


Job title

	


21. Have you ever been employed by University of Roehampton or any of its predecessor organisations? (E.g. Roehampton Institute) 
   (Please mark with an X)                   
	Yes


	No


If yes, please give details of post(s) held and dates:

	


	I confirm that to the best of my knowledge the information I have given in this form is accurate and that I have not omitted any facts which may have a bearing on my application for employment. I understand that if I am appointed and the information given by me is found to be incorrect, I may be liable to be dismissed. I consent to the information given in this application form and accompanying supplements being stored and processed in accordance with the Data Protection Act 1998. 

Signature (Please type name if sending via email, there is no need to send a separate signed copy in the post) :

Date:
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	Supplement to Application for the post of: HR XXX/XX
Job title: XXX/XX
 (Example:-  HR Ref: HR 03/12 Department Officer)


Where did you see this post advertised? 

(Please mark with an X)
	Jobs.ac.uk


	Job Centre


	Roehampton website direct

  

	Specialist website: (Please name)

	
	Other : (Please name)


(Please note that if you are applying in response to an advertisement on our website and were directed here by an advertisement elsewhere, please tell us where you originally saw the advertisement)

As this form may be photocopied, please complete in dark ink or type and return it to: jobapplications@roehampton.ac.uk. 

Alternatively, please return to Human Resources, Roehampton University, Downshire House, Roehampton Lane, London, SW15 4HT. 

In order to help the University to ensure that its equal opportunity policy is being carried out effectively you are asked to provide the following information.

This supplement will be separated from your application form and retained by the Human Resources Department and will not be available to those involved in short-listing.

All information given will be treated in confidence and not used for any purpose other than that stated above.  If you are appointed, the information will be transferred on to your confidential individual staff record and used only for monitoring and reporting on an anonymous basis.

1. Last Name 

	M 


2. First Name (s) 

	


 3. Title (e.g. Professor/Dr/Miss/Mrs/Ms/Mr) 

	


University of Roehampton is the trading name of Roehampton University, a company limited by guarantee incorporated in England under number 5161359.  Registered office at Grove House, Roehampton Lane, London SW15 5PJ.  An exempt charity. 

4. Gender – (Please mark with an X)          

	Male


	Female
	Transgender


5. Ethnicity (Please mark with an X)
	Asian/Asian British (Indian)
	
	Mixed – White and Black Caribbean
	

	Asian/Asian British (Pakistani)
	
	Mixed – White and Black African
	

	Asian/Asian British (Bangladeshi)
	
	Mixed – White and Asian
	

	Other Asian Background
	
	Other Mixed Background
	

	Black/Black British (Caribbean)
	
	White British
	

	Black/Black British (African)
	
	White Irish
	

	Other Black Background
	
	Other White Background
	

	Chinese/Chinese British
	
	Other Ethnic Background
	

	Other Chinese Background
	
	Not Known
	

	Prefer not to say
	


6. Nationality 

	


7. Religious belief / Faith

  Do you consider yourself to have a religious belief or faith? (Please mark with an X)                   

	Yes


	No
	Prefer not to say


8. Sexual Orientation (please mark with a X)

	Lesbian
	

	Gay
	

	Bisexual
	

	Heterosexual
	

	Prefer not to say
	


9. Disability 

  Do you have any disabilities that might require special adjustments to your job or place of work to enable you to carry out the role effectively?  (Please mark with an X)                   

	Yes


	No
	Prefer not to say


10. Age (please mark with an X)

	16 -19
	

	20 - 29
	

	30 - 39
	

	40 - 49
	

	50 - 59
	

	60 +
	


11a. Are you a UK / EEA Citizen with no restrictions for working in the UK? 

     (Please mark with an X)    

	Yes


	No


If NO please go to Question 11b.
11b. If No, which category of Visa do you currently hold? (Please mark with an X)    
	INDF

Indefinite Leave to remain


	LLTR

Limited Leave to remain
	LT01 - Tier 1 

Please specify 
	LT02 - Tier 2 /
Work Permit



	WRS A2 Romania/Bulgaria

Accession worker card / work permit


	LTST - Tier 4
Student Visa
	LTWH - Tier 5
Please specify



Please note that under the Immigration, Asylum & Nationality Act 2006, we are required to conduct pre-employment checks for all staff including UK/EU nationals.  We will require sight of your passport and other documents prior to putting you on our Payroll.  For those who have limited leave to remain in the UK we are required to carry out repeat checks at least every 12 months.  Full details of the Act and the documents we need to check can be found in the post information pack.
12. If you require to be sponsored to work in the UK under the skilled worker category which category would you require? (Please mark with an X)                   
	Tier 2

General 


	Tier 5

Government authorised exchange




Please note that the University can only issue a certificate of sponsorship for academic roles and some academic support roles (see Occupation Codes of Practice for Education, Finance, Administrative & Support Services, Professional, Scientific and Technical activities or the sector for the post you are applying for). http://www.bia.homeoffice.gov.uk/employers/points/sponsoringmigrants/employingmigrants/codesofpractice/
Note: Because this form is confidential, you will be asked, if shortlisted, to give details separately of any special needs you wish to be taken into account. 

	I consent to the information given in this supplement being stored electronically within the Human Resources department. I understand that strict rules on security and confidentiality of data will be observed and the provisions of the Data Protection Act 1998 will apply, for example on use of and access to information. 

Signature:

Date: 
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	Supplement to Application for the post of:  HR Ref: XXX/XX

Job title: XXX/XX



It is a Roehampton University policy to require applicants (except current employees of Roehampton University or any of its Constituent Colleges) for employment to disclose previous conviction(s).  

OR

Because of the nature and/or the location of the post for which you are applying, the provisions of the Rehabilitation of Offenders Act 1974 do not apply by virtue of the ROA 1974 (Exceptions) Order 1975 and the ROA 1974 (Exceptions) (Amendment) Order 1986. Therefore for posts that are subject to a CRB check, you are required to disclose all previous convictions of any criminal offences, including those that may be considered ‘spent’ for other posts. If you are unsure whether the post is subject to a CRB check, please refer to the Post Information Pack or contact Human Resources.  

Please answer the following question. 

Your reply will be treated in the strictest possible confidence in accordance with procedures set out on the reverse of this document. 

N.B. Failure to reply will result in rejection of your application. 

	Do you currently have an unspent criminal conviction? OR For posts subject to CRB, have you ever been convicted of a criminal offence? 
(please mark with a X)                   
Yes

No

Signed:

Name (Block capitals): 

Date: 




If you have answered “yes” to the above question you should note carefully the procedure described in paragraph 2 below. However, if you would like to add any further statement immediately please do so. 

Disclosure of a conviction does not necessarily mean that you will not be appointed; an applicant’s suitability will be considered as a whole in the light of all information available. A main consideration will be whether the offence is one which would make that person unsuitable to work in a capacity which provides significant opportunity for access to children, young persons or vulnerable adults. 

In the event of your appointment, failure at this stage to disclose a relevant conviction could result in dismissal or other disciplinary action by Roehampton University.   

Disclosure of Criminal Convictions – Procedure

1. In every case this pro-forma document relating to criminal convictions will be separated from the application form and retained by the Human Resources Department and will not be available to those involved in short-listing and/or interviewing. 

2. If the recommended short-list includes an applicant who has given a positive answer to the question overleaf, they will be asked to supply details in writing in a sealed envelope addressed to the Director of Human Resources. If the applicant is sending their application by email, they should supply this information as a separate attachment, addressed to the Director of Human Resources. 

3. In the light of the details supplied under paragraph 2 above, the Director of Human Resources, after such consultation (if any) as may be deemed necessary with the appropriate Head of Department, shall determine whether or not that applicant should be called for interview. 

4. In the event of such applicant being called for interview, members of the Interview Panel other than the Director of Human Resources (and the Head of Department if they have been involved at Stage 3 above) will not be informed of the applicant’s response in relation to criminal convictions. 

5. If that applicant is then selected for appointment (or as a ‘reserve’) the Director of Human Resources, after such consultation of further consultation (if any) as may be deemed necessary with the appropriate Head of Department, shall determine whether or not an offer of employment can be made. 

6. Irrespective of the decision taken at stage 5 above, no details of the disclosed conviction will be revealed to the other members of the Interview Panel. 

7. Where written details have been supplied at stage 2, then irrespective of whether or not that person has been called for interview, the contents shall be retained in confidence by the Director of Human Resources for as long as may be necessary to ensure that the University would be able to defend any subsequent allegation of unlawful discrimination. That period shall not be less than three months (and normally at least six months) form the date on which the applicant was notified that he/she had not been called for interview or not selected for appointment as the case might be. The contents shall then be returned by registered post/email to the applicant by the Director of Human Resources. 

8. In every case where an applicant who has given a positive answer is not short-listed for interview but without request for further details, this pro-forma shall be destroyed by the Director of Human Resources immediately following completion of normal recruitment procedures.  









