	Employment Application 
Cover Sheet
Please fully complete and attach this cover sheet to your letter of application and personal statement which clearly describes how you meet the essential criteria for the post(s), and includes details of your employment history and qualifications. 

All personal data supplied to us on this form, which is subsequently processed on 
computer or by other means, is subject to the provisions of the Data Protection Act 1998.
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	Position applied for:
	Job reference number:
	Date of application:

	
	N/A
	

	Where did you see this job advertised?
	Local paper

National Paper (please name)…………………………….
Jobs.ac.uk

Website (please name)…………………………………….

Job Centre

Other ………………………………………………………..




Personal details

	Last Name: 
	Title: (Mr/Mrs/Miss/Ms/Dr/Prof) 
	First names: (for official purposes)

	
	
	

	Address:
	Preferred name: (name you wish to be known as)

	
	

	
	National Insurance Number:

	Post code:
	

	E-mail address:
	Mobile telephone number:

	
	

	Telephone number:
	Daytime telephone number:

	
	


Current Employment (if applicable)

	Name of current employer: 

	Title/description of your current job:
	

	

	Current salary:

	What period of notice are you required to give to your present employer?
Reason for leaving:
	


The Equality Act 2010 

Positive about Disabled People - University Campus Suffolk holds the “Two Tick” symbol and guarantees to interview all disabled applicants who meet the minimum essential person specification criteria required for the post.    For further information and to tell us about a disability, please see the equal opportunities monitoring form.
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Referees

Please give the names and addresses of two referees, one of whom should be your current or most recent employer.  Students should give the names of a lecturer/tutor/supervisor, as appropriate.  Please provide details of the capacity in which you know the person, for example Line Manager.  If you do not wish us to contact them without consent, please put a cross (X) in the shaded box.
	1.
	Name:
	Telephone number:

	
	
	Confidential fax number:

	
	Address:
	E-mail address:

	
	
	

	
	
	Capacity:

	
	
	

	2.
	Name:
	Telephone number:

	
	
	Confidential fax number:

	
	Address:
	E-mail address:

	
	
	

	
	
	Capacity:

	
	
	


Additional Information

Please give below any further information that is relevant to your application, eg: your application is for a job share; periods of time when you would be unavailable for interview; any special requirements should you be invited for interview – for instance, you require overnight accommodation.

The Immigration, Asylum and Nationality Act 2006
	Do you currently have permission to work in the UK?
	Yes*
	
	
	No
	


*If so on what basis, please tick the appropriate box below:  

	
UK Citizen or EEA member   


If EEA Member, are you registered under the Worker Scheme, please circle: Yes or No

	 

Work Permit/Other

Visa/Permit Type:

Expiry Date:                                                 Permit Number:




I confirm that the information given on this form is, to the best of my knowledge and belief, true and complete.  I also give my consent to the processing of my personal data by computer or other means in relation to my job application and possible future employment.

Signed: ……………………………………………………………….
              Date: 
….…………
 Equal Opportunities in Employment Monitoring Form

Note to job applicants

University Campus Suffolk is committed to equality and diversity and the elimination of discrimination or harassment. Recruitment and selection of staff will be carried out according to objective, job related criteria which do not give rise to discriminatory practices but result in appointments based on merit. 

UCS is committed to a programme of action to ensure that this policy is fully effective. Please help us to monitor the effectiveness of our policy, by answering the questions below.  

Please note that this form will be detached from your application and will be held in the Human Resources Department.    No information will be given to the recruiting manager about any of the personal information you have supplied, other than to make the appropriate arrangements for reasonable adjustments at interview if required.   If you require any adjustments and are shortlisted for interview you will be contacted by a member of the HR Team to discuss your requirements.
The information supplied will be dealt with in the strictest confidence and will be used only for the purpose of monitoring.

Name:

___________________________________________

	1. MARITAL STATUS: 

               Single    FORMCHECKBOX 
  Married/Civil Partnership    FORMCHECKBOX 
  Partner  FORMCHECKBOX 
  Widowed   FORMCHECKBOX 
 Prefer not to say    FORMCHECKBOX 




	2. GENDER:

Female      FORMCHECKBOX 
     Male  
 FORMCHECKBOX 
    Prefer not to say     FORMCHECKBOX 




	3. TRANSGENDER:

Do you present full or part time in a gender role that differs from the gender assigned to you at birth?

          Yes      FORMCHECKBOX 
      No      FORMCHECKBOX 
      Prefer not to say      FORMCHECKBOX 




	4. SEXUAL ORIENTATION:  

Bisexual      FORMCHECKBOX 
     Gay /lesbian      FORMCHECKBOX 
     Heterosexual/straight       FORMCHECKBOX 
      Prefer not to say      FORMCHECKBOX 
 




	5. AGE GROUP  

24 and under       FORMCHECKBOX 
     25-34      FORMCHECKBOX 
      35-44      FORMCHECKBOX 
      45-54     FORMCHECKBOX 
      55-64       FORMCHECKBOX 
     65+      FORMCHECKBOX 

Prefer not say      FORMCHECKBOX 



	6.     RELIGION OR BELIEF:

               Buddhist                FORMCHECKBOX 
      Christian           FORMCHECKBOX 
     Hindu     FORMCHECKBOX 
      Jewish    FORMCHECKBOX 
   Muslim     FORMCHECKBOX 

               Sikh                       FORMCHECKBOX 
      No religion        FORMCHECKBOX 
     Prefer not to say    FORMCHECKBOX 
 

               Other                     FORMCHECKBOX 
 (please specify ) ​​​​​​​​​​​     ______________________________________________


	7.  ETHNIC BACKGROUND:  

White






Asian or Asian British

British




 FORMCHECKBOX 

05
Asian or Asian British – Indian

 FORMCHECKBOX 
   45

White Irish



 FORMCHECKBOX 

10
Asian or Asian British – Pakistani

 FORMCHECKBOX 
   50

White Scottish



 FORMCHECKBOX 

15
Asian or Asian British – Bangladeshi
 FORMCHECKBOX 
   55

Irish Traveller



 FORMCHECKBOX 

20
Other Asian background


 FORMCHECKBOX 
     65

Other White background


 FORMCHECKBOX 

25






Black or Black British




Chinese

Black or Black British – Caribbean

 FORMCHECKBOX 

30
Chinese




 FORMCHECKBOX 
   60

Black or Black British – African

 FORMCHECKBOX 

35

Other Black background


 FORMCHECKBOX 

40

Mixed






Other Ethnic (please describe below)

Mixed – White and Black Caribbean

 FORMCHECKBOX 

70
Other Ethnic background


 FORMCHECKBOX 
   90

Mixed – White and Black African

 FORMCHECKBOX 

75
Description _________________________________

Mixed – White and Asian


 FORMCHECKBOX 

80

Other Mixed background


 FORMCHECKBOX 

85
Prefer not to say



 FORMCHECKBOX 
 100

               Nationality  ____________________________________________________





	9.   Disability:

 Under the Equality Act 2010 a disability is defined as a ‘physical or mental impairment which has, or had a  

                substantial and long term adverse effect on a person’s ability to carry out normal day to day activities’.

                Do you consider yourself to be disabled?        Yes      FORMCHECKBOX 
     No      FORMCHECKBOX 
     Prefer not to say     FORMCHECKBOX 
 

                (this need not be a disability which affects your ability to carry out your job)

 Please indicate in the box below if there are any reasonable adjustments we need to consider making if you are

                invited to interview for this post, for example access to interview rooms, alternative equipment, hearing loops

                etc.               ​​​​​​​​​




I confirm that all the information I have given on this form is, to the best of my knowledge and belief, true and complete.  I also give my consent to the processing of my personal data by computer or other means in relation to my job application and possible future employment.

Signed:       ………………………………………………..      Date: ……………………………………………………………







   





 Rehabilitation of Offenders Act 1974





Have you ever been convicted of a criminal offence?       Yes             No





If yes please give details in a separate envelope. You are not required to give details of a 'spent conviction' as provided by the Rehabilitation of Offenders Act 1974 unless the post is one that involves direct contact with children or vulnerable adults where we need to know about all convictions.  Please refer to the further particulars of the post.








Issue date September 2011

