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Application Form
	


	Reference Number:
	
	Please refer to the vacancy advertisement

	Application Number:
	
	(For office use only)

	Post Title:
	
	Please refer to the vacancy advertisement


If completing by hand, then this application should be typed, or you should ensure that you write clearly in black pen, so that this application is easy to read when photocopied. Should you require assistance in completing this application form, then please contact Human Resources.
	1.
	Personal Details

	
	Last Name / Family Name:
	First/Given Name(s):
	Title:
	

	
	
	
	
	
	
	

	
	Address:
	
	

	
	
	
	Post Code
	
	

	
	Telephone Numbers:
	Daytime
	
	Evening
	
	

	
	Mobile
	
	E-Mail Address:
	
	

	
	


	2.
	Present or Most Recent Employment

	
	Employer’s Name:
	
	

	
	Employer’s Address:
	
	

	
	
	
	Post Code
	
	

	
	Post Title:
	
	

	
	Dates of Appointment:
	From
	
	To
	 FORMCHECKBOX 

	Present, or
	

	
	
	
	
	
	 FORMCHECKBOX 

	Date
	
	

	
	Main Responsibilities:
(Do not overrun the page boundary; continue on a separate sheet if necessary)
	
	

	
	Period of Notice Required:
	
	Salary / Wage: £
	
	
	 FORMCHECKBOX 
 Full-Time
 FORMCHECKBOX 
 Part-Time
	

	
	If unemployed, then please give a brief outline of your current situation / occupation (including any voluntary work):
(Do not overrun the page boundary; continue on a separate sheet if necessary)
	

	
	
	

	
	


	3.
	Previous Employment    (Please start with the most recent. Include all paid / unpaid / voluntary work)
(Do not overrun the page boundary; continue on a separate sheet if necessary)

	
	Dates of Appointment:

From
To
	Employer’s Name:
	Post Title:
	Main Responsibilities:


	Salary / Wage:
	Reason for Change:
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	


	4.
	General & Further Education  (Include relevant professional and technical qualifications.)
(Do not overrun the page boundary; continue on a separate sheet if necessary)

	
	School / College / University / Professional Body:
	Qualification Obtained:
	Grade / Level:
	Date Obtained:
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	


	5.
	Training  (Please list only those courses relevant to this particular post.)
(Do not overrun the page boundary; continue on a separate sheet if necessary)

	
	Approximate Start Date:
	Course Title:
	Approximate Duration:
	College or Organisation:
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	


	6.
	References

	
	Please give the names of people who could provide a reference regarding your suitability for the post for which you are applying.  One of these should be your present or most recent employer. School / College leavers should give the names of lecturers / tutors / headteachers. You should not give friends or relatives as referees.

Please note that for all academic posts (including research and teaching posts), the names and addresses of three referees should be provided. For all other posts, please provide two referees.

	
	Name
	
	
	
	

	
	Job Title / Position
	
	
	
	

	
	Address
	
	
	
	

	
	Post Code
	
	
	
	

	
	Telephone Number
	
	
	
	

	
	E-Mail Address
	
	
	
	

	
	May we request a reference prior to interview?
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
	

	
	


	7.
	Supporting Information

	
	Please outline how you consider that your knowledge, skills and experience meet the criteria in the person specification. 
For academic or research posts, please also provide details of publications, unpublished research, a comprehensive CV, grants, etc.

Any additional information should be firmly attached to this form, marked clearly with your name, the job reference number, and the post title.

(Do not overrun the page boundary; continue on a separate sheet if necessary)

	
	
	

	
	


	
	Criminal Convictions and Cautions

	
	If you have any unspent criminal convictions, or have any criminal proceedings pending against you, then please give full details as a separate document, clearly stating your name, the job reference number, and the post title of the post for which you are applying. This document should be either enclosed in an envelope, marked ‘Private and Confidential’, and sent to Personnel Services, detailing your name, the post title, and the reference number, or e-mailed to Recruit@warwick.ac.uk with ‘Criminal Conviction Information’ detailed in the subject box. This information will only be opened if your application is shortlisted. If you are unsuccessful at this stage, then this envelope will be destroyed unopened, or this e-mail will be deleted unread.

N.B. Spent convictions will still have to be declared on applications for certain occupations, such as those involving work with children or vulnerable groups, e.g. the University Nursery, Nursing or Medical Practitioner posts, and Chartered or Certified Accountancy posts.


	
	Data Protection Act 1998

	
	The information that you provide is subject to the protection of the Data Protection Act 1998, and will not be used for any alternative purpose without your consent.  Please see our notes of guidance available on-line or by request.


	
	Declaration

	
	To the best of my knowledge and belief, the information contained in this form is accurate. I understand that giving false information, or failure to supply details, will invalidate an offer of employment, or lead to termination of employment. 

I agree to this information being used for legitimate purposes connected with recruitment and selection monitoring, and understand that this record will form the basis of my personnel record if I am the successful candidate.

Please note that, in submitting this application, you have accepted these terms, and agree to this declaration.

WHERE REQUIRED, EVIDENCE OF QUALIFICATIONS WILL BE NECESSARY PRIOR TO COMMENCEMENT OF EMPLOYMENT.

	
	Signed: (type your name if e-mailing this form)
	
	Date:
	
	

	
	


	
	Acknowledgement of This Application

	
	Please send this fully completed application form, and any supporting information, to recruit@warwick.ac.uk or by post to: Human Resources, University House, The University of Warwick, Coventry CV4 8UW, United Kingdom. You should write the post’s reference number on the top left-hand side of the envelope. Note that, in the interests of economy, a receipt for a paper application and/or for any bundle of supporting information will not be sent.
If you have not been called for interview within eight weeks of the closing date, then this normally means that your application has been unsuccessful.


This Page Is Intentionally Left Blank.

(Please do not delete it if e-mailing this form)
Please complete the Recruitment and Staff Monitoring Form on the next page.
	Recruitment and Staff Monitoring Form
	


	Reference Number:
	
	Please refer to the vacancy advertisement

	Application Number:
	
	(For office use only)

	Post Title:
	
	Please refer to the vacancy advertisement

	Department:
	


The university is committed to ensuring that applicants are selected for appointment on the basis of their abilities relevant to the job.

Completion of this form will help us to ensure that our policy and procedures are effective in avoiding discrimination, and in promoting equal opportunities in recruitment. The information that you provide will be used for monitoring and for statistical data purposes, and will form the basis of the personnel record for the successful candidate. This information will not be seen by those involved in the shortlisting process.

Please help us, by completing the following questions:
	
	Last Name / Family Name:
	
	Date of Birth:
	
	

	
	First Name(s):
	
	

	
	Nationality:
	
	Do you require permission to work in the United Kingdom?    FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No
	

	
	Gender:
	 FORMCHECKBOX 
 Male    FORMCHECKBOX 
 Female
	

	
	I would describe my ethnic origin as:
	

	
	White:
	Asian or Asian British:
	Mixed:
	

	
	 FORMCHECKBOX 
 British
	 FORMCHECKBOX 
 Indian
	 FORMCHECKBOX 
 White and Black Caribbean
	

	
	 FORMCHECKBOX 
 Irish
	 FORMCHECKBOX 
 Pakistani
	 FORMCHECKBOX 
 White and Black African
	

	
	 FORMCHECKBOX 
 Any Other White Background, please specify
	 FORMCHECKBOX 
 Bangladeshi
	 FORMCHECKBOX 
 White and Asian
	

	
	
	 FORMCHECKBOX 
 Any Other Asian Background, please specify
	 FORMCHECKBOX 
 Any Other Mixed Background, please specify
	

	
	Black or Black British:
	
	
	

	
	 FORMCHECKBOX 
 Caribbean
	Chinese or Other:
	
	

	
	 FORMCHECKBOX 
 African
	 FORMCHECKBOX 
 Chinese
	
	

	
	 FORMCHECKBOX 
 Any Other Black Background, please specify
	 FORMCHECKBOX 
 Any Other Background, please specify
	
	

	
	
	
	
	

	
	Have you ever been convicted of a criminal offence?

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No
	(You do not need to disclose convictions deemed as spent under the Rehabilitation of Offenders Act 1974.)
	

	
	Are there any criminal proceedings pending against you?

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No
	If you have ever been convicted of a criminal offence, or there are any criminal proceedings pending against you, then please refer to the section labelled Criminal Convictions and Cautions on the Application Form.
	

	
	Do you consider yourself to have a disability?

The Disability Discrimination Act states that a disabled person is someone who has a physical or mental impairment which has a substantial, adverse and long-term (usually 12 months or greater) effect on their ability to carry out day to day duties. If your impairment would have a substantial effect on you without medication, then this part of the definition would be satisfied - this excludes glasses or contact lenses. Please note that cancer, HIV, multiple sclerosis, are automatically classed as a disability from the day of diagnosis.

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

	

	
	If you consider yourself to have a disability, then please state the type of disability that affects, or has affected, your ability to carry out any aspect of your job.
	
	

	
	
	

	
	If you consider yourself to have a disability, then, based upon your past experience, what equipment or reasonable adjustments do you require to help you carry out your work?
	
	

	
	
	
	

	
	Where did you see this vacancy advertised? (Give name)
	

	
	 FORMCHECKBOX 
 National Press, please specify which
	
	

	
	 FORMCHECKBOX 
 Local Press, please specify which
	
	

	
	 FORMCHECKBOX 
 Web Site, please specify which
	
	

	
	 FORMCHECKBOX 
 Ethnic Minority Media, please specify which
	
	

	
	 FORMCHECKBOX 
 Journal, please specify which
	
	

	
	 FORMCHECKBOX 
 Other source, please specify which
	
	

	
	Are you currently employed by the University of Warwick?

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No
	If Yes, then please specify your Department

 and your University Number 


	
	








