	Data Protection Statement

	Applicants are advised that all or any information contained in or derived from their application may be retained in both manual and computerised format for the purposes of recruitment administration, the production of statistical data related to recruitment or equality issues and, on appointment, personnel, payroll and pensions administration.  In the case of unsuccessful applicants, manual information may be retained for a minimum of three months and a maximum of two years.  Computerised data will be held for longer periods as necessary to provide for management reports in respect of equality matters.

On appointment, subject to the receipt of satisfactory references, the University may use any educational or employment details contained in or derived from your application to approach persons or organisations for any reference which may be required under the terms of our internal or insurance policies.

	Accuracy of Information

	The information that applicants provide to the University, both on any application documents and at interview, must be accurate and complete.  If the University subsequently discovers that any information provided is inaccurate or incorrect then the University may withdraw an offer of appointment or, if the discovery is made subsequent to appointment, take disciplinary action up to and including dismissal.


	Personal Details/Equal Opportunities FORM

	The following pages contain notes which are intended to provide assistance in completing the Personal Details/Equal Opportunities Form. 
In the process of applying you are asked to provide certain information which is necessary only for administrative purposes but is not required for the initial selection process.    Such information is retained by the University for use solely for administrative and monitoring purposes and is not released to the shortlisting panel or used in the process of shortlisting.  Certain information may be released to the interview panel – e.g. details of a disability may need to be released to the panel to ensure reasonable adjustments are made at interview.

	Flexible Working/Contractual Modification Requirements: This portion of the form can be used by all candidates to indicate a need for or request that any offer of employment vary from the contractual provisions described in the advertisement or further particulars of the vacancy.  It is important that you draw a distinction between those adjustments which may be necessary for you to undertake the role, and those which are preferable.

Information from this portion of the form will not be revealed to the shortlisting panel during the initial shortlisting process but may subsequently be released to them in cases where the requirement of adjustment is essential and a determination may need to be made prior to interview as to whether such an adjustment can be accommodated.

	NOTE 1:  Personal and Contact Details

Identity: To avoid difficulty in later establishing your identity to our satisfaction, please give your forenames and full surname exactly as they appear in the documentation you will present as evidence of your right to reside and work in the UK in this capacity and use the Known As field e.g.

Forenames:  
Ian James



Forenames:
Katherine Janet

Surname:
Barrington-Smyth


Surname:
Holmes

Known As:
Jimmy Barrington


Known As:
Katie

Contact Details: We may need to contact you in writing, by email or by phone.  For your application to be successful, it is essential that we are able to make contact with you without undue difficulty at any stage of the application process.  In particular, interviews may be arranged at relatively short notice and it is important that we can contact you quickly in order to maximise the possibility that you can attend.  

We provide a space for Other Contact on the form which you can indicate an alternative contact if you don’t have a home phone/mobile or may not be available when we are arranging interviews.  This could be the number of a friend/parent etc where messages left for you would reach you quickly.   If using this facility please provide both the telephone number and details of the contact (e.g. Mum: 020 8101 1111). 

The University is conscious of the need to preserve your privacy when contacting you at what may be a work telephone number or email address.  We therefore provide you with the opportunity on the form to select a suitable subject heading for any phone or email message we may leave for you.

	NOTE 2: NATIONALITY AND WORK STATUS DETAIL

The University requires information of your right to reside and work in the UK to ensure that your application is suitable for consideration.  There are restrictions on the type of work, hours per week and total duration of work which may be undertaken by individuals working in the UK under certain types of visa.

Immigration Status and Work Restrictions

There are no restrictions on the employment of British and / or European Economic Area nationals or Swiss nationals in the UK.  Applicants who are British and / or European Economic Area (EEA) or Swiss Nationals should tick Yes against question B1.

From 1st May 2004, the European Economic Area (EEA) comprises:  Austria, Belgium, Cyprus, Czech Republic, Denmark, Eire, Estonia, Finland, France, Germany, Greece, Hungary, Iceland, Ireland, Italy, Latvia, Liechtenstein, Lithuania, Luxembourg, Malta, the Netherlands, Norway, Poland, Portugal, Slovakia, Slovenia, Spain, Sweden, and the UK.  (Though a member of the EEA, Liechtenstein is not a member of the EU).
If you are not a British/EEA/Swiss national, there may be a restriction on your ability apply for / the University’s ability to accept or to consider your application.  For this reason, we ask that you detail on the form whether you are / are not a British/EEA/Swiss national and, if not, for details of any restrictions on your right to reside and work in the UK.

Those individuals who are not British/EEA/Swiss nationals but nevertheless have permanent residency / indefinite leave to remain, should tick Yes against question B2.  Your application will have the same status as that of a British/EEA/Swiss national.

If you have the right to reside and work in the UK currently, but your leave to remain is not permanent or indefinite, or if there are restrictions on the work that you may undertake, you should also tick Yes against question B2.  Having ticked that box, you should go on to provide details of the restrictions to your stay in the space below.*   If you are unsure of the expiry date of your right to reside and work in the UK or of the restrictions on the work you may undertake this should be clarified before you sign and submit the application form.

The details you supply should encompass the nature of your visa and its duration.  You may, for instance, indicate Student to 31/07/08 or Working Holidaymaker to 01/04/09.  The University may need to question you further about the restrictions on your stay and may defer or set aside your application in circumstances where it must either lawfully or for sound business reasons consider applications from those applicants without restrictions on their stay.  For example, the terms of a student visa prevent the offering of permanent work or work involving more than 20 hours per week during term-time.*

If you are not a British/EEA/Swiss National and do not have an existing right to reside and work in the UK on either a permanent or limited basis, you should tick No against question B2.    Such applicants should be aware that for most vacancies it is a requirement that we first consider applicants with a current right to reside and work in the UK.  Consideration of your application may therefore be set aside until these candidates have been considered or, in cases where there is no likelihood of success in our applying for a Work Permit on your behalf, may be set aside.

* Please note that you are required to give accurate information as to any existing restrictions on your right to reside and work in the UK, including but not limited to the expiry date of your right to reside and work in the UK, even if you expect these to be removed and/or amended.    If you state that there are no restrictions and the University subsequently establishes that your rights to work are in fact restricted (e.g there is an expiry date on your current visa), the University may withdraw the employment offer with immediate effect or, if the discovery is made subsequent to employment the University may take disciplinary action against you up to an including dismissal, on the grounds that:-

· You have breached our trust and confidence; and/or 

· You have breached our equality provisions (in attempting to gain a false advantage over an equivalent candidate); and/or

· You have entered into a contract with us under false pretences; and/or

· Your contract of employment is illegal.



	NOTE 3: HEALTH AND ATTENDANCE DETAILS

The University uses information about an applicant’s prior health record to form a view as to the candidate's ability to attend work on a regular basis and to assess whether further medical investigation may be necessary for the health and safety of the prospective employee before an appointment is confirmed.

The information is maintained confidentially until initial shortlisting is completed.  After initial shortlisting, the HR Division may alert the shortlisting panel to the existence of a candidate with a high / inadequately explained absence history.  The Shortlisting Panel will then consider, with advice from the HR Division, whether to proceed to interview.   Should the interview proceed, the candidate may be questioned at interview regarding their health and attendance record in order that the panel may be satisfied that attendance is likely to be adequate and / or for the HR Division to determine whether further health investigation is necessary prior to confirming appointment. 

Applicants should be aware that a health record is also requested of referees and that health record information may therefore be released through references to the panel or by the HR Division where further questioning of the applicant at interview is considered necessary.  Significant discrepancies between the interviewee’s personal statement of sickness absence and that indicated by a referee is likely to be investigated at or prior to interview.  



	NOTE 4: REFERENCE DETAILS

The Reference Requirements

The University requires references for two purposes.  The first is to satisfy a policy requirement that no employee be allowed to commence work without a minimum of two references satisfactory to the employer and that, ideally, the decision to appoint should not be taken in the absence of references.  

The second is to satisfy an insurance requirement applying to certain employments and requiring references covering the past three years of education or employment.

Initially the University seeks to satisfy its policy requirement by taking up a minimum of two references prior to interview and for this reason we require applicants to name a minimum of two referees with recent knowledge of their career and professional skills/work abilities.  These referees must be contactable immediately without further reference to you.

It is not a requirement that you name your current employer for that purpose, though you may wish to name a suitable colleague/previous line manger for your current employment as an alternative. Please note that referees from personal / family friends are not acceptable and referees must be connected to your education providers or employers.

Take Up of References

Referees are most often contacted prior to interview, by phone, fax or email.  Our requirement is often urgent and for this reason we ask that you research full address, fax, phone and email addresses for your referees.   We seek to ensure that we receive references in time for interview and applicants should be aware that referees are, therefore, advised of the date of the interview when references are taken up.
Conditional Offers of Appointment

Where the University does not receive references prior to or immediately following interview, or the references do not fulfil our policy requirements, it may be necessary:

· for the University to make offers conditional upon receipt of further satisfactory references prior to employment commencing; or 

· for further references to be taken up prior to or during the initial period of employment where references received to date do not include the last employer / educational institution or do not cover a satisfactory period of time to satisfy our insurance provider.

If an offer of employment is made conditional upon receipt of the required references prior to your commencing work but, on the day before you are due to commence work, we do not have the required references, the employment may not be allowed to commence at that time.  Your co-operation in ensuring that we can make swift and successful contact with your referees is therefore recommended.


	Ethnic Monitoring

Under the Race Relations (Amendment) Act 2000, the University has a general duty to promote race equality and good race relations, aim to eliminate unlawful racial discrimination, and promote equal opportunities and good relations between people of different racial groups. 

As part of that duty we are required to monitor, by racial group, all employees and applicants for jobs. Please be assured that this information is acknowledged to be potentially sensitive and is regarded as personal and confidential.  While the University shall analyse and, according to its statutory duty, regularly publish data on the ethnicity of its applicants and employees, this shall be done in such a way as not to identify the individual.    Nevertheless, if you do not wish to participate in monitoring, you need only tick the box in Section F of the Ethnic Monitoring section of the form, marked Prefer Not to Say.

Those who are participating in monitoring, please note that there are five broad ethnic groups (determined by reference to the Commission for Racial Equality recommendations which itself draws on the National Census categories).  These are, White, Black, Asian, Chinese and Mixed Race.  Applicants should first determine which of these categories apply to them before selecting one of the sub-categories.

Please tick only one of the boxes.  If you do not feel that any of the specific sub-categories apply to you, there is a sub-category of Other for each of the broader ethnic groups and you are asked to use that category.  Over time, the University will assess the need to introduce new categories.

Disability Monitoring

The University collects data on the disability status of applicants and employees to monitor its performance against statutory and policy standards regarding unfair discrimination against disabled individuals and to ensure that all reasonable adjustments are made at interview or, where applicable, to enable suitable disabled candidates to undertake the role in question.

The HR Division take a proactive role in ensuring that no disabled candidate is unreasonably rejected at interview. Information regarding a candidate's disability status is not released to the shortlisting panel prior to completion of shortlisting.  The University is committed to offering an interview to any applicant with a disability who evidently meets the minimum criteria for that vacancy. Minimum criteria are those indicated as essential, required, necessary, pre-requisite etc, or in a range (e.g. 3-4 years experience, is the lower end of that range).  To ensure that we can meet our commitment appropriately, disabled candidates are asked to ensure that their application clearly demonstrates where and how they meets/exceeds the minimum criteria.

The interview panel are advised of a candidate's disability at the first stage necessary prior to interview. The HR Division will advise the interview panel as to any reasonable adjustments required at interview and the interview panel may question the disabled candidate to assess their ability to undertake the role and what adjustments may be necessary.   

To assist us in this process, you are asked to indicate whether you have or do not have a disability.  If you are disabled, you are asked to complete three further questions (3a-3c inclusive) to describe your disability, any special requirements you may have at interview, and any advice or suggestions you may have regarding overcoming any operational difficulties you may have in undertaking the role as currently described.    









































































































































