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APPLICATION FORM PART 1

Please refer to the attached guidelines 

prior to completing the application form.

	
	Application for the post of:

	
	Reference:

	PERSONAL DETAILS

	First name(s):
	Surname:

	Address:

	

	
	Postcode:

	Home telephone number:
	Work telephone number:

	email:
	Mobile number:

	May we contact you at work? 
Yes/No 


	Via Email?
Yes/No

	Education, professional Training and QUALIFICATIONS

	Chronological order with dates 

	Dates (month & year)
	School/College/University
	Examination passed and grades obtained

	From
	To
	
	

	
	
	
	

	FOR OFFICE USE ONLY

	Applicant Number                                        Shortlisted                                       Appointed                

	Please give any other qualifications and training that you consider appropriate to your application for this post including professional qualifications/membership of professional bodies (with dates):

	

	Professional registration number:

	PRESENT OR MOST RECENT EMPLOYMENT

	Present or most recent employer and address
	Dates 

(month & year)
	Position held and nature of duties
	Reason for wishing to leave or for having left

	
	From
	To
	
	

	
	
	
	
	

	Current Salary:
	Current Grade:
	Notice Period:

	PREVIOUS EMPLOYMENT (please account for any periods when not working and both paid and unpaid employment)

	Employer and location
	Dates 

(month & year)
	Position held and nature of duties
	Reason for leaving

	
	From
	To
	
	

	
	
	
	
	

	STATEMENT OF EXPERIENCE

	Knowledge and skills and other relevant information in support of your application (please attach additional sheets if necessary).

	If you are not a citizen of a member state of the EU you may require a work permit for which the College will make application if you are selected for the post.   Any offer made will be on the understanding that you are  eligible to work in the UK.

	Do you require a work permit?

   Yes/No

Do you hold a current valid work permit                               Yes/No

If ‘yes’ what is the exact expiry date of the work permit        Full date ________________________(dd/mm/yyyy)



	REFERENCES

	Please give details of two people (or three people in the case of academic or academic related applications) who have consented to act as referees on your behalf, one of whom should be your present or most recent employer. No appointment will be confirmed until satisfactory references have been received.

	Referee 1 (Present or most recent employer)
	Referee 2

	Name:
	Name:

	Occupation:
	Occupation:

	Address:
	Address:

	Post code:
	Post code:

	Telephone number:
	Telephone number:

	Email:
	Email:

	Referee 3 (For academic and academic related applications only)
	Can references be taken up with the following referees prior to interview: 

Referee 1           Yes / No

Referee 2           Yes / No

Referee 3           Yes / No



	Name:
	

	Occupation:
	

	Address:
	

	
	

	Telephone number:
	

	Email:
	

	DECLARATION

	I declare that to the best of my knowledge all the information given above and in additional enclosures is correct.  I understand that any inaccurate statement or omissions may disqualify me from consideration or, in the event of my appointment, may make me liable for summary dismissal.

	Signature …………………………………………………..
	Date ………………………………………………………..


	GUIDANCE – PLEASE READ BEFORE COMPLETING THE APPLICATION FORM

	· Part 1 of this form provides the information used as the basis for shortlisting and selection.  Part 1 will be photocopied and given to the recruiting manager and members of the selection panel during the course of the recruitment process.  The original will be retained securely within the Human Resources Office.  If you are selected for the position the Human Resources Office will hold the original application form on your personal file.  If you are unsuccessful the application form will be retained for 12 months in the case of non-academic staff and 3 years for academic staff.

· Part 2 of this form is used for statistical purposes to assist the College in meeting its obligations in accordance with the Race Relations Amendment Act, to provide information for the annual statistical returns to the Higher Education Statistics Agency and to enable the College to monitor the performance of its Equal Opportunities Policy.  Any reports produced using this information are anonymised.  Any information given on this form will be treated in the strictest confidence and will not be used for the selection process.  Please note that if you state on this form that you require adjustments or assistance to enable you to attend an interview this information may have to be disclosed to the recruiting manager after shortlisting in order to ensure that the adjustments required are facilitated where possible.  The Human Resources Office will retain the form in a secure location for 12 months. 

· Please return Part 1 and 2 of the application form, preferably in an A4 envelope, to the Human Resources Office by the closing date given in the advertisement.  The address for the Human Resources Office is given on the letter accompanying this form.  If you are applying from abroad or close to the closing date you may fax or email the form.  Please note however that it is essential that you also post a signed version of the application form.

Completing the form

· Read through each section of the form carefully.

· Apart from giving details of formal education and qualifications, mention any short courses that you have attended to improve your working knowledge and skills that might be relevant to the job.  Please ensure, if you are a member of a professional body (for example RCVS) that this is detailed on page 2 of the form and that your membership number is given.

· When detailing previous employment please ensure that you account for all periods of employment (paid or unpaid) and unemployment since leaving formal education.  This may be continued on an additional sheet if necessary.

· For academic and academic-related staff applicants
You should also submit a full Curriculum Vitae in addition to the application form.

· For all other applicants
You may supply additional material if relevant, however it is not sufficient to only send a copy of your Curriculum Vitae.

· The statement of experience is your opportunity to demonstrate you meet the essential and desirable criteria for the position as detailed in the Further Details.

· Any further information you wish to provide should clearly state your name and the title of the post you are applying for and should be attached to this form.

· Please note that unless you state otherwise, your references will be taken up prior to interview.  

· After you have read through the application and checked all sections have been completed make a copy for your own reference.

· Please note that you are required to sign the declaration in part 1 of the form certifying that all the information in the application form and enclosures are correct.  The College reserves the right to seek verification of qualifications and other details through references and will take photocopies of all relevant original qualification certificates on appointment.  Providing incorrect information or deliberately concealing any relevant facts may result in disqualification from the selection process or, where discovery is made after employment, in summary dismissal.

· If you require assistance in completing the form or when attending interviews please contact the Human Resources Office


	
	APPLICATION FORM PART 2

	
	


EQUAL OPPORTUNITIES MONITORING


The Royal Veterinary College is committed to the promotion of equal opportunity for all staff so that they are recruited, trained, appraised, and promoted on the basis of their merits and abilities regardless of ethnic origin, nationality, disability, gender, age, marital status, familial relationship or sexual orientation.
In order that the College can monitor its success in meeting this commitment, you are requested to complete this equal opportunities monitoring form and return it with your application.  The information you provide will be used purely for statistical information and will not be used for the selection process.  Any information given will be treated in the strictest confidence.
	PERSONAL DETAILS

	First name:
	Surname/title:

	Date of birth:
	Sex: 
	Male/Female

	APPLICATION DETAILS

	Application for the post:
	Vacancy reference number::

	Where did you see this post advertised/how did you learn of this post?

	ETHNIC ORIGIN (please tick the box which most closely relates to you)

	White:
	Mixed:

	British
	English
	
	White and Black Caribbean
	

	
	Scottish
	
	White and Black African
	

	
	Welsh
	
	White and Asian
	

	Irish
	
	Other Mixed background (please specify)

	Other White background (please specify)
	

	
	Asian:

	Black:
	Indian
	

	Caribbean
	
	Pakistani
	

	African
	
	Bangladeshi
	

	Other Black background(please specify)
	Other Asian background (please specify)

	Chinese:
	Other Ethnic background(please specify):

	Chinese
	
	

	DISABILITY

	Do you consider yourself to be disabled?
	Yes / No

	Please indicate below which category your disability falls within:

	Dyslexia
	
	Blind/partially sighted
	

	Deaf/hearing impairment
	
	Wheelchair user/other mobility difficulties
	

	Requires personal care support
	
	Mental health disability
	

	Unseen disability (e.g. diabetes, epilepsy and asthma)
	
	Multiple disabilities
	

	Other disability (please specify)
	Do not wish to disclose information
	

	Please indicate if you require adjustments or assistance to enable you to attend an interview: (














* This information may have to be disclosed to the recruiting manager on a need to know basis in order to ensure that the adjustments required are facilitated where possible.
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