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Appendix C Application Form 
The Leeds United Foundation

Job Application Form

	Post Applied for:
	
	Ref No:
	


Please complete this form fully using black ink

	THE INFORMATION YOU SUPPLY ON THIS FORM WILL BE TREATED IN CONFIDENCE.


	Section 1 - Personal Details


	Last Name:


	First Name:


	Address:

	

	
	Post Code:


	Home Telephone No:



	National Insurance No:
	
	
	
	
	
	
	
	
	


	Daytime Telephone No:


	Mobile Telephone No:


	Email address:


	Can we contact you at work?
	Yes
	
	
	No
	
	
	
	
	


	If yes, Work Telephone No:


Are you free to remain and take up employment

	in the UK with no current immigration restrictions?
	Yes
	
	
	No
	
	
	
	
	


Driving Licence – if relevant to post applied for

	Do you hold a full, clean driving licence valid in the UK?
	Yes
	
	
	No
	
	
	
	
	


If you are successful, you will be required to provide relevant evidence of the above details prior to your appointment.
	Section 2 - Present Employment


If now unemployed, please give details of last employer

	Name of Employer:


	Address:

	

	
	Post Code:


	Job Title:


	Date of Appointment:
	Salary:


	Department / Location:


	Brief description of duties:



	Continue a separate sheet if necessary




	Period of Notice:


	Last day of service

(If no longer employed):


	Reason for leaving

(If no longer employed):



	

	Section 3 - Previous Employment


(Most recent employer first). Please cover the last 7 years and state nature of business and reason for any gaps in employment. Continue on a separate sheet if necessary.
	Name of Employer:


	Address:

	

	
	Post Code:


	Position Held:


	Date of Appointment:
	End Date:


	Summary of duties:




	Reason for leaving:



	


	Name of Employer:


	Address:

	

	
	Post Code:


	Position Held:


	Date of Appointment:
	End Date:


	Summary of duties:




	Reason for leaving:



	


	Name of Employer:


	Address:

	

	
	Post Code:


	Position Held:


	Date of Appointment:
	End Date:


	Summary of duties:




	Reason for leaving:



	Section 4 - Education


Qualifications obtained from Schools, Colleges and Universities.

Please list highest qualification first.

	College or University
	Course
	Qualifications and grades obtained

	
	
	

	School
	Subjects
	Qualifications and grades obtained

	
	
	

	Continue on a separate sheet if necessary


	Qualifications Relevant to Football


Please give details:

	Qualifications obtained
	Date Obtained

	
	


	Professional, Technical or Management Qualifications


Please give details:

	Professional / Technical /

Management Qualifications
	Course Details

	
	


	Membership of Professional / Technical Associations – Please state level of Membership:



	

	Continue on a separate sheet if necessary


	Section 5- Training and Development


Please give details of any training and development courses or non-qualifications courses which support your application. Include any on the job training as well as formal courses.

	Title of Training Programme or Course
	Duration of Course

	
	


	Section 6 - Personal Statement


Abilities, skills, knowledge and experience

Please use this section to explain in detail how you meet the requirements of the Job Description. If you are or have been involved in voluntary/unpaid activities, please also include this information.
Attach and label any additional sheets used.
	

	Complete on a separate sheet if necessary


	Section 7- Rehabilitation of Offenders Act / Sexual Offenders Act 2013 – exempt posts

	

	For posts that involve working with children and adults at risk, e.g. coaching, teaching and medical roles: If shortlisted, candidates will be asked to declare their criminal record using a self-declaration form to identify if they are unsuitable to work with children. For example:

· If they have a criminal history

· Whether they are included on the barred list

· If they are known to the police and children’s services

· Whether they are prohibited from teaching 

· Have been disqualified from giving childcare

· Any relevant overseas information

Due to the nature of the role, applicants that are successful will be offered a role pending performance at the mandatory training and will be required to undertake an Enhanced Disclosure & Barring Service DBS check.

 The amendments to the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 and 2020) provides that when applying for certain jobs and activities, certain convictions and cautions are considered ‘protected’. This means that they do not need to be disclosed to employers, and if they are disclosed, employers cannot take them into account.

Guidance about whether a conviction or caution should be disclosed can be found on the Ministry of Justice website.



	Section 8 - Protecting Children and Adults at Risk


What are your views on safeguarding and protecting children and adults at risk?

	Please give details:




	Section 9 - References


Please give the names and addresses of your two most recent employers (if applicable).

If you are unable to do this, please clearly outline who your referees are. 

In order to comply with data protection laws, we need your consent when obtaining employment references about you. Please indicate below whether or not you give such consent to our contacting the referees you have indicated. We would like to obtain references so that we may gather information from those who have previously employed you on your performance. We will use the information when making decisions about your suitability for the role you have applied for.
	I give my consent to references being sought in conjunction with my application for employment

Yes    (            No  (            


	Reference 1
	Reference 2

	Name:
	Name:

	Position:
	Position:

	Work Relationship:
	Work Relationship:

	Organisation:
	Organisation:

	Address:
	Address:

	
	

	
	

	
	

	Postcode:
	Postcode:

	Tel No:
	Tel No:

	Email:
	Email:

	Are you willing for this referee to be approached prior to the interview?  
 Yes    (            No  (            
	Are you willing for this referee to be approached prior to the interview?  
Yes    (            No  (            


	Section 10 - Declaration


Please complete the following declaration and sign it in the appropriate place below. If this declaration is not completed and signed, your application will not be considered.

I hereby give consent to such collection and processing of my personal data and I agree that the information given on this form may be used for data processing purposes.

I hereby certify that:

· all the information given by me on this form is correct to the best of my knowledge

· all questions relating to me have been accurately and fully answered

· I possess all the qualifications that I claim to hold

· I have read and, if appointed, am prepared to accept the conditions set out in the contract of employment and the job description.

	Signed:
	Date:


NB. Candidates selected for interview will normally be notified within three weeks of the closing date. Unfortunately, applicants who do not hear from The Leeds United Foundation must conclude that their application has been unsuccessful on this occasion. Thank you for your interest in this post.

The Leeds United Foundation undertakes that it will treat any personal information (that is data from which you can be identified, such as your name, address, email address etc) that you provide to us, or that we obtain from you, in accordance with the requirements of the Data Protection Act 1998.

If you are returning this form by email, you will be asked to sign your application at interview.
	Section 11 - Recruitment Monitoring Form


Strictly confidential – Staff Recruitment EDI Monitoring Questionnaire

Information for job applicants 

Leeds United Foundation is committed to ensuring that job applicants and staff from all sections of the community are treated equally and not discriminated against on the grounds of age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual orientation (the Protected Characteristics as set out in the Equality Act 2010).

This form helps us to monitor who is applying for employment with us and our adherence to recruitment good practice. 

Any information you provide will only be used by our [insert job title of responsible person at the Club] for the purpose of ensuring the effectiveness of our equality, diversity and inclusion initiatives. This form will be separated from your application, on receipt, and will be treated in the strictest confidence. Completion of this form is entirely voluntary. 

Data Protection 

We will never use any information you provide in this form for any purpose other than to help us ensure we are meeting our obligations under the Equality Act 2010 and our ambition to achieve our equality, diversity and inclusion outcomes. 

We will not pass any of the information provided in this form to any third party. As a Club participating in the Premier League Equality, Diversity and Inclusion Standard and a signatory to The Football Association’s Football Leadership Diversity Code, we may share statistical results from our equality, diversity and inclusion monitoring with the Premier League and The Football Association. This will always be in collated and anonymised form and this questionnaire and your answers or data will never be shared. 

All forms will be treated in accordance with current data protection legislation and Leeds United’s Data Protection Policy and Privacy Policy. Our Privacy Policy can be read here [add http link…/ is provided with this document]. 

For the purposes of compliance with current data protection legislation, I hereby confirm that by voluntarily completing this form, I give my consent to Leeds United Foundation processing my data in connection with the monitoring of its equality, diversity and inclusion initiatives. I also agree to the storage of this information on manual and computerised files. I acknowledge that this data, in collated form and for statistical purposes, may be shared with the Premier League and The Football Association.

☐
Please tick here to confirm your consent.

Staff Recruitment – EDI Monitoring Questionnaire 

Please tick as appropriate.

What is your age?

☐
16 – 24

☐
25 – 34

☐
35 – 44

☐
45 – 54

☐
55 – 64

☐
65 – 74

☐
75+

☐
Prefer not to answer

Are you?

If you are considering how to answer, use the information on your birth certificate or Gender Recognition Certificate. 

☐
A man

☐
A woman 

☐
Other, please specify (e.g. non-binary): Enter text here:
☐
Prefer not to answer

Is the gender you identify with the same as your sex registered at birth? 
For those aged 16 or over 

☐
Yes

☐
No

☐
Prefer not to answer

Do you have any physical or mental health conditions or illnesses lasting or expected to last? 

☐
Under 12 months (Go to question 4.1)

☐
12 months or more (Go to question 4.1)

☐
Not relevant (Go to question 5)

☐
Prefer not to answer (Go to question 5)

Do any of your physical or mental health conditions or illnesses reduce your ability to carry out day-to-day activities?

☐
Yes, a lot (Go to question 4.2)

☐
Yes, a little (Go to question 4.2)

☐
Not at all (Go to question 5)

☐
Prefer not to answer (Go to question 5)

How would you describe your physical or mental health conditions or illnesses? 

Please tick all the boxes that apply to you.

☐
Hearing impairment (Deaf or hard of hearing)

☐
Learning difficulty (e.g. movement co-ordination difficulty (Dyspraxia), Dyslexia, etc.)

☐
Learning impairment/disability (e.g. Down’s Syndrome, etc.)

☐
Long-term illness (e.g. cancer, HIV+, etc.)

☐
Mental health condition

☐
Physical impairment – ambulant (I do not use a wheelchair)

☐
Physical impairment – wheelchair user

☐
Social/communication (e.g. autistic spectrum disorder, Asperger’s syndrome, etc.)

☐
Sight impairment (blind or partially sighted)

☐
Other, please specify: Enter text here
☐
Prefer not to answer

What is your ethnic group or background?

Choose one section from A to E, then tick one box to best describe your ethnic group or background

White

☐
English, Welsh, Scottish, Northern Irish or British

☐
Irish

☐
Gypsy or Irish Traveller

☐
Roma

☐
Any other white background, please specify: Enter text here
Mixed or Multiple ethnic groups

☐
White and Black Caribbean

☐
White and Black African

☐
White and Asian

☐
Any other Mixed or Multiple background, please specify: Enter text here
Asian or Asian British

☐
Indian

☐
Pakistani

☐
Bangladeshi

☐
Chinese

☐
Any other Asian background, please specify: Enter text here
Black, Black British, Caribbean or African

☐
Caribbean

☐
African 

☐
Any other Black, Black British or Caribbean background, please specify: Enter text here
Other ethnic group

☐
Arab

☐
Any other ethnic group, please specify: Enter text here
☐
Prefer not to answer

What is your religion?

☐
No religion

☐
Buddhist

☐
Christian (all denominations)

☐
Hindu

☐
Jewish

☐
Muslim

☐
Sikh

☐
Any other religion, please specify: Enter text here
☐
Prefer not to answer

Which of the following best describes your sexual and/or romantic orientation?
For those aged 16 or over

☐
Bi (Bisexual)

☐
Gay or lesbian

☐
Heterosexual/straight

☐
Other sexual and/or romantic orientation, please specify: Enter text here
☐
Prefer not to answer

What is your main language?

☐
English 

☐
Welsh (please go to question 9)

☐
Other, please specify (including British Sign Language): Enter text here
☐
Prefer not to answer

Can you understand, speak, read or write Welsh? 

Please tick all that apply. 

☐
Understand spoken Welsh

☐
Speak Welsh

☐
Read Welsh

☐
Write Welsh

☐
OR none of the above 

☐
Prefer not to answer

Many thanks for taking the time to complete this questionnaire and for assisting us with our continued commitment to EDI.

	RETURNING THIS FORM


	By Post:

The Leeds United Foundation

Leeds United

Elland Road

Leeds

LS11 0ES
	By Email:

As per advert
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