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Applying for a job at Keele? Here are some Frequently Asked Questions which may help
Q1
If I email my application form to you do I need to follow it up with a hard copy?  
A
No this is not essential.
Q2
Do you require a signature on all applications and if so, how do I do this if I email my application?  
A
No, we do not require a signature on emailed applications we use your email to confirm that you wish to apply for the position.
Q3
Do I receive an acknowledgement when I email my application form to you?
A
Due to the amount of applications received it is not University practice to send an email acknowledgement.  Please ensure that you add ‘read receipt’ to your email and you will automatically receive an acknowledgement when we open and read your email.  If we have a problem opening your documents or any other queries we will contact you direct.  

Q4
How do I know if I have been shortlisted for an interview?  
A
We advise candidates to look at the proposed shortlisting and interview dates listed on the further particulars for the post.  As a rule if you have not heard anything within 8 weeks of application you have not been successful this time.  Please note shortlisting is not completed by HR therefore if you require any information regarding your application after the closing date please contact the person detailed on the further particulars.  We also provide feedback on applications/interviews so if you think this would help you please telephone the contact person detailed on the further particulars.

Q5
I don’t have time to complete the application form can I send in just my CV for a job advertised?
A
No, our application forms are designed to ensure that we have all the information we need for the shortlisting process.  If we only received a CV you may miss details we require and as a result you will not be shortlisted for an interview.  
Q6
I saw a job advertised on your website but it’s not there anymore, can I still apply?
A
No if the job is no longer on the website this means that the closing date has passed.  We do accept applications up to 5pm on the closing date either by email, post, fax or in person.
Q7
Do I need to complete the Equal Opportunities form?
A
Yes, we have an equal opportunities policy the aim of which is to ensure that no job applicant or employee receives less than favourable treatment on the grounds of age, gender, disability, sexual orientation, colour, ethnic and national origin, nationality, marital status, responsibility for dependents, religion, trade union activity and age (up to 65 years).  So that we can measure the effectiveness of this policy, we need to collect information about our job applicants.  It would help us greatly, therefore, if you would complete the monitoring form in full.  
When your application form is received the Equal Opportunities form is detached before being sent to the Manager involved in short-listing and interviews and therefore will not know what information is on the form.

Q8
I am disabled, what help can you offer me?

A
If you have a disability there are a number of ways in which we maybe able to help.  If you have any special requirements in this area then please contact us.  We are part of the ‘Positive about Disabled People’ two ticks scheme which means that every applicant is guaranteed an interview if he or she meets the essential criteria for the job.

Q9
I’ve heard that I need to send my documents in to prove my eligibility to work is this correct? 

A
Anyone offered employment or casual work will need to arrange a meeting with a member of the HR Administration Team prior to commencement of employment so that original documentation can be inspected and copied.  Exceptionally and by prior arrangement, the documentation check can be carried out on the first day of employment.  

Please provide the required document(s) as listed below. You can provide a document(s) from either List A or List B. Please note that where List A documents are provided, you will not be required to provide any further proof of eligibility to work in the UK during your employment with Keele University. However, where documents are provided from List B, you will be required to provide evidence of your eligibility to work in the UK at least every 12 months during your employment until you are able to provide a document from List A. Additional, follow-up checks are required with List B documents. 
 LIST A DOCUMENTS
	1. A passport showing that the holder, or a person named in the passport as the child of the holder, is a British citizen or a citizen of the United Kingdom and Colonies having the right of abode in the United Kingdom; or

	2. A passport or national identity card showing that the holder, or a person named in the

passport as the child of the holder, is a national of a European Economic Area country or

Switzerland; or

	3. A residence permit, registration certificate or document certifying or indicating permanent residence issued by the Home Office or the Border and Immigration Agency to a national of a European Economic Area country or Switzerland; or

	4. A permanent residence card issued by the Home Office or the Border and Immigration Agency to the family member of a national of a European Economic Area country or Switzerland; or

	5. A Biometric Immigration Document issued by the Border and Immigration Agency to the holder which indicates that the person named in it is allowed to stay indefinitely in the United Kingdom, or has no time limit on their stay in the United Kingdom; or

	6. A passport or other travel document endorsed to show that the holder is exempt from immigration control, is allowed to stay indefinitely in the United Kingdom, has the right of abode in the United Kingdom, or has no time limit on their stay in the United Kingdom; or

	7. An Immigration Status Document issued by the Home Office or the Border and Immigration Agency to the holder with an endorsement indicating that the person named in it is allowed to stay indefinitely in the United Kingdom, or has no time limit on their stay in the United Kingdom, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer (e.g. P45, P60, National Insurance Card); or

	8. A full birth certificate issued in the United Kingdom which includes the name(s) of at least one of the holder’s parents, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer (e.g. P45, P60,

National Insurance Card); or

	9. A full adoption certificate issued in the United Kingdom which includes the name(s) of at least one of the holder’s adoptive parents, when produced in combination with an

official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer (e.g. P45, P60, National Insurance Card); or

	10. A birth certificate issued in the Channel Islands, the Isle of Man, or Ireland, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer (e.g. P45, P60, National Insurance Card); or

	11. An adoption certificate issued in the Channel Islands, the Isle of Man, or Ireland, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer (e.g. P45, P60, National Insurance Card); or

	12. A certificate of registration or naturalisation as a British citizen, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer (e.g. P45, P60, National Insurance Card); or

	13. A letter issued by the Home Office or the Border and Immigration Agency to the holder which indicates that the person named in it is allowed to stay indefinitely in the United Kingdom, or has no time limit on their stay, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer (e.g. P45, P60, National Insurance Card).


LIST B DOCUMENTS

	1. A passport or other travel document endorsed to show that the holder is allowed to stay in the United Kingdom and is allowed to do the work in question, provided that it does not require the issue of a work permit; or

	2. A Biometric Immigration Document, issued by the Border and Immigration Agency to the holder which indicates that the person named in it can stay in the United Kingdom and is allowed to do the work in question; or

	3. A work permit or other approval to take employment issued by the Home Office or

the Border and Immigration Agency, when produced in combination with either a
passport or another travel document endorsed to show that the holder is allowed to stay in the United Kingdom and is allowed to do the work in question, or a letter issued by the Home Office or the Border and Immigration Agency to the holder, or the employer or prospective employer confirming the same; or

	4. A certificate of application issued by the Home Office or the Border and Immigration Agency to or for a family member of a national of a European Economic Area country or Switzerland, stating that the holder is permitted to take employment, which is less than 6 months old, when produced in combination with evidence of verification by the Border and Immigration Agency Employer Checking Service; or

	5. A residence card or document issued by the Home Office or the Border and Immigration Agency to a family member of a national of a European Economic Area country or Switzerland; or

	6. An Application Registration Card (ARC) issued by the Home Office or the Border and Immigration Agency stating that the holder is permitted to take employment, when produced in combination with evidence of verification by the Border and Immigration Agency Employer Checking Service; or

	7. An Immigration Status Document issued by the Home Office or the Border and Immigration Agency to the holder with an endorsement indicating that the person named in it can stay in the United Kingdom, and is allowed to do the work in question, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or previous employer (e.g. P45, P60, National Insurance Card); or

	8. A letter issued by the Home Office or the Border and Immigration Agency to the holder or the employer or prospective employer, which indicates that the person named in it can stay in the United Kingdom and is allowed to do the work in question, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or previous employer (e.g. P45, P60, National Insurance Card).


Q9
If I cannot provide eligibility to work from the list above do I require Certificate of Sponsorship (work permit)? 

A
Yes, if you cannot provide any of the documents above you will require a certificate of sponsorship to enable you to take up your position with Keele.  If this is the case please go to the www.ukba.gov.uk website for further details.  When applying you will need to tick the box on the front of the application form stating that you require a certificate of sponsorship/work permit and if your application is successful we will be in touch to make the necessary arrangements. 
