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APPLICATION FORM: EQUALITY & DIVERSITY MANAGER
Closing date: Monday, 19th March 2018, 11am
[bookmark: _GoBack]Please complete and return this form to Alice Brighouse at recruitment@matrixlaw.co.uk
General notes
Matrix strives to be an equal opportunities employer and is committed to diversity amongst its staff and its members, including supporting flexible working. We therefore encourage and welcome applications from women, people of minority ethnic origin, people with disabilities, as well as candidates from other groups which are underrepresented in the legal sector.  We will make reasonable adjustments to enable disabled candidates to demonstrate their suitability for the job.
· Please read the application pack carefully, and consider it when writing your responses. It sets out exactly what we are looking for and gives guidance on how to complete this application form.
· Please think about all the different kinds of work and non-work experiences you have had, and if you feel you learned something valuable from them, tell us. If you don’t include it, we can’t consider it.
· Please do keep to word limits.
· Feel free to use bullet points or lists where appropriate.
· Please complete the Equality and Diversity Form for monitoring purposes. This will be separated from your application form on receipt and will not be used for selection purposes.
· CVs and covering letters will not be considered.
· Applications after the closing date will not be considered.
· All applicants will be notified on whether they have been selected for an interview as soon as possible after the closing date.
· Matrix offers guaranteed interviews to applicants who are disabled within the meaning of the Equality Act 2010, provided they meet the minimum requirements of the position for which they have applied. If you are a disabled applicant and wish to take advantage of this scheme it may be necessary to inform the individuals who assess applications for this post that you are disabled. If you wish to take advantage of the guaranteed interview scheme and are happy for your disabled status to be disclosed to the assessors, please tick this box below. If you are a disabled person and you prefer not to disclose this fact to the individuals who assess the applications forms then you do not have to tick the box, however this may mean that you cannot be guaranteed an interview even if you meet the minimum requirements for the position.
Should you wish to discuss reasonable adjustments or anything else relating to a disability in connection with this recruitment exercise, in confidence and with someone unconnected to the recruitment process, please contact Matrix’s Disability Officer: Mathew Purchase on 020 7404 3447.
	
	Tick if
Applicable

	Please place a tick in this box if you are a disabled person and you wish to take advantage of the guaranteed interview scheme.
	[bookmark: chkGIS]|_|




RIGHT TO WORK IN THE UK
Matrix will only consider applications from individuals who are eligible to work in the United Kingdom.

	Please place an “X” in the box to confirm you have an existing right to work in the UK.

	        
         |_|




If you do not have an existing right to work in the UK and/or require sponsorship to continue working here, you should think carefully before applying. Matrix cannot sponsor you unless there is no other suitably qualified settled worker available to fill the role, or your current immigration status means that the resident labour market test will not apply in your case.
If you do not have an existing right to work in the UK, please confirm your plans to resolve this, below.
	














1. PERSONAL DETAILS

	Candidate Name
	

	Preferred Name
	

	Email Address
	

	Home Phone
	

	Mobile Phone
	

	Work Phone
	



2. CORRESPONDENCE ADDRESS
	House Name/
Number
	

	Street
	

	Town
	

	County
	

	Post Code
	

	Country
	



3. HOME ADDRESS
	House Name/ Number
	

	Street
	

	Town
	

	County
	

	Post Code
	

	Country
	



[bookmark: bmkSchoolLevelEducation]4. SCHOOL-LEVEL EDUCATION

	Subjects
	Grade

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	





5. UNIVERSITY-LEVEL EDUCATION 

	Course Name
	Grade

	
	

	
	



6. ACADEMIC/PROFESSIONAL QUALIFICATIONS

	Subject(s)
	Grade

	
	

	
	

	
	

	
	

	
	

	
	



7. OTHER COURSES ATTENDED

	Course Name
	Grade/Result

	
	

	
	

	
	

	
	

	
	

	
	



8. WORK EXPERIENCE/PREVIOUS EMPLOYMENT

This includes voluntary work. Please only include the experience you consider to be relevant to this application.  If you need additional space for relevant experience/employment, please add this information to Question 11.

	Employer
	

	Date From
	

	Date To
	

	Position
	

	Address
	

	Responsibilities/Activities (max 150 words)
	



	Employer
	

	Date From
	

	Date To
	

	Position
	

	Address
	

	Responsibilities/Activities
	



	Employer
	

	Date From
	

	Date To
	

	Position
	

	Address
	

	Responsibilities/Activities
	



	Employer
	

	Date From
	

	Date To
	

	Position
	

	Address
	

	Responsibilities/Activities
	



	Employer
	

	Date From
	

	Date To
	

	Position
	

	Address
	

	Responsibilities/Activities
	



9. EXPERIENCE/SKILLS/ADDITIONAL INFORMATION
	Referring to the numbers points in the skills grid, please state how your experience to date makes you a suitable candidate for this post. Where possible please provide examples relating to any previous experience and knowledge gained through paid or unpaid employment, education or leisure interests. If necessary please continue on separate sheets.
































	



10. REFEREES
Please supply referees who can confirm your employment, one of which should be your current or most recent employer. If you have not been previously employed please supply an academic reference. References will not be taken without your prior consent.

	Name
	

	Address
	

	Town
	

	County
	

	Postcode
	

	Country
Telephone
Email

	

	Name
	

	Address
	

	Town
	

	County
	

	Postcode
	

	Country
	

	Telephone
	

	Email
	




11. CONTINUATION
To be completed only if you have had more than 5 jobs or have run out of space in any of the other sections. Please ensure you include the numbers of the questions you are referring to.

	

























EQUALITY AND DIVERSITY MONITORING FORM: APPLICANTS

You are under no obligation to provide diversity data and if you do so, you do so voluntarily.  

Notification and consent form

Why should you take the time to complete this form? 
Although we are obliged to gather Diversity Data, it is also in our interest to examine our processes and ensure that we are operating in a fair fashion. Our Core Values include a commitment to promoting equality of opportunity and collating this diversity data is part of exercising this commitment. By collating and summarising this data, we aim to provide transparency in respect of our internal activities. This will, in the long run, help to contribute to an independent, strong, diverse and effective legal profession.

Notification and Consent Form for Diversity Data
Please read this notification and consent form before you decide whether to submit your diversity data on the attached questionnaire.

Matrix is required by the Bar Standards Board to give you the opportunity to submit certain diversity data (that is, data about your gender, race and disability). As further described below and in our Diversity Data Policy (available on request), some of that data may be published in anonymised summary form. This requirement is in order to provide transparency concerning recruitment and employment activities and to encourage an independent, strong, diverse and effective legal profession. Your diversity data will be processed by the Diversity Data Officer (and by other parties under his/ her direction) in order to fulfil the requirements set down by the Bar Standards Board.

Matrix is also required by the Bar Standards Board to monitor recruitment and selection against race, gender and disability. This process cannot be done anonymously as our processes need to be tracked against the individual characteristics of those applying for roles with Matrix. 

As a result, we need your consent to utilise your answers to the below questions for this purpose. These characteristics will be assigned to a specifically designed record on Excel to allow us to monitor recruitment and selection. The information will be put on the system by the Data Diversity Officer and will only be able to be seen by them through the use of a password.

This data will then be collated by the Diversity Data Officer and fed back to the Equality & Diversity Officers. If necessary, these Officers will discuss with relevant individuals any apparent equality issues raised by the monitoring process.

[bookmark: chkProcessingConsent]Please tick this box to confirm that you explicitly consent to providing the data and the processing of your diversity data as described above.  [|_|]   You are under no obligation to provide this data. The questionnaire you complete will be separated from your application form and will not be used at any stage in the selection process.


QUESTIONNAIRE

	Post applied for:
	



Gender

What is your gender?
	
	Tick

	Male
	[bookmark: chkED_Q1_1]|_|

	Female
	[bookmark: chkED_Q1_2]|_|

	Prefer not to say
	[bookmark: chkED_Q1_3]|_|




Disability

The Equality Act 2010 generally defines a disabled person as someone who has a mental or physical impairment that has a substantial and long-term adverse effect on the person’s ability to carry out normal day-to-day activities.

(a) Do you consider yourself to have a disability according to the definition in the Equality Act?

	
	Tick

	Yes
	[bookmark: chkED_Q2_1]|_|

	No
	[bookmark: chkED_Q2_2]|_|

	Prefer not to say
	[bookmark: chkED_Q2_3]|_|





(b) Are your day-to-day activities limited because of a health problem or disability which has lasted, or is expected to last, at least 12 months?
	
	Tick

	Yes, limited a lot
	[bookmark: chkED_Q3_1]|_|

	Yes, limited a little
	[bookmark: chkED_Q3_2]|_|

	No
	[bookmark: chkED_Q3_3]|_|

	Prefer not to say
	[bookmark: chkED_Q3_4]|_|





Ethnic Group

What is your ethnic group?
(The groups below appear as categorised by the BSB)

Asian / Asian British
	
	Tick

	Bangladeshi
	[bookmark: chkED_Q4_1]|_|

	Chinese
	[bookmark: chkED_Q4_2]|_|

	Indian
	[bookmark: chkED_Q4_3]|_|

	Pakistani
	[bookmark: chkED_Q4_4]|_|

	Any other Asian background (write in)
	[bookmark: chkED_Q4_5]|_|




Black / African / Caribbean / Black British
	
	Tick

	African
	[bookmark: chkED_Q5_1]|_|

	Caribbean
	[bookmark: chkED_Q5_2]|_|

	Any other Black / Caribbean / Black British (write in)
	[bookmark: chkED_Q5_3]|_|



Mixed/multiple ethnic groups
	
	Tick

	White and Asian
	[bookmark: chkED_Q6_1]|_|

	White and Black African
	[bookmark: chkED_Q6_2]|_|

	White and Black Caribbean
	[bookmark: chkED_Q6_3]|_|

	White and Chinese
	[bookmark: chkED_Q6_4]|_|

	Any other Mixed/multiple ethnic background (write in)
	[bookmark: chkED_Q6_5]|_|




White
	
	Tick

	British / English / Welsh / Northern Irish / Scottish
	[bookmark: chkED_Q7_1]|_|

	Irish
	[bookmark: chkED_Q7_2]|_|

	Gypsy or Irish Traveller
	[bookmark: chkED_Q7_3]|_|

	Any other White background (write in)
	[bookmark: chkED_Q7_4]|_|




Other ethnic group
	
	Tick

	Arab
	[bookmark: chkED_Q8_1]|_|

	Any other ethnic group (write in)
	[bookmark: chkED_Q8_2]|_|




Prefer not to say

	
	Tick

	Prefer not to say
	[bookmark: chkED_Q9]|_|




What do I do now?

Please either email the completed questionnaire to Alice Brighouse (on recruitment@matrixlaw.co.uk) or post/hand it to Alice at Matrix Chambers, Griffin Building, Gray’s Inn, London, WC1R 5LN.

Thank you very much.
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