APPLICATION GUIDANCE NOTES

Please read this guidance carefully before completing your application.


Application details

To apply for the position, please submit:

· Your CV
· A covering letter including a personal statement demonstrating how your skills and experience meet each of the criteria outlined in the person specification.
· The completed personal details form and equal opportunities monitoring form.

The information you provide on the personal details form and equal opportunities monitoring form will be detached before applications are considered by the shortlisting panel and will not be used in the selection process. Personal information is collected and retained for administrative and statistical purposes only. 

Applications should be sent by 10am on Thursday 11th June 2026 recruitment@middletemple.org.uk

Alternatively, applications can be posted to: The Human Resources Department, The Honourable Society of the Middle Temple, Ashley Building, Middle Temple Lane, London, EC4Y 9BT.

If you are invited to interview, you will be notified as soon as possible after the closing date. Due to the volume of applications the Inn typically receives we are unable to provide feedback to candidates who are not shortlisted.  

Equal opportunities and diversity

Middle Temple is a Disability Confident and Mindful Employer and is committed to providing a supportive and inclusive working environment that values diversity and promotes equality of opportunity. 

We welcome applications from suitably qualified candidates, regardless of age, disability, gender, gender reassignment, marriage or civil partnership, pregnancy or maternity, race, religion or belief, sex, or sexual orientation.

We aim to ensure that all applicants are treated fairly throughout the recruitment process and that appointments are made on merit, in line with the requirements of the role. We are committed to making reasonable adjustments where needed to support equal opportunity and to enable candidates with disabilities or other specific needs to participate fully at any stage of the recruitment process. 

If you would like to discuss any support needs or reasonable adjustments, please contact recruitment@middletemple.org.uk in confidence.

Eligibility to work in the UK

All offers of employment are subject to verification of the right to work in the UK. Candidates invited to interview will be asked to provide appropriate evidence in line with Home Office guidance.

Criminal convictions

You are required to disclose any ‘unspent’ convictions or pending criminal proceedings in accordance with the Rehabilitation of Offenders Act 1974 (as amended). You are not required to disclose spent convictions.   Middle Temple will not discriminate unfairly against applicants with criminal records. Any information disclosed will be considered fairly and in context, taking into account the nature of the role. 

“Disability Confident” employer scheme

If you have a disability as defined by the Equality Act 2010 and you meet the essential criteria for the role, your application will be considered in accordance with our “Disability Confident Committed” commitments.   

Flexible working

Requests for flexible working arrangements, including job‑share, will be considered fairly in line with operational requirements and the nature of the role. Indicating a preference for flexible working will not disadvantage applicants during the selection process.

Retention of application information

If you are successful, your application form and supporting documents will be retained on file, securely and confidentially.  If you are not appointed, your application form and supporting documents will be stored securely and confidentially for 12 months after which time, they will be destroyed in accordance with our data retention policy. 

Accuracy of information

Any false, incomplete or misleading information provided during the recruitment process may result in your application being rejected. If such information is discovered after appointment, it may lead to disciplinary action, up to and including dismissal.

Conflicts of interest 

A conflict of interest may arise where an employee may be perceived to derive personal benefit from the actions or decisions made in their official capacity or where the concerns or aims of the employee appear incompatible with those of the Middle Temple. Applicants are asked to declare any potential conflict of interest so that these can be managed appropriately and transparently. Conflicts of interest may also arise in relation to secondary employment, consultancy work, directorships or other outside appointments. Any such interests must be declared and may be subject to approval to ensure they do not conflict with the duties of the role.
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PERSONAL DETAILS

This section, and the equal opportunities monitoring form that follows, will be detached and not used in the shortlisting/selection process. Disability information will be used only for the purposes of applying our Disability Confident commitments and supporting reasonable adjustments throughout the recruitment process.

	Surname:
	 

	Forenames:
	 

	Current address:
	

	Email address:
	

	Day time telephone number:
	

	Mobile telephone number:
	



	 Other Details

	What is the notice period required in your present post?
	

	Do you currently have the right to work in the UK?

	Yes |_|
	No |_|

	If you have a work permit, what is the date of expiry?
	

	Where did you see the advertisement for the post?
	

	Rehabilitation of Offenders Act 1974 (as amended) - Do you have any convictions or cautions that are unspent or pending criminal proceedings? 
	Yes |_|
	No |_|

	If YES, please give details.
	




	The Equality Act 2010 - defines a disability as a ‘physical or mental impairment which has a substantial and long-term adverse effect on the ability to carry out normal day-to-day activities’. If you consider yourself to have a disability as defined by the Equality Act 2010 and you meet the essential criteria for the role your application will be considered in accordance with our Disability Confident commitments.   

	Do you consider yourself to have a disability as defined by the Equality Act?
	
	

	Prefer not to say |_|
	Yes |_|
	No |_|

	Do you require any reasonable adjustments to support your participation in the recruitment process? 
	
	

	Prefer not to say |_|
	Yes |_|
	No |_|



	If yes, please outline the adjustments you would like us to consider:









Referees
Applicants should provide, the names and contact details of two referees in the space below. The first should be your current or most recent employer and the second should be your previous employer. The Middle Temple does not accept references from friends or relatives. 

	1. Name & job title:
	
	2. Name & job title:

	 

	
	


	Address (inc. postcode):
	
	Address: (inc. postcode)

	

	
	


	Telephone number:
	
	Telephone number:

	
	
	

	Email:
	
	Email:

	
	
	

	Relationship to referee:
	
	Relationship to referee:

	 
	
	 



Please note that references are only taken up for the successful candidate following acceptance of the offer.


[bookmark: _Hlk111799746]Data Protection
Information provided through the recruitment process will be processed in accordance with UK GDPR and the Data Protection Act 2018. For successful candidates, relevant information may be retained on the personnel record to support equality monitoring and employment-related obligations. All personal data will be handled securely and confidentially.

Applicants have the right to access their personal data and to request rectification where appropriate.
By submitting an application, applicants acknowledge that Middle Temple will process personal data for the purposes of recruitment and selection and, where applicable, for ongoing employment‑related purposes.

Declaration
I confirm that the information provided in this application is, to the best of my knowledge, complete and accurate.

I understand that Middle Temple will process the personal data provided for the purposes of recruitment and selection and, where applicable, for employment-related purposes as set out in the Data Protection section above. 

I understand that providing false, incomplete or misleading information may result in my
application being rejected, or, if appointed, may lead to disciplinary action up to and
including dismissal.


	Signature:
	Date:
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EQUAL OPPORTUNITIES MONITORING FORM

Completion of the equal opportunities monitoring form is requested from all applicants. Applicants may select “prefer not to say”. The equal opportunities monitoring form is used solely for monitoring and statistical purposes, to help Middle Temple review and improve its equality practices. Information provided on this form is kept confidential and is not seen by the shortlisting or interview panel.

	LAST NAME:
	 

	FIRST NAME:
	 

	DATE OF BIRTH:
	

	POST APPLIED FOR:
	



1. Gender - Which of the following best describes your gender?
	Male |_|
	Female |_|
	Prefer not to say |_|
	Prefer to self-describe |_|

	Option to self-describe:
	



2. Sexual Orientation - Which of the following best describes your sexual orientation?
	Bisexual |_|
	Gay / Lesbian |_|
	Heterosexual / Straight |_|
	Prefer not to say |_|
	Prefer to self-describe |_|

	Option to self-describe:
	



3. Gender Identity – Do you identify as trans?
	Yes |_|
	No |_|
	Prefer not to say |_|
	Prefer to self-describe |_|

	Option to self-describe:
	





	4. Ethnicity – what is your ethnic group?
	5. Religion & belief – what is your religion?

	|_| Arab
|_| Asian or Asian British: Indian
|_| Asian or Asian British: Pakistani
|_| Asian or Asian British: Bangladeshi
|_| Asian or Asian British: Chinese
|_| Asian or Asian British: Other
|_| Black or Black British: African
|_| Black or Black British: Caribbean
|_| Black or Black British: Other
|_| Mixed: White & Black Caribbean
|_| Mixed: White & Black African
|_| Mixed: White & Asian
|_| Mixed: Other
|_| White: British
|_| White: Irish
|_| White: Other
|_| Other ethnic group 
|_| Prefer to self-describe, please specify: 

|_| Prefer not to say
	|_| Buddhist
|_| Christian
|_| Hindu
|_| Jewish
|_| Muslim
|_| Non-religious (atheist, Humanist etc)
|_| Sikh
|_| Other
|_| Prefer to self-describe, please specify: 

|_| Prefer not to say




6. Disability – Do you consider yourself to have a disability?

	The Equality Act 2010 defines a disability as a ‘physical or mental impairment which has a substantial and long-term adverse effect on the ability to carry out normal day-to-day activities’. 

	Do you consider yourself to have a disability as defined by the Equality Act 2010?
	
	

	Prefer not to say |_|
	Yes |_|
	No |_|



7. Dependents – Are you a Carer?

	Carers are people who provide unpaid care or support to a family member, partner, relative, friend or neighbour who has a disability, long‑term illness, mental health condition, or who needs care due to age or frailty. We ask this question to help understand the impact of caring responsibilities on working lives.

	Are you a carer?
	Yes |_|
	No |_|
	Prefer not to say |_| 



	Do you have responsibility for other dependants? (e.g. children)
	Yes |_|
	No |_|
	Prefer not to say |_| 




8. Your age

	16-24 |_|
	25-34 |_|
	35-44 |_|
	45-54 |_|
	55-64 |_|
	65+ |_|
	Prefer not to say |_|
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