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Support Staff Employment 
Application Form
	Please note:

a)
Please read the guidance notes on page 4 before completing


the form

b)
Use black ink or type

c)
The post reference number must be entered

d)
Both parts of the form must be completed in full

e)  Curriculum Vitae will not be accepted



Part 1:

	Application for the appointment of:


	Post reference number:

	Applicant reference number: (office use only)

	

	Education and training (Successful candidates will be required to provide proof of qualifications)

	From
	To
	School/College/University/Other
	Qualification (and awarding body) and levels achieved

	
	
	
	

	

	Current membership of professional associations
	Registration number
	Level
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If you require this document in an alternative

format please contact one of our Recruitment

Assistants to discuss your requirements:

Tel: 0161 247 6057 / 6403 / 6455
	Other relevant training undertaken
	Date

	
	

	


	Present or most recent employment details

	Name and address of employer

Postcode: 
Tel no: 
Fax no:
Email: 
	Post title: 
Date commenced: 
Date ended:

Reason for leaving: 
Present basic salary: 
Period of notice required: 

	Summary of duties and responsibilities:




	Previous experience (most recent first)
Continue on a separate sheet if necessary

	From
	To
	Employer
	Post Title/Duties
	Reason for leaving

	
	
	
	
	


	Additional information

	Please give specific details of how your knowledge, experience, skills, and abilities match the essential and desirable criteria detailed in the person specification.  You may make reference to any voluntary, unpaid or community work which you consider to be relevant to your application.  (Use a separate sheet if necessary)

	


	Guidance notes for applicants

The application form is the first stage in the recruitment and selection process and is a key element in being short-listed for interview and the possible offer of a job. It is important, therefore, that you complete all relevant sections of the application form as clearly and as fully as possible. Assessing the information provided in your application form will be the only means by which the short-listing panel will decide who to invite to interview. The short-listing panel will consider whether you have demonstrated that you fulfil all the “essential” requirements identified in the person specification. In the event of there being a large number of people who meet these requirements the panel will consider which candidates meet those requirements listed as “desirable” in the person specification. 
Completing the form
It would be helpful to both the short-listing panel and to your application, if you respond separately to each item in the person specification explaining carefully what particular skills and experience you have that contribute to you meeting the criteria. In the event of there being insufficient space on the application form please use continuation sheets. 

Remember
· Please complete the form in black ink or typescript.
· It is not appropriate to simply say that you have a particular skill or quality required. You must provide examples of how you have demonstrated this requirement in your present or previous job or in some other area of your experience, e.g. in voluntary work or during your education.
· We will not make any assumptions about your abilities. It is up to you to tell us even if you already work for the University.
· Tell us in the spaces provided of any particular requirements you have, e.g. in relation to access or dates when you cannot attend for interview (Please note that we may not be able to offer alternative interview dates)

· Please provide all relevant contact telephone numbers, email addresses and fax numbers.

· Curriculum Vitae will not be accepted

We would prefer you to apply using the online application, however, applications will also be accepted by e-mail. By completing and emailing the application form, we understand that you accept the terms of the declaration as detailed on the form and understand that any false statement or omissions may result in your application being withdrawn or your appointment being terminated. 
Data Protection Act (1984)

All or part of the information given on this form may be stored on computer files and used for the purpose of personnel administration, subject to the provisions of the Data Protection Act 1984. Further information on this is available on our website at www.mmu.ac.uk/policy 

It is the policy of MMU to retain details of all applicants for a period of 6 months, after which the details will be disposed of confidentially.
If you have any queries regarding any aspect of the recruitment and selection process or if you require copies of documentation in alternative formats, etc large print, Braille, please contact the Recruitment Team on 0161 247 6403/6455/6057.


Support Staff application form Part 2:
	Application reference number: (office use only)

	Application for the appointment of:


	Post reference number:



	Where did you see this vacancy?


	Dates not available for interview:


	Personal details

	Title:
	Surname:
	Forename(s):

	Date of birth:
	National Insurance Number:

	Address for correspondence:
Postcode:  
	Telephone numbers:  


Day: 
Evening: 
Mobile: 
Email: 


	Eligibility to work in the UK

	Do you require a Certificate of Sponsorship from the University to work in the UK?    
 Yes     FORMCHECKBOX 
  No   FORMCHECKBOX 



	Disability Discrimination Act – Reasonable adjustment

	We will try to provide access, equipment or other practical support to ensure that people with disabilities can compete on equal terms with non-disabled people.

Please state here what specific arrangements are required in order for you to attend the interview?
____________________________________________________________________________________

	

	Criminal convictions

	In most cases a spent criminal record need not be declared. However, certain posts are exempt from the Rehabilitation of Offenders Act 1974 when even a spent criminal record must be disclosed. Whether the post for which you are applying for is exempt or not will be indicated in the additional information sent to you with this form.
If you have an unspent criminal record you must always declare it. If you have a criminal record which is spent, but it has been indicated to you within the vacancy information that the post for which you are applying is covered by an exception, you must also disclose any spent offences.
If you are successful for any post exempt from the Rehabilitation of Offenders Act 1974 you will be required to give consent for the University to check your criminal record status through independent verification. Information will be kept in strict confidence. Your offer of employment will be subject to the University being satisfied with the outcome of these checks.
Have you any unspent criminal convictions?     Yes     FORMCHECKBOX 
  No   FORMCHECKBOX 

If yes, please give details below:



	References

	Please give the name, address, telephone number of one person who must be your current or immediate past employer whom we can approach for a reference. If you are currently out of paid employment, or have never been employed, name someone who knows you well. This should not be a friend or relative. For instance University students should give their course tutor, College leavers their College Principal and School leavers should give their Head Teacher.

If for any reason you have changed your name e.g. by marriage, deed poll, please indicate the name by which the referee (s) will know you.

	Name and Address of Referee
Post Code: 
Title/Occupation: 
How is the referee known to you? 
	Tel No:

Fax No:               
Email: 


	Note:


 FORMCHECKBOX 

If you are shortlisted for interview, your referee will be contacted unless you place a cross in the box above.     



	Declaration:

	Deliberately providing false or inaccurate information or deliberately omitting to provide information requested could result in your application being disqualified. If this only becomes apparent after an offer has been made, the offer may be withdrawn. If this only becomes apparent after commencement of employment in post, this could result in dismissal.
I declare that the information given in this application is, to the best of my knowledge, complete and correct.

Signature:                                                                     Date:



	Application Submission:

	You must ensure that the completed form is submitted by the given deadline, and sent via the online application system, or by email to irecruit@mmu.ac.uk  or alternatively by post to Recruitment Team, 4th Floor, All Saints Building, Manchester, M15 6BH, or it will not be considered.
The University cannot be held responsible for application forms lost or delayed in the post, or for electronically submitted application forms, delays or losses caused by systems failures.



Please return form to:

Manchester Metropolitan University, Recruitment and Retention Team,

Human Resources Division,

All Saints Building,

Oxford Road,

Manchester, M15 6BH
Equal Opportunity Recruitment 
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Monitoring Form

Guidelines for completing the form
MMU is committed to equal opportunity in employment both in principle and in practice. No job applicant or employee will receive less favourable treatment, either directly or indirectly, on grounds of race, ethnicity, disability, gender, marital status, sexuality, age, religion or belief.

We monitor our processes, including recruitment and progression, to ensure equal opportunity in our employment practices and to comply with legislative requirements. This helps us identify areas of under-representation in our workforce and to assess areas where positive action is needed. So that we can monitor the effective implementation of our policies, we ask all job applicants to complete our Equal Opportunity Recruitment Monitoring form. When we receive it, our Recruitment Team will separate this from the main application form.

During the recruitment process the information you provide on this form will be used for reporting statistically only, (except where the purpose is clearly explained as in Section 3 - Disability), and will not be referred to or made available during the selection process. Should the Recruitment Panel subsequently offer you employment, the information will form part of your confidential personnel record.

We would greatly appreciate your co-operation in completing this form as honestly and fully as you can. We stress that any information you give will be strictly confidential. Whilst, you do not have to answer the equality questions, we would encourage you to provide this information to help us move towards becoming an inclusive employer. Any answers you do provide will not affect your application in anyway.
Private and Confidential
	SECTION 1 – Personal Details 

	Forename _________________________  Preferred title (e.g. Ms, Miss) _____________________

Surname   _________________________  Previous surname    ____________________________


	SECTION 2 – Gender  

	Please tick the box that best describes your gender:

Female 
 FORMCHECKBOX 




Male 

 FORMCHECKBOX 



	SECTION 3 – Disability 

	MMU holds the Employment Service Two Ticks Disability Symbol. Part of this commitment ensures that any disabled candidate who meets the essential criteria for a vacancy will be interviewed. Therefore, it is obligatory for the information to be provided to the Chair of the short-listing panel – it will ONLY be shared with the rest of the panel once the selection against the essential criteria has been completed.

*Please read the definition before completing this part* 

The Disability Discrimination Act (DDA) defines a disabled person as someone who has a physical or mental impairment that has a substantial and long-term adverse effect on his or her ability to carry out normal day-to-day activities e.g. walking, communication, reading and writing.

Do you consider yourself to be disabled? 
No  FORMCHECKBOX 
       Yes  FORMCHECKBOX 

If yes, then please indicate what type of disability in the boxes below:

 FORMCHECKBOX 
 Specific learning disability


 FORMCHECKBOX 
 General learning disability

 FORMCHECKBOX 
 Cognitive impairment 


 FORMCHECKBOX 
 Long standing illness or health condition

 FORMCHECKBOX 
 Mental health condition 


 FORMCHECKBOX 
 Physical impairment or mobility issues

 FORMCHECKBOX 
 Deaf or serious hearing impairment 

 FORMCHECKBOX 
 Blind or serious visual impairment

 FORMCHECKBOX 
 Other type of disability 


 FORMCHECKBOX 
 Not sure

 FORMCHECKBOX 
 (Please specify if you wish) 


 FORMCHECKBOX 
 Prefer not to disclose type of disability

__________________________________


	SECTION 4 – Nationality

	Nationality:

__________________________________________________________________________________


	SECTION 5 – Ethnicity 

	Asian or Asian British
Black or Black British
White
Mixed
Other

 FORMCHECKBOX 
 Bangladeshi
 FORMCHECKBOX 
 African
 FORMCHECKBOX 
 British
 FORMCHECKBOX 
 African
 FORMCHECKBOX 
 Other Ethnic

 FORMCHECKBOX 
 Chinese
 FORMCHECKBOX 
 Caribbean
 FORMCHECKBOX 
 Irish
 FORMCHECKBOX 
 Caribbean

 FORMCHECKBOX 
 Indian
 FORMCHECKBOX 
 Other Black
 FORMCHECKBOX 
 Other White
 FORMCHECKBOX 
 Other Mixed

 FORMCHECKBOX 
 Pakistani




 FORMCHECKBOX 
 Other Asian

 FORMCHECKBOX 
 Prefer not to disclose ethnicity or if you wish, please specify your ethnicity in more detail:

__________________________________________________________________________________


	SECTION 6 – Sexual Orientation 

	Please select your sexual orientation:

 FORMCHECKBOX 
 Gay Man 

 FORMCHECKBOX 
 Gay Woman/Lesbian

 FORMCHECKBOX 
 Heterosexual/Straight

 FORMCHECKBOX 
 Bisexual 

 FORMCHECKBOX 
 Other 


 FORMCHECKBOX 
 Prefer not to answer


	SECTION 7 – Religion or Belief 

	Please select your religion or belief:

 FORMCHECKBOX 
 Buddhist 

 FORMCHECKBOX 
 Christian 


 FORMCHECKBOX 
 Hindu      

 FORMCHECKBOX 
 Jewish 

 FORMCHECKBOX 
 Muslim 


 FORMCHECKBOX 
 Sikh

 FORMCHECKBOX 
 Other 

 FORMCHECKBOX 
 No religion or belief 

 FORMCHECKBOX 
 Prefer not to answer


	Thank you for completing this form, please return it to:

Manchester Metropolitan University, Human Resources – Recruitment Team,

     All Saints Building, Oxford Road, Manchester, M15 6BH
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