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MMU Employment Application Form
	Please note:
	(i)
	Use black ink or type

	
	(ii)
	The form must be completed in full

	
	(iii)
	The vacancy reference number must be entered

	
	(iv)
	Refer to the attached guidance notes

	Section 1 Appointment Details

	Application for the appointment of:
	

	Vacancy reference number:
	
	Dates unavailable for interview:
	

	Where did you see this vacancy advertised?
	


	Section 2 Education

	(Short-listed candidates will be required to provide proof of qualifications at the interview stage)

	From
	To
	School/College/University or Other
	Qualification 
(inc awarding body)
	Level

	
	
	
	
	


	Section 3 Other Relevant Training

	Please detail any other relevant training you have undertaken:

	Training
	Year
	Level

	
	
	


	Section 4 Membership of Professional Associations/Regulatory Bodies

	Please detail any memberships to any professional associations or regulatory bodies:

	Membership/Regulatory Body
	Registration Number
	Level

	
	
	


	Section 5 Employment History

	Present or most recent employment:

	Employer:
	
	Position held:
	

	Address:
	
	Start date:
	

	
	
	Basic salary:
	

	Post code:
	
	Date left:
	

	Contact number:
	
	Reason for leaving:
	

	Email:
	
	Period of notice required:
	

	Summary of duties and responsibilities:

	

	Previous experience or employment: (including full/part-time or hourly paid teaching - most recent first)

	From
	To
	Employer
	Position & Summary of Duties
(Please include the number of teaching hours if relevant)
	Reason for
Leaving

	
	
	
	
	


	Section 6 Research & Publications

	This section is only relevant for academic and research applications (please provide details of funding sources)

	


	Section 7 References

	Please provide details of two people whom reference can be made, one of which should be your current or immediate past employer. Referees will not be contacted unless an offer of employment is made to you.

If you have never been employed, name someone who knows you well (however this should not be a friend or relative).

E.g. Students should give their course tutor or school leavers their head teacher.

	Referee 1:
	
	Referee 2:
	

	Title:
	
	Title:
	

	Address:
	
	Address:
	

	
	
	
	

	Post code:
	
	Post code:
	

	Contact number:
	
	Contact number:
	

	Email:
	
	Email:
	


	Section 8 Eligibility to Work

	Any offer of work is made on the assumption that you are eligible to take up employment in the United Kingdom. In accordance with the provisions of the Asylum and Immigration Act 1996 it is necessary for the University to retain documentary evidence of your right to work. The evidence which can be provided is set out at:

www.mmu.ac.uk/humanresources/form/evidence-of-the-right-to-work-in-the-uk.pdf
You are required to provide originals of the required documents at the interview stage in order that copies can be taken. In the event that you do not or are unable to produce the necessary documentation to confirm your eligibility to work in the United Kingdom, the offer of work will become immediately void.

	Do you require a Work Permit to work in the UK?
	( Yes
	( No

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


	Section 9 Additional Information

	Please give specific details of how your knowledge, experience, skills and abilities match the essential and desirable criteria in the person specification for the position you are applying for. You may make reference to any voluntary, unpaid or community work which you consider to be relevant to your application.
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	Section 10 Self Declaration

	Candidates who are applying for employment at Manchester Metropolitan University are required to complete this questionnaire regarding disclosure under the Rehabilitation of Offenders Action 1974 and the Joint Circular(12/88) “Protection of Children” 
Please read the guidance at the end of this form before completing this section.
If the advertised post is not ‘exempted’ from the Rehabilitation of Offenders Act 1974, you are entitled to withhold information about any ‘spent’ convictions. See guidance notes. 
Please complete PART A below. 
If the advertised post is “exempted” from the Rehabilitation of Offenders Act 1974, you must declare spent convictions.
PART B should only be completed if you have indicated in PART A that you have a conviction/caution/bindover for a criminal offence(s). Please note that this form is not an alternative to the official disclosure process undertaken by the Criminal Records Bureau (CRB), i.e. The University will still require clearance from the CRB.

Any information that you disclose will be treated as strictly confidential. This information will be retained by the University under secure conditions and is not disclosed to any third party outside the University (other than in pursuance of a legal obligation).

Please note that failure to declare any previous convictions/cautions for criminal offences may result in the offer of employment being withdrawn.

	(i) Part A (please tick the relevant statement)

	I have no previous convictions/cautions/bindovers (spent or unspent) and I understand that police records may be checked to confirm this. Please sign the DECLARATION over leaf
	(

	or
	

	I have a conviction/caution/bindover for a criminal offence(s) (spent or unspent) and I understand that police records may be checked to ascertain the nature of this / these previous offence(s).
Please complete PART B.
	(

	

	(ii) Part B

	Give full particulars below of any previous convictions/cautions/bindovers for criminal offences, regardless of when 
they were committed.

	

	Previous Convictions: (State below, in respect of each offence for which you have been convicted)

	 Date of conviction:
	Nature of offence:
	Sentence imposed:

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	If the post you are applying for requires ‘Enhanced Disclosure’ (i.e. is exempt from the Rehabilitation of Offenders Act 1975, (Exemptions) Orders 1975, please answer the following:

	Are you aware of police enquiries undertaken following allegations made against you, which may have a bearing on your suitability for the post?
	Yes (     No (
	

	If yes, please give details:
	

	
	
	

	
	
	

	
	
	


	DECLARATION

	I have read the guidance notes and certify that the information provided above, is correct.  I understand that any false statement or omissions may result in my application being withdrawn or my appointment being terminated. 

	If I am selected for a post that involves substantial access to children or vulnerable adults (standard or enhanced disclosure), I give the University permission to carry out the necessary check with the Criminal Records Bureau (CRB).

	Any information provided will be stored securely in manual form and processed in accordance with Manchester Metropolitan University’s registration under the Data Protection Act (1998).  The information requested will be kept separately from the application form to maintain confidentiality. For the successful candidate, the information will form part of the personal, confidential record.  In the case of unsuccessful candidates, the data will be destroyed after six months.



	Signature……………………………………………..

Date:…………………………




GUIDANCE NOTES FOR

REHABILITATION OF OFFENDERS/CRIMINAL RECORDS DECLARATION FORM

PLEASE READ THIS CAREFULLY
The Rehabilitation of Offenders Act 1974 enables criminal convictions to become „spent‟ or ignored after a „rehabilitation period‟. After this period, with certain exceptions i.e. basic, standard and enhanced disclosure, a person with a conviction is not normally obliged to mention it when applying for a job.

1. Every candidate must complete this form whether or not they have a previous conviction.
2. All candidates should declare any unspent convictions. It must be noted that certain types of employment are excluded from the protection under the Rehabilitations of Offenders Act 1974. If a post is highlighted as being “exempt” under the Act, candidates should also provide details about their spent convictions. It is recommended that you take appropriate advice if you are in any doubt about the correct answer to give regarding this matter.
3. The information requested will be handled separately from the application form to protect confidentiality. However if you have declared a criminal record and we believe this to have a bearing on the requirements of the post the appropriate Human Resources representative will contact you prior to interview.
4. All details received by candidates who have a criminal record(s) will be treated in the strictest of confidence. A criminal record will not necessarily be a bar to obtaining a position.
5. If you have applied for a post which has been advertised as “exempt” this means that you are not entitled to withhold information on a criminal conviction on the grounds that it is “spent” or forgotten under the Rehabilitation of Offenders Act 1974.
6. If the advertised post is not “exempt”, you are entitled to withhold information about any “spent” convictions. Information about what is a spent conviction is given below.

What is a Spent Conviction?

Custodial sentences of more than 2 ½ years can never become spent. Other sentences become spent after fixed periods from the date of conviction. The length of the rehabilitation period depends on the sentence given, not the offence committed.

The following sentences become spent after fixed periods from the date of conviction:
	
	Rehabilitation Periods

	Sentences with fixed rehabilitation periods
	Under 18 when convicted
	18 or over when convicted

	Prison & Young Offender Institution – sentence of 6 months or less
	3 years
	7 years

	Prison & Young Offender Institution – sentence of more than 6 months – 2 ½ years
	5 years
	10 years

	Fines, compensation order, probation (for people convicted on or after 3 February 1995), community service, combination order, action plan, curfew order, drug treatment, reparation order
	2 years
	5 years

	Borstal (abolished 1983)
	7 years
	7 years

	Detention Centres (abolished 1988)
	3 years
	3 years

	Absolute Discharge
	6 months
	6 months

	Sentences for which the rehabilitation period varies

	Probation order (for people convicted prior to 3 February 1995), conditional discharge, bind over, supervision order, care order
	Until the order expires (minimum period of one year)

	Attendance centre orders
	Length of the order plus one year

	Hospital order
	2 years after the order expires (with the minimum of 5 years from the date of the conviction)

	Suspended Sentences

	A suspended prison sentence is treated as one that has taken effect and the rehabilitation period is the same as for the full sentence


FOLLOWING SUCCESSFUL INTERVIEW

Standard and Enhanced Disclosure
The Police Act 1997 introduced levels of certificate called Standard and Enhanced Disclosure which are exempt from the Rehabilitation of Offenders Act 1974. Following interview a successful candidate will be required to have a Criminal Records Bureau (CRB) check undertaken, before an appointment can be confirmed.
Standard Disclosure – provides details of both spent and unspent convictions, and cautions, formal reprimands and final warnings held on the Police National computer. It also states if there is nothing on record. If the applicant is applying for a post working with either children or vulnerable adults, the disclosure will also show whether a person is banned from working with either group.
Enhanced Disclosure – contains the same details as the Standard disclosure, but may also contain non-conviction information from local police records, which the police may think is relevant to the position being sought. It also states if there is nothing on record. The Enhanced disclosure is available for positions involving regular caring for, or training, supervising or being in sole charge of children or vulnerable adults. This level of disclosure is also available for certain statutory licensing purposes

All paperwork relating to the CRB check will be stored in secured conditions and kept in locked, non-portable storage. Only counter signatory, lead signatories or staff in HR will have sight of the certificate. Once the appointment is made this will be destroyed in a secured and timely manner (within a maximum period of six months).
Further information regarding CRB checks can be obtained from the CRB Information Line on 0870 90 90 811.
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	Section 11 Personal Details

	Title:
	
	Surname:
	

	Forename(s):
	
	NI Number:
	

	Known as (name you prefer to be addressed as):
	


	Section 12 Contact Details

	Address for correspondence:
	Telephone number (day):
	

	
	Telephone number (night):
	

	
	Mobile number:
	

	
	Fax number:
	

	Post code:
	
	Email:
	


MMU is committed to equal opportunity in employment both in principle and in practice. No job 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. This section of the application is separated from the main application form upon receipt.
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 13 – vii 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.
	Section 13 Equalities

	(i) Age (Please state your date of birth)
	

	(ii) Gender (Please tick the box that best describes your gender)

	( 
	Female
	( 
	Male
	
	

	(iii) Nationality (Please state your nationality below)

	

	(iv) Sexual Orientation (Please tick the box that best describes your sexual orientation)

	(
	Gay Man
	(
	Gay Woman/Lesbian
	(
	Heterosexual/Straight

	(
	Bisexual
	(
	Other
	(
	Prefer not to answer

	(v) Religion or Belief (Please tick the box that best describes your religion or belief)

	(
	Buddhist
	(
	Christian
	(
	Hindu
	(
	Jewish

	(
	Muslim
	(
	Sikh
	(
	Other
	

	(
	No religion or belief
	(
	Prefer not to answer

	(vi) Ethnicity (Please tick the box that best describes your ethnicity)

	Asian or Asian British
	Black or Black British
	White
	Mixed

	(
	Bangladeshi
	(
	African
	(
	British
	(
	African

	(
	Chinese
	(
	Caribbean
	(
	Irish
	(
	Caribbean

	(
	Indian
	(
	Other black
	(
	Other white
	(
	Asian

	(
	Pakistani
	Other
	(
	Other mixed

	(
	Other Asian
	(
	Not disclosed
	(
	Other ethnic
	
	

	(vii) Disability (Please tick the relevant boxes)

	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.

Do you consider yourself to be disabled as defined under the Disability Discrimination Act? Or do you have a long standing (at least 12 months) physical or mental health condition or disability? Does your condition or disability have a substantial negative effect on your ability to carry out normal day to day activities? E.G. Walking, communicating, reading and writing.

	(
	Yes
	(
	No
	If yes please indicate what type of disability below:

	(
	Specific learning disability
	(
	General learning disability

	(
	Cognitive impairment
	(
	Long standing illness or health condition

	(
	Mental health condition
	(
	Blind or serious visual impairment

	(
	Physical impairment or mobility issues
	(
	Deaf or serious hearing impairment

	(
	Prefer not to disclose type of disability
	
	
	
	

	If you wish to specify further please do so here:
	


	Section 14 Reasonable Adjustments

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

Please state below any specific arrangements that are required in order for you to attend the interview.

	


	Section 15 Agreement & Declaration

	I declare that the information given in this form is, to the best of my knowledge, complete and correct and understand that any wilful mis-statement renders me liable to disqualification or dismissal if engaged.

Submission of this form confirms my acceptance of these conditions.

	Signed:
	
	Date:
	


	Submission

	You must ensure that the completed form is submitted by the given deadline or it will not be considered.
The preferred method of submission is via the online application system or by email to irecruit@mmu.ac.uk 

Alternatively you can send it by post to:

Recruitment Team
Human Resources
Manchester Metropolitan University
4th Floor All Saints Building
Manchester
M15 6BH

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.
If you have any questions or require the application in an alternate format then please contact the Recruitment team on 0161 247 3502 or irecruit@mmu.ac.uk 



