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Information for applicants
Please read all information before completing your application.

Please use this application form to apply for either the Disability Support Coordinator or the Disability Support Assistant (School) only. 

It is common practice for both positions to be offered for the duration of the residential school period (July and August), subject to role requirements. The Disability Support Assistant (School) may also be offered as a one week appointment (subject to school requirements).
When completing the application form please ensure you have read the associated Role Description which includes the person specification. 

Appointment offers to either role will be subject to the successful applicant attending a pre-school induction programme to be held on Saturday 21st and Sunday 22 April 2012 in Milton Keynes. Successful applicants will also be required to access the online training and reference site prior to any appointment that may be offered to them.

Proof of eligibility to work in the UK
There are legal restrictions on who may undertake employment in the United Kingdom. Residents of the European Economic Area and Switzerland are permitted to work within the UK. Citizens of other countries, however, normally need to be sponsored by a UK employer and granted permission to stay in the UK by the UK Border Agency, in order to undertake employment with the sponsoring employer.  

When applying to the UK Border Agency in order to sponsor someone, the University will be required to demonstrate that there are no other suitable candidates for the post who are residents of the European Economic Area and Switzerland.  If you require sponsorship, this will be processed should your application for appointment be successful.   

Every candidate who receives successful entry onto the ‘Register’ will be required to provide proof of their eligibility to work in the UK by producing verifiable documents.  Details of the required documents will be discussed during an interview and the relevant original documents must be provided to the Disability Resources Team for checking and copying.   Please note we are unable to accept photocopies of documents; original document must be provided for checking by Open University staff.
To find out which visas and permissions you may require in order to work in the UK, please see http://www.ukba.homeoffice.gov.uk/ or telephone 0114 207 4074. The general enquiries line is open from 09.00 to 17.00, Monday to Friday, excluding public holidays.
Criminal Records Bureau
The work of the Disability Support Coordinator and the Disability Support Assistant (School) brings the jobholder into contact with children and vulnerable adults at residential schools. Accordingly, successful applications will be asked to apply for an Enhanced Criminal Records Bureau (CRB) check. 
The CRB provides access to criminal record and other relevant information to organisations in England and Wales. The results of the checks carried out by the CRB help us make more informed decisions when recruiting people to work with children and vulnerable adults, ensuring greater protection for the vulnerable and affording greater protection to our students, staff and volunteers.

All appointments are subject to a satisfactory disclosure being received from the Criminal Records Bureau.
Equality and Diversity
The Open University Equality Scheme is our single equality scheme setting out our work to prevent unlawful discrimination and promote equality and good relations with regards to the characteristics of age; caring and dependency responsibilities; disability; gender; gender identity; marriage and civil partnership status; political opinion; pregnancy, adoption, maternity and paternity; race; religion or belief; and sexual orientation.

Our vision is to create an inclusive university community and a society where people are treated with dignity and respect, where inequalities are challenged, and where we anticipate and respond positively to different needs and circumstances so that everyone can achieve their potential. The University values the commitment and involvement from all our staff, students, partners and providers in working towards the achievement of this vision. 
Further information about equality and diversity is available on the University’s Equality and Diversity website (http://www.open.ac.uk/equality-diversity/), and on the intranet (accessible to all staff).

Disclosure of equality information
The University monitors the participation and progress of staff in relation to a number of individual characteristics and this information is collected in the recruitment process through an equal opportunities monitoring form. This information is only used to assess the effectiveness of our equality policies and is never disclosed to individuals who do not need to know it. Although the disclosure of this information is entirely voluntary, the University encourages you to provide this information in full when you apply for a position.

Disclosure of equality information
The closing date for applications is Friday 24th February 2012. Applications will not be accepted after this date.
You can return your application by one of the following methods:

Email:
h.c.boland@open.ac.uk (printed signature acceptable)

Post:
Hilary Boland, The Disability Resources Team, The Open University, Hammerwood Gate, 
Kents Hill, Milton Keynes, MK7 6BY
Fax: +44 (0) 1908 655547

If you require assistance in completing your application or have any queries relating to the residential schools, please contact The Disability Resources Team on +44 (0) 1908 653745 or email us at disabled-student-resources@open.ac.uk
Application for Employment – 
Disability Support Coordinator
Disability Support Assistant (School)
Please complete all sections of the application form as the information provided on this form will be used as part of the selection process. 
	PERSONAL DETAILS
	
	 For internal applications:   

	Title:                       Surname / Family Name:
	
	  Staff Reference Number:

	     
	
	     
	
	   
	     
	

	First Name(s):
	
	   Internal telephone extension number:

	     
	
	
	
	

	Address:
	
	

	
	
	

	
	
	

	     
	
	   Position applying for 
   Both positions normally run for the duration of the     
   residential school period (July – August)

	
	
	
   Please state position you wish to apply for:

	
	
	
	     
	

	
	
	   Are you able to work at short notice?

	Postcode:
	     
	
	
	     
	

	
	
	

	Contact numbers:  
	
	Nationality:    

	Day:
	     
	
	     

	Evening:
	     
	
	Are you eligible to work in the UK? 
Yes   FORMCHECKBOX 
     No   FORMCHECKBOX 

Please see ‘Information for Applicants’ where you can obtain information about the documentation required.

	Mobile:
	     
	
	

	Email:
	     
	
	

	
HESA identification number (if applicable)
	
	

	
	
	Maximum  no. of weeks available during July – Aug:

	
	
	     


SECONDARY AND HIGHER EDUCATION  

Please start with your most recent education, continuing on a separate sheet if necessary.  
	Dates
	School, College or University
	Examinations taken, results/grades obtained, Scholarships or other distinctions. 

Please state the title of any thesis if applicable.

	From
	To
	
	

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


OTHER TECHNICAL, PROFESSIONAL OR OCCUPATIONAL TRAINING/COURSES ATTENDED

	(i.e. those not covered in the previous section). Please start with your most recent training.

Dates
	Institute or Employer
	Type of Training e.g. Full time, Part time, Distance Learning
	Subjects Studied and Qualifications Gained

	From
	To
	
	
	

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


MEMBERSHIP OF PROFESSIONAL INSTITUTES OR SOCIETIES (if appropriate)
	     


EMPLOYMENT HISTORY  
Please provide details of all previous employment, starting with your most recent employer.
	Dates

	Employer's Name, Address and brief description of the type of Industry
	Position(s) held and brief details of duties
	Current/final  salary and reason for leaving

	From
	To
	
	
	

	     
	     
	     

	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	          
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


SPECIFIC INFORMATION
Please specify the residential school location (s) you would like to be considered to provide support at during 2012:

University of Bath 
 

 FORMCHECKBOX 

Queen Mary’s, London 

 FORMCHECKBOX 




University of Nottingham 

 FORMCHECKBOX 

University of Sussex


 FORMCHECKBOX 

Friedrich Schiller University, Jena
 FORMCHECKBOX 

University of Santiago de Compostela
 FORMCHECKBOX 

University of Caen, Normandy

 FORMCHECKBOX 

University of York


 FORMCHECKBOX 

Kindrogan Field Centre


 FORMCHECKBOX 

Observatori Astronomic de Mallorca
 FORMCHECKBOX 

Preston Montford Field Centre

 FORMCHECKBOX 

Malham Tarn Field Centre

 FORMCHECKBOX 

DISABILITY RELATED EXPERIENCE
Please enter your experience level against each disability category:





High


Minimal 

None

Aspergers Syndrome


 FORMCHECKBOX 



 FORMCHECKBOX 



 FORMCHECKBOX 

Autism




 FORMCHECKBOX 



 FORMCHECKBOX 



 FORMCHECKBOX 

Anxiety




 FORMCHECKBOX 



 FORMCHECKBOX 



 FORMCHECKBOX 

Hearing Impairment


 FORMCHECKBOX 



 FORMCHECKBOX 



 FORMCHECKBOX 

Depression



 FORMCHECKBOX 



 FORMCHECKBOX 



 FORMCHECKBOX 

Dexterity



 FORMCHECKBOX 



 FORMCHECKBOX 



 FORMCHECKBOX 

Dyslexia



 FORMCHECKBOX 



 FORMCHECKBOX 



 FORMCHECKBOX 

Epilepsy



 FORMCHECKBOX 



 FORMCHECKBOX 



 FORMCHECKBOX 

Mental Health



 FORMCHECKBOX 



 FORMCHECKBOX 



 FORMCHECKBOX 

Mobility




 FORMCHECKBOX 



 FORMCHECKBOX 



 FORMCHECKBOX 

Visual Impairment


 FORMCHECKBOX 



 FORMCHECKBOX 



 FORMCHECKBOX 


OTHER RELATED EXPERIENCE
Please tell us whether or not you have experience and are willing to provide support in the following areas:






Yes
No




Yes
No

Fluent in French
 FORMCHECKBOX 

 FORMCHECKBOX 


Fluent in German
 FORMCHECKBOX 

 FORMCHECKBOX 

Fluent in Spanish
 FORMCHECKBOX 

 FORMCHECKBOX 


Typed note taking
 FORMCHECKBOX 

 FORMCHECKBOX 

Written note taking
 FORMCHECKBOX 

 FORMCHECKBOX 


Wheelchair assistance
 FORMCHECKBOX 

 FORMCHECKBOX 

Please provide your height and weight…………………. (this information is required in the event of suitably matching your experience to the requirements of a specific student).

Do you hold a clean driving licence

Yes  FORMCHECKBOX 


No  FORMCHECKBOX 




Are you willing to drive campus transport?
Yes  FORMCHECKBOX 


No  FORMCHECKBOX 


Do you have a current first aid certificate?




 Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

If answering ‘yes’, would you be prepared to act as a First Aider if appointed?  Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

Please give details of your most recent training/refresher session:
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ADDITIONAL SUPPORT REQUIREMENTS  


Please let us know if you have a disability or are likely to have additional support needs at residential school. This information is given for the purposes of providing appropriate facilities and is not considered in appointment decisions. If you need further information on the facilities at our school venues, please contact the Disability Resources Team.
Do you have a disability or additional support requirement?

 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No
Please select the option(s) that best describe your disability/additional support needs

 FORMCHECKBOX 
 Dietary
 FORMCHECKBOX 
 Hearing

 FORMCHECKBOX 
 Mobility

 FORMCHECKBOX 
 Manual Skills
 FORMCHECKBOX 
 Speech



 FORMCHECKBOX 
 Dyslexia
 FORMCHECKBOX 
 Mental Health
 FORMCHECKBOX 
 Personal Care
 FORMCHECKBOX 
 Fatigue/Pain
 FORMCHECKBOX 
 Sight

 FORMCHECKBOX 
 Other 

ADDITIONAL INFORMATION
Describe briefly the nature of your present appointment, or any other position which you have held that you consider relevant to this application.  Please provide details and evidence of how you meet the person specification as set out in the accompanying Role Description document.  Please continue on a separate sheet if necessary. 
	     


Any information which you think is relevant but is not covered elsewhere please write on a separate sheet and attach to the application form.

Have you attached any continuation sheets to this application?
Yes  FORMCHECKBOX 
         No  FORMCHECKBOX 

REFERENCES

Within the application you are asked to show how you meet the role requirements and person specification. Please give below a minimum of two names and addresses of people (including your current or most recent employer) who we may apply for provide evidence of this. Please note you do not need to name any referees if you are a full-time member of University staff, a current Associate Lecturer, or have held a Disability Support role within the past five years. 
	1
	Most recent/current Employer
	2
	Relationship:      
	3
	Relationship:      

	
	Name:      
	
	Name:      
	
	Name:      

	
	Address:      
	
	Address:      
	
	Address:      

	
	Post code:      
	
	Post code:      
	
	Post code:      

	
	Phone number:      
	
	Phone number:      
	
	Phone number:      

	
	Mobile:      
	
	Mobile:      
	
	Mobile:      

	
	Email:      
	
	Email:      
	
	Email:      


	If any referee knows you by a different surname please give details: 
	     


If you are offered a position, please note it is University policy to obtain the most current employer reference before the written offer of employment can be sent out. 
Note for internal applicants: 

One referee must be the current Head of Unit (or his/her nominee).  

	I certify that the above information (and any further information enclosed) is correct and I agree that The Open University may take reasonable steps to verify this information (e.g. by obtaining proof of qualifications).  I agree to The Open University processing and retaining the personal information contained on this form for any purposes connected with my application, my employment record if appointed, and any institutional analysis. 


I understand that an appointment is subject to a satisfactory Enhanced Disclosure from the Criminal Records Bureau and attendance at the pre-school induction programme in April 2012.

	

	
	Name
	     
	Date Completed
	     
	

	

	If an applicant is invited to an interview they will be asked to sign this form to authenticate the content.

	
	Signature
	
	Date Interviewed
	
	

	


You have the right under the Data Protection Act to a copy of information held about you (the right of ‘subject access’).  You can obtain this information by writing to: The Data Protection Co-ordinator, The Open University, PO Box 497, Walton Hall, Milton Keynes MK7 6AT.
Please ensure that you return the completed application form including the attached Equal Opportunities monitoring form (which must have your date of birth completed in order that your application can be progressed) to the relevant Recruitment Co-ordinator at the address specified on the further particulars for this vacancy.

EQUAL OPPORTUNITIES MONITORING FORM
The Open University is an equal opportunities employer.  

We have an equal opportunities policy, the aim of which is to ensure that no job applicant receives less favourable treatment on irrelevant grounds (e.g. sex, race, colour, ethnic or national origins, age, disability, religious, sexual orientation or marital status), nor is disadvantaged by conditions or requirements which cannot be shown to be justified and relevant to the job.

In order to ensure that this policy is carried out, it is necessary for us to have some means of monitoring our recruitment and selection activity.  Only by such measures will we be able to identify potential sources of discrimination and take remedial action.  For this reason alone we would be most grateful if you would answer the following questions.  

On receipt, the monitoring form will be separated from the application form and securely stored. It will be treated as strictly confidential and will be used for statistical monitoring only.

To carry out this approach we need your assistance and would be grateful if you would provide the information requested; none of this information will be seen or used during the selection process.  

	Section 1
	

	This information must be provided to carry out our administration procedures; however it will not be used during selection processes.  Without your date of birth your application can not be progressed.

	Family Name or Last Name:
	     
	First Name:
	     
	

	
	
	
	

	Date of Birth:
	     
	
	

	
	
	
	

	Section 2     Please select one of each of the following sections which best describes you:

	Gender:
	Male
	 FORMCHECKBOX 

	Female
	 FORMCHECKBOX 

	

	

	Disability:
	Do you consider yourself disabled?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	Information refused
	 FORMCHECKBOX 


	(Under the Equality Act, a disability is defined as a physical or mental impairment which has a substantial and long-term adverse effect on a person's ability to carry out normal day to day activities).

	
	Ethnic origin:

	
	Indian
	 FORMCHECKBOX 

	
	White – Scottish
	 FORMCHECKBOX 

	
	Irish Traveller
	 FORMCHECKBOX 

	

	
	Bangladeshi
	 FORMCHECKBOX 

	
	White – Irish
	 FORMCHECKBOX 

	
	Other White Background
	 FORMCHECKBOX 

	

	
	Pakistani
	 FORMCHECKBOX 

	
	White – British
	 FORMCHECKBOX 

	
	Other Black Background
	 FORMCHECKBOX 

	

	
	Chinese
	 FORMCHECKBOX 

	
	White and Asian
	 FORMCHECKBOX 

	
	Other Mixed Background
	 FORMCHECKBOX 

	

	
	White and Black Caribbean
	 FORMCHECKBOX 

	
	Black – African
	 FORMCHECKBOX 

	
	Other Asian Background
	 FORMCHECKBOX 

	

	
	White and Black African
	 FORMCHECKBOX 

	
	Black – Caribbean
	 FORMCHECKBOX 

	
	Any other ethnic group
	 FORMCHECKBOX 

	

	
	I do not wish to declare
	 FORMCHECKBOX 

	
	
	
	
	
	

	
	
	
	
	
	
	
	


	Applicant number (Office use only):       
	











Disability Resources Team – Disability Support Coordinator/Disability Support Assistant (School) application
Issued Dec 2012 

