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2010 Application for Disability Support roles at summer Residential Schools 

Please read these notes before you complete your application as it may have to be returned to you if it is completed incorrectly. 

You can use this application form to apply for the following disabilty support roles:

· Disability Support Coordinator

· Disability Support Assistant (School)
Please read through the following sections on the recruitment website before completing your application:

· roles and requirements;

· dates and venues;

· how to apply;

This application form is available as both an MS Word document and a PDF. If you prefer to complete your application by hand, it is easier to use the PDF. If using the MS Word version and you are unable to use the tick boxes or text fields, go to ‘Tools’ on the toolbar, select ‘Protect Document’, select ‘Forms’ and then click ‘OK’.

Please use the application to show how you meet the role requirements and person specification and give the names of two referees. You should complete all sections of the application form and make sure it is signed. Please use separate sheets if needed.

The University is obliged to ask all applicants to confirm their eligibility to work in the United Kingdom and to state their nationality. You are also asked to give details of any additional support you might need (e.g. ground floor accommodation for a mobility disability). Included with the application form is a diversity monitoring form which asks you to state your ethnic origin, date of birth, and whether you consider yourself disabled. This information is not considered in appointment decisions and the diversity monitoring form is removed before your application form is made available to appointment panels.

Please note as a result of the new Vetting and Barring Scheme applicants need to be aware that there will be some changes to the checking process in July 2010 in accordance with the scheme.
You can return your application by:

· email: h.c.boland@open.ac.uk  (Printed signature acceptable);

· post: The Disability Resources Team, The Open University, Hammerwood Gate, Kents Hill, 


MILTON KEYNES, MK7 6BY

· fax: +44 (0)1908 655 547
If you need any help with the application or have any enquiries relating to our residential schools please contact the Disability Resources Team on +44 (0)1908 653 745 or email us at  disabled-student-resources@open.ac.uk 

The closing date for applications is 18 February 2010.

IMPORTANT: The Open University operates a normal retirement age of 65. It is normal policy to only accept applications from new applicants up to the age of 64 years and 6 months at the date of their application. This is in line with the Employment Equality (Age) Regulations 2006. However, new applicants for small short-term contracts to support service delivery to students, such as residential schools, which end before the normal retirement age of 65 may also be considered under the normal recruitment process. The University retains the right to consider new applicants over the age of 65 only where delivery to students would otherwise be adversely affected. 



1 Staff Reference Number
          2 Surname



    3 First Name(s)

	
	
	
	
	


4 Title

   5 Gender
          6 Are you eligible to work in UK?
    7 What is your nationality?

	
	
	
	
	 


	
	 




	8 If you currently work in Higher or Further Education please state             

   your HESA identification number (if known)
	
	


9 Role(s) applied for. Please tick the boxes below to indicate the roles you are applying for

 FORMCHECKBOX 
 Disability Support Coordinator


 FORMCHECKBOX 
 Disability Support Assistant (School)



10 Maximum number of residential school weeks to be considered for
     
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. 

11 If applying for the Disability Support Assistant (School), are you willing to be considered for short one week appointments
In this instance, you will not normally be offered more than two consecutive weeks at residential schools and no more than three weeks at residential schools in total.




             FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

12 Residential Schools Availability
Enter the residential schools location(s) you would like to be considered for:
Derrygonnelly Field Centre, Ireland            FORMCHECKBOX 


Friedrich Schiller University, Jena, Germany          FORMCHECKBOX 

Kindrogan Field Centre, Perthshire            FORMCHECKBOX 


Malham Tarn Field Centre, North Yorkshire           FORMCHECKBOX 

Observatori Astronomic de Mallorca          FORMCHECKBOX 


Preston Montford Field Centre, Shrewsbury           FORMCHECKBOX 

Queen Mary, London                                  FORMCHECKBOX 


University of Bath                                                    FORMCHECKBOX 

University of Caen, Normandy, France
      FORMCHECKBOX 


University of Durham                                               FORMCHECKBOX 

University of Nottingham
                  FORMCHECKBOX 


University of Santiago de Compostela, Spain         FORMCHECKBOX 


University of Sussex

                  FORMCHECKBOX 


University of York                                                    FORMCHECKBOX 

13 Contact Information
	Address
	Day Telephone (including area code)

	
	

	
	Evening Telephone (including area code)

	
	

	
	Mobile Telephone Number

	
	

	
	Email

	
	


14 Will you have additional support needs at residential school? 

 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

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 on +44 (0)1908 653 745 or email disabled-student-resources@open.ac.uk
15 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 

16 Please describe what your additional support needs are:

	


17 References
You are asked in this application to show how you meet the role requirements and person specification. Please give the names and contact information of two referees who may be called upon to provide evidence of this. Please note that 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 appointment in the past five years. All other applicants must name two referees – including your current or most recent employer.

Please note that it is your responsibility to ensure that any application for an appointment at residential schools does not affect your terms and conditions of service if you are already in full-time employment.
	Name and Title

Role

Organisation Name and Address

Telephone

How are you known 

to referee?
	
	
	Name and Title

Role

Organisation Name and Address

Telephone

How are you known 

to referee?


	


18 Higher Education: 

Include class of degree/diploma, subject, and exact field of any higher degree thesis. 

	Name and Address 

of Institution
	Start Date
	End Date
	Award/Description

	
	
	
	


19 Membership of Professional Bodies: 

Include grade of membership and date of election.

	



20 Present Employment 
Include the name and address of your employer, your role title and a brief description of your duties. Please state if you are not presently employed.

	Name and Address 

of Employer
	Start Date
	End Date
	Role

	
	
	
	


21 Past Employment
Include the name and address of your employer, your role title and a brief description of your duties for the past 6 years. 

	Name and Address 

of Employer
	Start Date
	End Date
	Role

	
	
	
	


22 Please describe how you meet the role requirements and person specification:

	


23 Other information: 

Include any information relevant to your application that is not included elsewhere. 
	


24 Do you have a current first aid certificate?


This information is needed for some courses involving field trips and some external visits.

25 Rehabilitation of Offenders Act 1974/Criminal Records Bureau Disclosure and Vetting and Barring Scheme
Disability Support Co-ordinators and Support Assistants may assist ‘vulnerable adults’ at residential school. Under the provisions of the Offenders Act 1974 you will be asked periodically to apply for an Enhanced Disclosure from the Criminal Records Bureau. 

Appointment to this role is subject to a satisfactory disclosure being received from the Criminal Records Bureau.
As a result of the new Vetting and Barring Scheme applicants need to be aware that there will be some changes to the checking process in July 2010 in accordance with the scheme.
26 Your Declaration

I declare that the information contained in this application and any further information enclosed is, to the best of my knowledge, correct. I understand any additional requirements information I have given is solely for the purpose of providing appropriate facilities. I hereby consent for the information to be used for this purpose. 
I understand that an appointment is subject to a satisfactory Enhanced Disclosure from the Criminal Records Bureau.
Signature







           Date

	
	
	


Please sign your application, make sure you have completed all sections, and return it to: 

· email: h.c.boland@open.ac.uk(no signature required)

· post: Disability Resources Team, The Open University, Hammerwood Gate, Kents Hill, MILTON KEYNES, MK7 6BY

· fax: +44 (0)1908 655 547
Applications received by email will be sent an acknowledgment; if you are posting your application and need acknowledgement of receipt, please enclose a stamped addressed envelope or postcard

APPLICATIONS MUST BE RECEIVED BY 18 February 2010
We will let you know the outcome of your application within 6 weeks of the closing date. Successful applicants will be invited to attend a Disability/information sharing day held at Walton Hall, Milton Keynes in May 2010 and attendance at the event forms part of the induction process. Successful applicants will also be granted access to our training and reference site.
You have the right under the Data protection Act (the right of “subject access”) to a copy of information held about you. To obtain this, please write to Data Protection Coordinator, The Open University, PO Box 497, Walton Hall, MILTON KEYNES, MK7 6AT.
Equal Opportunities Monitoring Form

The Open University is striving to be an equal opportunities employer.  

We have an equal opportunities policy, the aim of which is to ensure that no job applicant receives less favorable 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:

	Sex:
	Male  FORMCHECKBOX 

	Female  FORMCHECKBOX 

	Not specified  FORMCHECKBOX 


	

	Disability:
	Do you consider yourself disabled?
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 

	Information refused  FORMCHECKBOX 


	(Under the Disability Discrimination 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 origin1:

	 FORMCHECKBOX 
 31 Indian
	 FORMCHECKBOX 
 11 White – British
	 FORMCHECKBOX 
 29 Other Black Background

	 FORMCHECKBOX 
 32 Pakistani
	 FORMCHECKBOX 
 12 White – Irish
	 FORMCHECKBOX 
 39 Other Asian Background

	 FORMCHECKBOX 
 33 Bangladeshi
	 FORMCHECKBOX 
 13 White – Scottish
	 FORMCHECKBOX 
 49 Other mixed background

	 FORMCHECKBOX 
 34 Chinese
	 FORMCHECKBOX 
 14  Irish Traveller
	

	 FORMCHECKBOX 
 41 White and Black Caribbean
	 FORMCHECKBOX 
 19 Other White Background
	 FORMCHECKBOX 
 80 Any other ethnic group2

	 FORMCHECKBOX 
 42 White and Black African
	 FORMCHECKBOX 
 21 Black – Caribbean
	

	 FORMCHECKBOX 
 43 White and Asian
	 FORMCHECKBOX 
 22 Black – African
	 FORMCHECKBOX 
 98 I do not wish to declare


Section 3 Northern Ireland Applicants ONLY

As required by the Fair Employment and Treatment (NI) Order 1998, we need to monitor the community background of applicants and employees. Please indicate your background by stating your religious affiliation: 

	Religious affiliation:

     


1 The categories used are based on the recommendations of the Commission for Racial Equality.

2 “Any other ethnic group” should be used by applicants not included in other categories, including people of mixed descent who choose not to classify themselves elsewhere.



�
�



Application for Disability Support Roles at Residential Schools 2010


Thank you for your interest for applying for entry onto the 2010 Disability Support Assistant Register for providing support at summer residential schools �Please complete all sections of this form and return it to the Disability Resources Team. 











