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E-mail
hr@canterbury.ac.uk
Dear 
PER05 – Appointment of Professional Services Temporary Staff of less than 3 months 
Enclosed with this covering letter is a PER05 form. 

1. The first page is to be completed by the recruiting department only.

2. You need to complete the remainder of the form and bring your right to work to the department to verify. 

If you have any questions, please do not hesitate to contact your employing Department Administrator or the Department of Human Resources and Organisational Development (HR&OD).

Yours faithfully

Department of Human Resources & Organisational Development

Enc.
Canterbury Christ Church University

North Holmes Road, Canterbury, Kent, CT1 1QU

Tel +44 (0)1227 767700 Fax +44 (0)1227 470442

www.canterbury.ac.uk
Professor Robin Baker, Vice Chancellor and Principal
*This page to be completed by the department only*

DETAILS OF PERSON UNDERTAKING THE WORK
	Name
	
	Date of Birth
	

	NI Number
	
	Employee Number (if known)
	


JOB DETAILS
	Job Title
	
	Campus Base
	

	Department
	
	Name of contact in Department 
	


	ALLOCATION OF WORK


	
	

	
	Cost Centre

Code
	Project Code

(if applicable)
	First working day
	Last working day
	IRREGULAR hours: will need to submit timesheets
(please tick)
	REGULAR hours per week: please state the number of hours
	Hourly rate of Pay (please see Advice & Information on the HR&OD website for the payscales)

	Post 1
	
	
	
	
	
	
	

	Post 2
	
	
	
	
	
	
	


REASON FOR APPOINTMENT / FINANCING

	Is the appointment to fill an existing vacancy, long term sickness or maternity? If yes please provide the person’s name and establishment number
	Yes 
	
	No
	

	

	If the post is not against an established post then please provide details of the source of funding

	


THE ROLE
	Will this role involve 1:1 or unsupervised interaction with vulnerable adults or children? If yes the applicants will be required to complete a CRB check PRIOR to commencing work.
	Yes

 
	
	No


	

	Does this employment require Registration with a Professional Body? Please state which
	Yes 
	
	No
	

	

	Name of the member of staff to whom this person will report to:
	


AUTHORISATIONS
	
	Name
	Signature
	Date

	Head of Department Signature
	
	
	

	SMT Member Signature
	
	
	

	Management Accounts
	
	
	

	
	Total cost for period employed:  £

	Human Resources
	
	
	


PERSONAL DETAILS
	Title
	

	Forename(s)
	
	Preferred name
	

	Last Name
	
	Professional name
	

	Date of Birth
	
	National Insurance Number
	

	Address (including postcode)
	
	Home Number
	

	
	
	Work Number
	

	
	
	Mobile Number
	

	
	
	E-Mail Address
	


EMERGENCY CONTACT DETAILS

	Name
	
	Relationship
	

	Address
	
	Home Number
	

	
	
	Work Number
	

	
	
	Mobile Number
	

	
	
	Other
	


BANK OR BUILDING SOCIETY DETAILS 

	Name of bank or building society
	

	Name in which account is held
	

	Account Number/Roll Number
	
	Sort Code
	


TAX DETAILS

	P45 provided
	
	Age exemption (CF384) - (60 yrs female/65 yrs male
	

	P45 not available (P46 needs completing – please find enclosed)
	
	Reduced Rate NI (CF383) -(female only)
	

	P38 (s) provided (students returning to study after the holidays)
	


DECLARATIONS
	Are you related to any member of the University Staff or Board of Governors?
	YES
	
	NO
	
	

	If so, please state who and the relationship: -


REFEREES

	Name
	Job Title
	Address

	
	
	

	Telephone Number
	
	E-mail
	

	Relationship  to referee (manager/colleague etc)
	 


	Name
	Job Title
	Address

	
	
	

	Telephone Number
	
	E-mail
	

	Relationship  to referee (manager/colleague etc)
	


CONTINUOUS SERVICE 

If you have worked in the education sector (HE, FE or Schools), NHS or Local Government, and have not had more than a 3 month break before your start date at CCCU, you may be entitled to carry over your continuous service from your previous employer. Please confirm details of your previous employer which will then be verified by the HR&OD department: 
	Name of Institution:
	

	Start Date:
	

	End Date:
	


PROFESSIONAL BODY REGISTRATION

	Please confirm the Professional Body Registered with:
	

	ID number:
	

	Expiry Date:
	


PENSION OPTIONS
LOCAL GOVERNMENT PENSION SCHEME (LGPS)
Please note that if your contract with the University ends before you accrue 3 months service, you will not eligible to join the pension scheme.  Should you continue to work for the University beyond three months (on this or any other LGPS eligible contract) you will need to contact the HR&OD department for the relevant forms should you wish to join. Further details of the scheme can be found at: www.lgps.org.uk.
	I wish to join the Local Government Pension scheme (LGPS) from my date of start 

(an application form and further scheme details will be sent to you)
	

	I do not wish to join the Local Government Pension scheme (LGPS) at this stage
	


UNIVERSITIES SUPERANNUATION SCHEME (USS)
If you are currently a contributing member of the Universities Superannuation Scheme (USS), or have been within the last month with another employer, and wish to continue making deductions to this scheme please indicate below:

	I am currently a contributing member of the Universities Superannuation Scheme (USS), or have been within the last month with another employer and WISH to continue making contributions to the USS Scheme:
	

	I am currently a contributing member of the Universities Superannuation Scheme (USS), or have been within the last month with another employer and DO NOT wish to make contributions to the USS Scheme at CCCU:
	


	SIGNATURE OF EMPLOYEE 

	Signed by Employee ………………………………………
	Date ………………………………..

	Print Name ………………………………………………………
	


CURRICULUM VITAE
TO BE COMPLETED BY ALL STAFF (Alternatively, please attach a copy of your CV.) 
Please note: it will not be possible to process payment for hours worked if this information is not supplied. You also may be required to submit to the University original certificates supporting your qualifications.

CURRICULUM VITAE & PROFESSIONAL BODY REGISTRATION
	Qualifications including subject area (also including Professional Qualification)


	

	Current Employment

(with dates):


	

	Previous Employment (if relevant to position being undertaken, with dates):

	


	SIGNATURE OF HEAD OF DEPARTMENT

	As Head of Department/Authorised Signatory, I confirm that I am  satisfied with the information supplied on this form.

	Signature………………………………………
	Date …………………..

	Print Name ………………………………………………………
	


DECLARATION OF PREVIOUS CONVICTIONS
Applicants for all posts (including those internally advertised) at the University are required to disclose any previous unspent criminal convictions. Posts in any of the job categories listed below are exempted from the regulations relating to spent convictions and applicants for posts in these categories are required to declare all convictions, regardless of whether they are spent or unspent.

Job categories excepted from the Rehabilitation of Offenders Act (ROA) 

regulations relating to spent convictions.

· Medical practitioner, nurse, midwife

· Medical laboratory technician

· Radiographer, occupational therapist, physiotherapist

· Health services personnel

· Any posts involving schooling or other dealings with young people
Under the ROA, a conviction becomes spent after a defined period of time, depending on the type of conviction. Certain sentences are under the Act can never be spent regardless of when they may have been served. These include any sentence of life imprisonment, any sentence of preventive detention and any sentence of imprisonment, youth custody or corrective training for a term exceeding 30 months.

Applications to posts WHICH ARE NOT listed the job categories as being exempt from ROA regulations

	I have no spent or unspent convictions
	
	Please complete the declaration at the bottom of this form and return it with you application form.

	I have an unspent conviction(s)  
	
	Please complete the details in the box provided and return the completed to form direct to the Director of HR&OD (address is given below)


Applications to posts WHICH ARE listed as being exempt from the ROA regulations

	I have no spent or unspent convictions
	
	Please complete the declaration at the bottom of this form and return it with you application form.

	I have an unspent conviction(s)
	
	Please complete the details in the box provided and return the completed to form direct to the Director of HR&OD (address is given below)

	Details of spent or unspent convictions




The University will not discriminate unfairly against applicants with a criminal record. Having a criminal record will not necessarily bar applicants from working for the University. It is the University’s policy to seek a Disclosure Certificate, via the Criminal Records Bureau (CRB), even where an applicant has declared a criminal record known at an earlier stage. Where an individual has disclosed a conviction in their application, or a conviction is revealed through a Disclosure, a discussion will take place with the applicant regarding the nature of the offence and its relevance to the position. Failure to reveal information relating to unspent or spent convictions could lead to withdrawal of an offer of employment/termination of employment.

	Signed
	
	Dated
	

	Print Name
	
	
	


Please return to the HR&OD department with your application, unless you are declaring spent or unspent convictions – in which case, please send this form under separate cover to the Director of HR&OD at Canterbury Christ Church University, Rochester House, Canterbury, Kent CT1 1UT.

EQUAL OPPORTUNITIES DATA
Canterbury Christ Church University is committed to equality of opportunity for all. Our policy is to recruit, employ and promote on the basis of suitability for the work to be performed.  To this end we aim to ensure that no applicant is unfairly discriminated against as a result of gender, ethnic origin, age, social background, disability, religious or political beliefs, family circumstances or sexual orientation. We would therefore be grateful for your co-operation in completing this form. The data you provide will be used exclusively for anonymous statistical monitoring purposes within the University and for statistical returns made to the Higher Educational Statistical Agency should you be appointed. 

If you have any queries, please do not hesitate to contact the HR&OD Department at Canterbury Christ Church University.

	Full Name:
	

	Post applied for:
	

	Do you have the right to work in the UK and in the role being offered?
	
	Age:
	
	Gender:-
	


NATIONALITY 
Please list your nationality as defined on your passport. If you do not hold a passport give your country of birth. If you have dual-nationality please state both. If you hold (or would hold) a United Kingdom passport (please note this excludes the Channel Islands) you can choose to be a “United Kingdom” national or a national of England, Northern Ireland, Scotland or Wales.

	


ETHNIC ORIGIN (please place an “X” in one box only)
	White - British.
	
	Asian or Asian British - Indian.
	
	Black or Black British - Caribbean.
	

	White - Irish.
	
	Asian or Asian British - Pakistani.
	
	Black or Black British - African.
	

	Mixed - White and Black Caribbean.
	
	Asian or Asian British - Bangladeshi.
	
	Other Black background.
	

	Mixed - White and Black African.
	
	Mixed - White and Asian.
	
	Chinese or Other Ethnic background - Chinese.
	

	Other White background.
	
	Other Asian background.
	
	Other Mixed background.
	

	Other Ethnic background- please give details
	


DISABILITY
The term ‘disabled’ covers a wide range of impairments and long-term medical conditions.  Some disabilities may be apparent, but there are conditions which some people may not realise are categorised as disabilities. These might include conditions such as diabetes, depression, multiple sclerosis (MS) and dyslexia.

	Do you consider yourself to have a disability? 
	Yes
	
	No
	
	


The University is required to provide the Higher Education Statistics Agency (HESA) with statistical information about the number and type of staff we employ. In relation to staff who declare they have a disability we are requested to provide additional information as to the nature of the disability(ies). If you have ticked yes to considering yourself to have a disability please indicate in one, or up to two, of the sections below as what best defines the nature of your disability
	
	Tick  up to two options only

	Specific learning disability (such as dyslexia or dyspraxia)
	

	General learning disability (such as Down's syndrome)
	

	Cognitive impairment (such as autistic spectrum disorder or resulting from head injury)
	

	Long-standing illness or health condition (such as cancer, HIV, diabetes, chronic heart disease, or epilepsy)
	

	Mental health condition (such as depression or schizophrenia)
	

	Physical impairment or mobility issues (such as difficulty using arms or using a wheelchair or crutches)
	

	Deaf or serious hearing impairment
	

	Blind or serious visual impairment
	

	Other type of disability – please detail
	
	

	Do not wish to respond
	


If you have declared a disability please can you advise if you feel a Personal Emergency Evacuation Plan (PEEP) will be required. 

A PEEP is a Personal Emergency Evacuation Plan and is specifically aimed at any staff with a declared disability which may affect their ability to exit a building in case of an emergency, for example a fire alarm. A PEEP is a short document detailing the agreed procedure for evacuating an individual to ensure their safety and that of others.

	Do you need a Personal Emergency Evacuation Plan (PEEP)?
	YES
	
	NO
	
	

	If so, someone will contact you to discuss this further


RIGHT TO WORK
The University is required by law to check all self employed and employees’ right to work in the UK BEFORE commencement of employment. Before starting work you will be asked to provide evidence in person of your right to work using one or a combination of the documents on the list below. Any of the documents or a combination of documents, described in List A demonstrates that the holder is entitled to work in the UK. 

Please contact your employing department to arrange a time to verify your documents.    

PERSONAL DETAILS
	Name of Employee
	
	Date of Start
	


YOUR RIGHT TO WORK IN THE UK HAS BEEN EVIDENCE BY THE FOLLOWING:
	List A “Single Document”
	
	Please indicate which document
	

	List A “Combination”
	
	Please indicate which documents
	

	
	
	
	

	List B “Single Document”
	
	Please indicate which document
	

	List B “1st, 2nd or 3rd combination”
	
	Please indicate which documents
	

	
	
	
	


SIGNATURE OF AUTHORISED STAFF MEMBER
The staff member is authorising that they have seen the original documentation and are satisfied that the documents are genuine.
	Name of authorising staff member
	

	Signature
	
	Date
	


APPROVED DOCUMENTS LIST

Definitions:- HO - Home Office, BIA - Border & Immigration Agency, EEA - European Economic Area 


LIST A – Single Documents

Only one of the documents listed below is required as proof of the Right to Work in the UK.

· A passport showing that the holder, or a person named in the passport as the child of the holder, is a British citizen or a citizen of the UK and Colonies having the right of abode in the UK.

· A passport or national identity card showing that the holder, or a person named in the passport as the child of the holder, is a national of a EEA country or Switzerland.

· A residence permit, registration certificate or document certifying or indicating permanent residence issued by the HO or the BIA to a national of a EEA country or Switzerland.

· A permanent residence card issued by the HO or the BIA to the family member of a national of a EEA country or Switzerland.

· A Biometric Immigration Document issued by the BIA to the holder which indicates that the person named in it is allowed to stay indefinitely in the UK, or has no time limit on their stay in the UK.

· A passport or other travel document endorsed to show that the holder is exempt from immigration control, is allowed to stay indefinitely in the UK, has the right of abode in the UK, or has no time limit on their stay in the UK.

LIST A – Combination

Must be provided. An official document issued by a previous employer or Government agency e.g. HM Revenue and Customs (formerly the Inland Revenue), the Department for Work and Pensions, Jobcentre Plus, the Employment Service, the Training and Employment Agency (Northern Ireland) or the Northern Ireland Social Security Agency, which contains the permanent National Insurance Number and name of the person (e.g. a P45, P60, NI Number Card or letter from a Government Agency).

PLUS ONE of the following:

· An Immigration Status Document issued by the HO or the BIA to the holder with an endorsement indicating that the person named in it is allowed to stay indefinitely in the UK or has no time limit on their stay in the UK. Or

· A full birth certificate issued in the UK which includes the name(s) of at least one of the holder’s parents. Or

· A full adoption certificate issued in the UK which includes the name(s) of at least one of the holder’s adoptive parents. Or

· A birth certificate issued in the Channel Islands, the Isle of Man or Ireland. Or

· An adoption certificate issued in the Channel Islands, the Isle of Man or Ireland. Or

· A certificate of registration or naturalisation as a British citizen. Or

· A letter issued by the HO or BIA to the holder which indicates that the person named in it is allowed to stay indefinitely in the UK.

LIST B - Any of the documents, or the combination of documents, in List B, can demonstrate that a person is entitled to work in the UK for a limited period.   These documents need to be checked every 12 months.

LIST B – Single Documents
· A passport or travel document endorsed to show that the holder is allowed to stay in the UK and is allowed to do the type of work in question, provided that it does not require the issue of a work permit.

· A Biometric Immigration Document issued by the BIA to the holder which indicates that the person named in it can stay in the UK and is allowed to do the work in question.

· A residence card or document issued by the HO or the BIA to a family member of a national of a EEA country or Switzerland.

LIST B – First Combination
· A work permit or other approval to take employment issued by the HO or the BIA along with the actual permission from the BIA for the person to take the employment in question, you must also ensure that the work permit applicant has been given leave to enter or remain in the UK which will be in the form of a passport or another travel document endorsed to show the holder is allowed to stay in the UK and is allowed to do the work in question. OR

· A letter issued by the HO or the BIA to the holder or the employer or prospective employer confirming the same.

LIST B – Second Combination
· A Certificate of Application issued by the HO or the BIA to or for a family member of a national of a EEA country or Switzerland stating that the holder is permitted to take employment which is less than  6 months old. OR

· An Application Registration Card issued by the HO or the BIA stating that the holder is permitted to take employment.

LIST B – Third Combination
· A document issued by a previous employer or Government agency, e.g. Inland Revenue (now HM Revenue and Customs), the Department for Work and Pensions, Jobcentre Plus, The Employment Service, the Training and Employment Agency (Northern Ireland) or the Northern Ireland Social Security Agency, which contains the National Insurance number and name of the holder (e.g. A P45, P60, NI number card or a letter from a Government Agency).

PLUS ONE of the following:

· An Immigration Status Document issued by the HO or the BIA to the holder with an endorsement indicating that the person named in it can stay in the UK, and is allowed to do the type of work in question. Or

· A letter issued by the HO or the BIA to the holder or the employer or prospective employer, which indicates that the person named in it can stay in the UK and is allowed to do the work in question.
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PROFESSIONAL SERVICES TEMPORARY STAFF OF LESS THAN 3 MONTHS. (For more than 3 months request via E-recruitment)
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