
Appendix 3 - New Honorary Appointment Approval Form (a 3 year appointment will be made)

A current C.V must be attached to this request form.
A supporting statement from a Senior University colleague should also be provided. 
For NHS only – a brief letter of sponsorship should also be provided from Trust Clinical Director/Medical Director or Hospital Dean 

	Completed by
	

	Full name of applicant 
	

	Home address and postcode
	

	Title (Mr, Mrs, Dr, etc)
	
	
	

	Telephone number
	
	Email address
	

	Date of birth (dd/mm/yyyy)
	
	Gender
	

	Nationality
	
	NI number (optional)
	

	Faculty /Directorate
	
	School / Department
	

	Clinical Specialty (if applicable)
	
	NHS Trust or external organisation (if applicable)
	

	Contribution to the University (Please tick)
	Undergraduate
	
	Honorary Title requested
	

	
	Postgraduate
	
	Start date (dd/mm/yyyy)
	

	
	Research
	
	End date (dd/mm/yyyy) 
3 years maximum
	

	
	Teaching
	
	
	

	
	Managerial/Admin
	
	Research group 
(if appropriate)
	

	
	Other
	
	
	

	Resources Required: (e.g. desk, local facilities)


	Confidentiality
In the course of your engagement you may be exposed to information about the University and its subsidiaries, suppliers, customers, students or employees which is confidential or is commercially sensitive and which may not be readily available to other organisations or the general public. 
You shall not, except in the proper course of your duties, either during this appointment or after its termination (however arising), use or disclose to any person, company or other organisation whatsoever (and shall use all reasonable endeavours to prevent the publication or disclosure of) any confidential information.  This includes (but is not limited to) financial information; details of employees, suppliers, customers or students and any information which you have been told is confidential or which you might reasonably expect to be confidential.
This will not prevent you from making a protected disclosure within the meaning of section 43A of the Employment Rights Act 1996.

	Data Protection 
Whilst you are working at The University of Manchester you may have access to the personal data of staff, students and other individuals in the course of your duties. It is important that you abide by the following rules:
•	Only access data necessary to undertake the task you have been assigned;
•	Never disclose personal data to a third party;
•	Never use personal data for your own purposes;
•	Never remove personal data from University premises without authorisation;
•	Always keep personal data secure i.e. do not leave information visible on screen whilst you are away from the computer and paper records should be locked away when not in use;
•	Always lock your computer if you leave it unattended.
These rules are designed to ensure that The University of Manchester complies with the Data Protection Act 1998, that the privacy of individuals whose data the University holds is protected and that you personally comply with rules around the misuse of computerised systems. 
Your line manager will be able to provide further information or guidance can be found at:  www.dataprotection.manchester.ac.uk

	Declaration: I wish to apply for a University of Manchester IT Account for the period specified.
I have read, understood and agree to abide by the terms above and the University of Manchester IT Security Policies: 
http://www.itservices.manchester.ac.uk/our-services/security/policy/ 

	signature of applicant 
	
	date
	

	Applicant to return completed form to relevant Line Manager or Head of School Administration 

	
Approval required by Head of School or relevant Senior Manager (see policy)

	Manager’s name

	
	Manager’s signature
	

	Manager’s job title
	
	date
	

	Manager to return completed form to: People & OD Operations, 2nd Floor, Simon Building, The University of Manchester, Manchester M13 9PL




