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Disability Advisory and Support Service (DASS)  
Staff Registration Form
If you need this form in an alternative format please email des@manchester.ac.uk or call 0161 275 7512.
A. 
RELEASE OF INFORMATION 

Please tick the relevant box to indicate whether you consent for details about your support requirements to be held on the DASS’s electronic files and for relevant details to be disclosed to professional staff having a legitimate need to see them in the course of their work (for example your line manager, HR, OH etc).  Further information can be found at section G below.
IMPORTANT - You have the right to request that information about your medical condition/disability is kept confidential or you can limit the information that is released, however this may make it difficult or impossible for the University to fully support your needs.

STAFF CONSENT FOR THE DASS TO HOLD AND DISCLOSE INFORMATION

Please tick ONE box and sign below:












(
	1. I give full consent for the DASS to disclose information regarding my medical condition/disability and additional support needs as appropriate.

	

	2. I consent for the DASS to disclose that I have a medical condition/disability but I do not want the nature of my disability to be disclosed.


	

	3. I do NOT give permission for any information regarding my medical condition/disability or additional support needs to be disclosed to anyone outside the DASS.


	

	4. I consent for certain information about my disability to be released to specific people with my explicit consent (if you tick this box, you will be sent an additional form to complete)

	

	Signed
	​​​​​​​​​​
	Date
	

	Print
	
	
	


B. 
PERSONAL DETAILS


	Contact details


	Surname 
	First Names (in full)

	Home address

Post Code
	Work address 

Post Code

	Personal Phone Number  (Mobile/Home/Minicom) 
	Internal number

	Personal E-mail:


	Date of Birth



	University E-mail:


	

	Work Details



	Role & Start Date

	Employee Number 


	National Insurance Number

	Work Attendance

(please circle)


	Full-time
	Part-time


	Other

	Line manager 
	

	Line manager email
	

	Line manager contact telephone number
	

	Faculty/Directorate


	

	School/ Institute/

Division
	

	HR Partner 
	


C. 
DISABILITY DETAILS
About your Disability 
Please tick the box(es) that you feel best describes your disability:



Specific Learning Difficulty – eg dyslexia, dyspraxia, ADHD etc


(
Blind or partially sighted   

(

Deaf or hard of hearing
(
Wheelchair user


(

Mobility Difficulties

(
Need personal care


(

Mental Health Issue

(
Medical Condition


(

Asperger Syndrome/Autism
(
Other




(
Please give details of any conditions below (including diagnosis (es)):


	


D. 
SUPPORTING DOCUMENTATION
To fully register with DASS to access support you will need to provide evidence to demonstrate that you have a disability as defined by the Equality Act (2010).  Please supply either:

· Medical evidence – DASS will give you a form for your GP/Consultant to complete to ensure the right information is provided
· Your Educational Psychologist’s report if you have a Specific Learning Difficulty such as dyslexia


The University cannot meet any requests for support unless this evidence is provided.  

E.
RETURNING THIS FORM


· Scanned copies (must have been printed and signed first – Word documents not acceptable) can be sent to des@manchester.ac.uk
· Posted copies can be sent to: Disability Advisory and Support Service(DASS), Second Floor, University Place, Oxford Road, M13 9PL
· You can bring the form to us in person to the above address (Mon-Fri 10-4)

F.
ANY QUESTIONS?


· Email us 
des@manchester.ac.uk
· Phone us 
0161 275 7512 

· Text us

07899 663 512
· Web

www.dass.manchester.ac.uk 
G. RELEASE OF INFORMATION – FURTHER DETAILS

Your written consent is required for the DASS to hold information about your medical condition/disability and additional support needs, and to disclose information to people who have a legitimate reason to know about your support needs in the course of their work.  This is to assist the University to meet its responsibilities under the Data Protection Act 1998 and the Disability Discrimination Act 1995 and 2005. 

The type of information that the DASS holds about you may include:-

· personal details (name, address, role etc,) 

· details of your disability / medical condition / specific learning difficulty and support needs

We may need to disclose some or all of the above information, where relevant, as we organise support for you.  We may also need to request further information about your additional support needs from your GP / consultant, or educational psychologist where appropriate.

The disability “type” you have disclosed (e.g. specific learning difficulty, visual impairment, mental health condition) will be used to update your staff record on the DASS (and possibly the University’s central database).

Data relating to disability will be disclosed only to those persons having a legitimate need to see it, in accordance with The University of Manchester’s notification under the Data Protection Act 1998.

If you require further information please contact the office and ask to speak to a disability adviser.

Please note that all e-mail correspondence from the Disability Advisory and Support Service will be sent to your University e-mail address so please check this address regularly for information.

