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	MEMORANDWM

Mr Rob Wyn Jones

Rheolwr SG, Adnoddau Dynol
Ffôn: 62 (1539)  
E-bost: hr-mis@aber.ac.uk
	MEMORANDUM

Mr Rob Wyn Jones
IS Manager, Human Resources
Tel: 62 (1539)
E-mail: hr-mis@aber.ac.uk


PREIFAT A CHYFRINACHOL
Annwyl Aelod Newydd o Staff Prifysgol Aberystwyth (PA),

I sicrhau ein bod ni’n cydymffurfio â’r ddeddfwriaeth ar ddiogelu data, yr ydym yn gofyn i bob aelod cyfredol a newydd o’r staff ddarparu / ddiweddaru’r data personol sydd gan y Brifysgol amdanynt yn ei system gwybodaeth Adnoddau Dynol (AD). Mae angen i’r Brifysgol brosesu data personol fel rhan o’i gweithrediadau AD arferol o ddydd i ddydd a bodloni’r gofynion cyfreithiol ynghylch monitro Cyfle Cyfartal. Ceir hefyd ofynion allanol ychwanegol sydd wedi’u cyflwyno gan yr Asiantaeth Ystadegau Addysg Uwch (HESA). Sylwch y tynnir pob enw o’r holl ddata cyn eu cyflwyno i HESA.

Amgaeir ffurflen taflen ddata bersonol AD i’ch sylw. Mae’r daflen wedi’i rhannu’n 5 adran fel y disgrifir isod, a dyma egluro pam yr ydym ni’n casglu’r wybodaeth:

1.0 Manylion Personol:
Mae gofyn cael y wybodaeth hon i sicrhau bod ein cofnodion yn cynnwys y wybodaeth ddiweddaraf am eich manylion cyswllt. Mae angen y data hefyd ar gyfer monitro Cyfle Cyfartal ac ar gyfer HESA.
2.0 Amrywiaeth:
Mae gofyn cael y wybodaeth hon ar gyfer monitro Cyfle Cyfartal ac ar gyfer HESA.

3.0 Cyflogaeth:
Ar gyfer HESA y mae angen cael gwybod am eich cyflogaeth a’ch Sefydliad Addysg Uwch blaenorol. O dan Reoliadau Amser Gwaith 1998 a/neu’ch contract cyflogi, mae rhwymedigaeth gyfreithiol ar y Brifysgol fel eich cyflogwr i wybod am bob cyflogaeth arall â thâl a all fod gennych. Rhowch wybod i’r adran Adnoddau Dynol yn uniongyrchol os ydych chi’n gweithio dros 48 awr yr wythnos.
4.0 Cyswllt Brys:
Mae gofyn cael y wybodaeth rhag ofn y cyfyd sefyllfa lle bydd angen i’r Brifysgol gysylltu â’ch perthynas agosaf neu’r cyswllt brys a enwebwyd gennych.

5.0 Cymwysterau:
Mae gofyn i HESA gael y wybodaeth ar gyfer rhai grwpiau o’r staff, ac mae gofyn ei chael hi hefyd er mwyn diweddaru cofnodion mewnol yr adran Adnoddau Dynol.

Byddwch cystal â threulio ychydig funudau’n llenwi’r adrannau ar y daflen data a amgaeir. Amgaeir nodiadau canllaw ar gyfer llenwi’r daflen.
Ar ôl diweddaru’ch manylion ar y daflen, llofnodwch hi a dychwelwch hi  i’r adran Adnoddau Dynol, ynghyd â dogfennaeth eich contract, wedi’i llofnodi, cyn gynted â phosibl.
Os bydd gennych gwestiwn am y cais hwn, neu os bydd angen i chi gael y cais mewn fformat gwahanol, bydd croeso i chi ffonio Tîm y Systemau Gwybodaeth Rheoli yn yr adran Adnoddau Dynol ar estyniad 1539 (e-bost: hr-mis@aber.ac.uk). Byddant yn barod iawn i’ch helpu.

Er mwyn i ni allu cadw a diweddaru gwybodaeth bersonol yn gywir ar ôl y gwiriad hwn, rhowch wybod i’r adran Adnoddau Dynol ar unwaith os bydd unrhyw newid yn eich manylion.

Diolch i chi unwaith eto am eich cymorth yn hyn o beth.
Nodiadau Canllaw ar gyfer Diweddaru Data Personol Adnoddau Dynol
1.0   MANYLION PERSONOL:

1.1 - 1.7 
Gwybodaeth Bersonol – er mwyn sicrhau bod yr holl wybodaeth bersonol a gedwir amdanoch mor ddiweddar â phosibl, rhoi data’n ddienw i HESA a monitro Cyfle Cyfartal
Rhowch eich manylion cyswllt presennol, eich cyfeiriad, eich rhif ffôn gartref ac ati yn yr adran hon.
Gall Rhyw (1.3) fod yn Wryw, yn Fenyw neu’n Amhenodol (yn ôl dosbarthiad HESA, ystyr ‘Amhenodol’ yw nad oes modd eich “dosbarthu’n wryw neu’n fenyw”). Dyddiad eich Penodi i PA (1.4) yw dyddiad cychwyn eich cyflogaeth ym Mhrifysgol Aberystwyth. Os oes gennych chi gyfeiriad E-bost Mewnol (1.6) yn PA, defnyddiwch eich cod tri-nod yn unig, e.e. abc.
1.7 Nid oes raid i chi lenwi’r manylion ar gyfer adran 1.7, Statws Priodasol, Gofal Dibynnol a Nifer y Plant. Os ydych chi’n penderfynu gwneud hynny gellir dangos Statws Priodasol fel ‘Priod’, ‘Byw gyda Phartner’, ‘Partneriaeth Sifil’, ‘Sengl’,  ‘Wedi Ysgaru’, ‘Wedi gwahanu’n gyfreithiol’, ‘Priod wedi Marw’, ‘Rhiant Sengl’ neu ‘Mae’n well gen i beidio â dweud’.  Ar gyfer Gofal Dibynnol defnyddiwch ‘Plant’ os ydych chi’n gofalu am blant dibynnol neu ‘Eraill’ os oes gennych chi gyfrifoldebau gofal eraill. Gadewch yr adran yn wag os nad yw’n berthnasol i chi. Gofynnwn i chi hefyd nodi nifer y dibynyddion sydd gennych chi o dan Nifer y Dibynyddion.  Bydd y wybodaeth hon yn cynorthwyo ein polisïau sy’n ystyriol o deuluoedd.
2.0   AMRYWIAETH:
2.1   Anabledd / Categori o Anabledd – mae gofyn cael hwn ar gyfer HESA a monitro Cyfle Cyfartal
Byddem yn ddiolchgar pe gallech roi ‘Ie’ neu ‘Na’ ym maes anabledd os credwch eich bod chi’n berson anabl o dan y diffiniad yn y Deddfau Gwahaniaethu yn erbyn Anabledd (1995 a 2005) sy’n dweud bod ‘gan berson anabledd at ddibenion y Ddeddf os oes ganddo/ganddi nam corfforol neu feddyliol sy’n amharu’n sylweddol ar ei (g)allu i gyflawni gweithgareddau arferol o ddydd i ddydd’.  

Os nodwch chi fod gennych anabledd, nodwch yng Nghategori Anabledd 1 (ac os oes gennych fwy nag un anabledd, llenwch Gategori Anabledd 2) p’un o’r prif ddisgrifiadau isod sy’n briodol. Cewch ddefnyddio’r cod dau-ddigid, e.e. 51 ac ati:
( 51 Anabledd dysgu penodol (megis dyslecsia neu ddyspracsia)
( 52 Anabledd dysgu cyffredinol (megis Syndrom Down)

( 53 Nam gwybyddol (megis anhwylder sbectrwm awtistiaeth neu oherwydd anaf i’ch pen)
( 54 Salwch neu gyflwr iechyd hir ei barhad (megis canser, HIV, diabetes, clefyd cronig y galon, neu epilepsi)

( 55 Cyflwr iechyd meddwl (megis iselder neu sgitsoffrenia)

( 56 Nam corfforol neu broblemau symudedd (megis anhawster wrth ddefnyddio’ch breichiau, neu’ch bod yn defnyddio cadair olwyn neu ffyn baglau)

( 57 Byddar neu â nam difrifol ar eich clyw
( 58 Dall neu â nam difrifol ar eich golwg  
( 96 Math arall o anabledd
Sylwch: Os ydych chi eisoes wedi’n hysbysu ni o “anableddau lluosog”, bydd angen i chi egluro natur eich anableddau yng Nghategori Anabledd 1, a Chategori Anabledd 2.

Os nodwch fod gennych anabledd, a allech chi nodi pa addasiadau rhesymol y byddech chi’n gofyn i’r Brifysgol eu rhoi ar waith i chi?  Dylech chi roi’r wybodaeth honno yn adran Anabledd yr holiadur neu ar ddalen o bapur ar wahân o dan y pennawd ‘2.1 Anabledd – addasiadau rhesymol’.  Gall aelod o’r adran Adnoddau Dynol gysylltu â chi, a chaiff y wybodaeth a roddwch ei thrin yn hollol gyfrinachol.
2.2   Tarddiad Ethnig – mae gofyn llenwi’r maes hwn ar gyfer HESA a monitro Cyfle Cyfartal
Mae’r maes hwn yn nodi’ch tarddiad ethnig. Dywedwch ym maes tarddiad ethnig p’un o’r isod sy’n gymwys i chi. Mae strwythur y codau isod yn adlewyrchu’r canllawiau a ddarparwyd gan HESA. Cewch ddefnyddio’r codau dau-ddigid, e.e. 11 ac ati.
( 11  Croenwyn – Prydeiniwr/Prydeinwraig 
( 33  Asiaidd neu Brydeinig Asiaidd – O Bangladesh
( 12  Croenwyn – Gwyddel(es) 
( 34  O Tsieina
( 13  Croenwyn – Albanwr(aig)
( 39  Cefndir Asiaidd Arall
( 14  Teithiwr Gwyddelig
( 41  Cymysg – Croenwyn a Chroenddu o’r Caribî 
( 15  Croenwyn – Cymro/Cymraes*
( 42  Cymysg – Croenwyn a Chroenddu o Affrica
( 16  Croenwyn – Sais/Saesnes*
( 43  Cymysg – Croenwyn ac Asiaidd 
( 19  Cefndir Croenwyn Arall 
( 49  Cefndir Cymysg arall 
( 21  Croenddu neu Brydeinig Groenddu – O’r Caribî
( 80  Cefndir Ethnig arall
( 22  Croenddu neu Brydeinig Groenddu – O Affrica 
( 98  Gwrthod Dweud
( 29  Cefndir Croenddu Arall
* Sylwch: Gan nad yw HESA ar hyn o bryd yn defnyddio Cod 15
( 31  Asiaidd neu Brydeinig Asiaidd – O India
 “Croenwyn – Cymro/Cymraes” na Chod 16 “Croenwyn – Sais/
( 32  Asiaidd neu Brydeinig Asiaidd – O Bacistan
Saesnes”, cânt eu cyflwyno fel Cod 11 “Croenwyn – Prydeinig”
2.3   Cenedligrwydd – mae gofyn cael hwn ar gyfer HESA

Mae maes cenedligrwydd yn diffinio gwlad eich cenedligrwydd cyfreithiol fel y mae wedi’i nodi ar eich pasbort.  
2.4    Hunaniaeth Genedlaethol 1 a 2 - mae gofyn cael hwn ar gyfer HESA

Mae’r meysydd hyn yn cofnodi hunaniaeth neu hunaniaethau cenedlaethol y gweithiwr cyflog. Mae hunaniaeth genedlaethol yn wahanol i ethnigrwydd a chenedligrwydd ac fe ellid ei seilio ar lawer o bethau gan gynnwys, er enghraifft, diwylliant, iaith neu linach/hanes teuluol. Gan fod modd i unigolyn nodi bod ganddo/ganddi hyd at ddwy hunaniaeth genedlaethol, dewiswch y rhai sy’n wir amdanoch chi o blith y cofnodau dilys isod, a rhowch eich ateb yn y ddau faes Hunaniaeth Genedlaethol 1 a 2:

( B  Prydeiniwr/Prydeinwraig 
( S    Albanwr(aig)
( R  Gwrthod dweud
( E  Sais/Saesnes 
( W  Cymro/Cymraes
( U  Ni wn
( I   Gwyddel(es)
( O   Arall
Ar 1 Rhagfyr 2003, daeth Rheoliadau newydd, sef Rheoliadau Cydraddoldeb Cyflogaeth (Cyfeiriadedd Rhywiol) 2000, sy’n rhwystro gwahaniaethu ar sail cyfeiriadedd rhywiol mewn cyflogaeth a hyfforddiant, i rym. Daeth deddfwriaeth bellach ynghylch Crefydd neu Gredo, sef Rheoliadau Cydraddoldeb Cyflogaeth (Crefydd neu Gredo) 2003 hefyd i rym ar 2 Rhagfyr 2003 gan ei gwneud hi’n anghyfreithlon gwahaniaethu yn erbyn unigolion mewn unrhyw fater cyflogaeth oherwydd eu crefydd neu eu credo. Daw pob gweithiwr o dan y ddwy set o Reoliadau.

Yr ydym wedi dewis peidio â gofyn am wybodaeth am gyfeiriadedd rhywiol neu grefydd/credo yn yr holiadur hwn, ond os hoffech chi roi unrhyw wybodaeth i’r adran Adnoddau Dynol am eich cyfeiriadedd rhywiol neu eich crefydd/credo, teimlwch yn rhydd i wneud hynny naill ai yng nghyd-destun y daflen ddata neu wrth drafod gydag aelod o’r adran Adnoddau Dynol. Caiff pob gwybodaeth a roddwch ei thrin yn hollol gyfrinachol.

3.0   CYFLOGAETH:
3.1   Cyflogaeth Flaenorol – mae gofyn cael y wybodaeth hon ar gyfer HESA

Llenwch y maes gan ddefnyddio un o’r categorïau isod i ddisgrifio ble y cawsoch chi eich cyflogi ddiwethaf cyn cael eich cyflogi gan y Brifysgol. Cewch ddefnyddio’r codau dau-ddigid, e.e. 01 ac ati:
( 01  Sefydliad Addysg Uwch arall yn y DU 
( 09  GIG/Practis meddygol cyffredinol neu ddeintyddol cyffredinol yn y DU
( 02  Sefydliad Addysg Uwch mewn gwlad dramor 
( 10  Gwasanaeth iechyd mewn gwlad dramor
( 03  Sefydliad addysgol arall yn y DU 
( 11  Sector cyhoeddus arall yn y DU
( 04  Sefydliad addysgol arall mewn gwlad dramor
( 12  Diwydiant/Masnach breifat yn y DU
( 05  Sefydliad ymchwil yn y DU
( 13  Hunangyflogedig yn y DU 
( 06  Sefydliad ymchwil dramor
( 14  Cyflogaeth arall yn y DU
( 07  Myfyriwr yn y DU
( 15  Cyflogaeth arall mewn gwlad dramor
( 08  Myfyriwr mewn gwlad dramor 
( 21  Heb fod mewn gwaith rheolaidd
3.2   Sefydliad Addysg Uwch Blaenorol a Rhif Adnabod HESA blaenorol – mae gofyn eu cael ar gyfer HESA.
Os cawsoch chi’ch cyflogi mewn sefydliad addysg uwch arall cyn cael eich cyflogi yn y Brifysgol, rhowch ei enw ym maes ‘Sefydliad Addysg Uwch blaenorol’. Os gwyddoch chi hefyd y rhif adnabod HESA personol a oedd gennych chi yn eich Sefydliad Addysg Uwch blaenorol (fel rheol, fe’i cedwir gan Swyddfa Adnoddau Dynol eich sefydliad addysg uwch blaenorol), rhowch ef ym maes ‘Rhif Adnabod HESA’.
3.3 a 3.4   Cyflogaeth Arall a’r manylion – mae gofyn bod â’r maes hwn at ddibenion cofnodion y Brifysgol. O dan delerau Rheolau Amser Gwaith 1998 a/neu’ch contract cyflogi, mae rhwymedigaeth ar y Brifysgol fel eich cyflogwr i gael gwybod am bob cyflogaeth arall â thâl.  Rhowch wybod yn uniongyrchol i Adnoddau Dynol os ydych chi’n gweithio dros 48 awr yr wythnos gan fod i hynny oblygiadau o ran Iechyd a Diogelwch.
Os oes gennych chi swydd ychwanegol (amser-llawn neu ran-amser) ar hyn o bryd, rhowch ‘Oes’ ar y daflen ddata wrth ymyl y categori Cyflogaeth Arall (3.3). Os nad oes, rhowch ‘Nac Oes’ yno. Os oes gennych chi swydd arall, rhowch enw’r Cyflogwr a Theitl y Swydd (3.4).
4.0   CYSWLLT BRYS:
4.1 - 4.4  Mae gofyn cael y wybodaeth hon rhag ofn y cyfyd sefyllfa lle byddai angen i’r Brifysgol gysylltu â’ch perthynas agosaf neu’ch cyswllt brys.  

4.1 a 4.2  Enw Cyswllt (4.1) a Perthynas y Cyswllt hwnnw â Chi (4.2) fel y sawl y byddwch chi’n dymuno i ni gysylltu ag ef/hi os bydd argyfwng.  

4.3 Y Perthynas Agosaf yw’r person a ddewiswch i wybod orau am eich dymuniadau os cewch chi’ch analluogi neu os byddwch farw. Os byddwch farw, fe ymgynghorir â’ch perthynas agosaf ynghylch materion profedigaeth.
4.4 Nodwch Berthynas (4.4) eich Perthynas Agosaf â chi.
5.0 CYMWYSTERAU:

5.1    Cymhwyster – mae gofyn cael hyn ar gyfer HESA

Cymhwyster Uchaf – nodwch o blith y cofnodau dilys isod p’un yw’r cymhwyster uchaf sydd gennych ar hyn o bryd.  Cewch ddefnyddio’r codau dau-ddigid, e.e. 01 ac ati:
( 01  Doethuriaeth
( 21  Diploma Addysg Uwch
( 02  Gradd Uwch Arall
( 22  HND/HNC

( 03  TAR
( 29  Cymhwyster israddedig arall 
( 09  Cymhwyster uwchraddedig arall

(gan gynnwys cymhwyster proffesiynol)


(gan gynnwys cymhwyster proffesiynol)
 ( 31 Safon Uwch, Scottish Higher neu gymhwyster
( 11  Gradd Gyntaf

cyfatebol (NVQ/SVQ Lefel 3)
( 12  Gradd Gyntaf â Statws Athro Cymwysedig
( 32  Safon Gyffredin/TGAU neu gymhwyster cyfatebol 
( 19  Cymhwyster arall ar lefel gradd gyntaf

(NVQ/SVQ Lefel 2)

(gan gynnwys cymhwyster proffesiynol)
( 97  Cymhwyster arall


( 98  Dim cymwysterau
Os ydych chi wrthi’n astudio am gymhwyster uwch, rhowch wybod i’r adran Adnoddau Dynol pan gewch chi’r cymhwyster hwnnw fel bod modd diweddaru’ch cofnod.

5.2   Disgyblaeth Academaidd 1 a 2 (* Staff Academaidd / Addysgu yn Unig)
Nodwch y prif ddisgyblaethau academaidd – hyd at ddwy ohonynt – sef y pwnc neu’r pynciau sy’n cyd-fynd â’ch cymwysterau academaidd ac nid o reidrwydd, felly, y pwnc/pynciau academaidd yr ydych chi’n eu haddysgu neu’n ymchwilio ynddynt ar hyn o bryd.

5.3   Ieithoedd Eraill 1 a 2:

Enwch yn yr adran hon unrhyw ieithoedd heblaw Cymraeg a Saesneg y credwch chi fod gennych sgiliau cyfathrebu rhesymol ynddynt. Gall y wybodaeth hon fod yn ddefnyddiol i’r Brifysgol wrth gyfathrebu â myfyrwyr ac ymwelwyr o wahanol genhedloedd.

5.4   Rhuglder yn y Gymraeg (* Staff Academaidd / Addysgu yn Unig)
Nodwch ar y daflen ddata p’un o’r cofnodau dilys isod sy’n wir amdanoch chi:

( Wrthi’n addysgu drwy’r Gymraeg 
(rhowch ‘Y’ am ‘Ydw’ neu ‘N’ am ‘Nac ydw’)
( Yn gallu addysgu drwy’r Gymraeg       
(rhowch ‘Y’ am ‘Ydw’ neu ‘N’ am ‘Nac ydw’)
5.5   Rhuglder yn y Gymraeg
Nodwch ar y daflen ddata p’un o’r cofnodau dilys isod sy’n wir amdanoch chi:
( Siaradwr Cymraeg  (rhowch ‘Y’ am ‘Ydw’ neu ‘N’ am ‘Nac ydw’)
( Dysgwr Cymraeg     (rhowch ‘Y’ am ‘Ydw’ neu ‘N’ am ‘Nac ydw’)

Gwnewch yn siŵr eich bod chi’n darllen y gosodiadau am Ddiogelu Gwybodaeth a Data sydd ar waelod y daflen ddata. Yna, llofnodwch y daflen a phostiwch hi at yr adran Adnoddau Dynol yn yr amlen bwrpasol a ddarparwyd.
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	MEMORANDWM

Mr Rob Wyn Jones

Rheolwr SG, Adnoddau Dynol
Ffôn: 62 (1539)  
E-bost: hr-mis@aber.ac.uk
	MEMORANDUM

Mr Rob Wyn Jones

IS Manager, Human Resources
Tel: 62 (1539)

E-mail: hr-mis@aber.ac.uk


PRIVATE AND CONFIDENTIAL

Dear New Member of AU Staff,

In order to ensure compliance with data protection legislation, we are asking all current and new members of staff to provide/ update their personal data which the University holds about them on its Human Resources (HR) information system. The University needs to process personal data as part of its normal in-house day-to-day HR operations and to meet the legal requirements for Equal Opportunities monitoring. There are also additional external requirements introduced by the Higher Education Statistics Agency (HESA). Please note that all data is anonymised before being provided to HESA.

Enclosed is a HR personal data sheet form for your attention.  This sheet is split into 5 sections as described below, with a clarification as to why we are collecting the information:

6.0 Personal Details:
Information is required in order to ensure that our records are up-to-date in relation to your contact details.  Data is also required for Equal Opportunities monitoring and for HESA.

7.0 Diversity:
Information is required for Equal Opportunities monitoring and for HESA.

8.0 Employment:
Information about your previous employment and Higher Education Institution (HEI) is required for HESA.  Under the Working Time Regulations 1998 and/or your contract of employment, the University as your employer has a legal obligation to be aware of all the other paid employment that you may have. Please advise HR directly if you are working over 48 hours per week.

9.0 Emergency Contact:
Information is required in case of situations that may arise such that the University needs to contact your next of kin or nominated emergency contact.

10.0 Qualifications:
Information is required by HESA for some staff groups, and also for up-dating internal HR records.

Please take a few minutes to complete the sections of the enclosed sheet. Guidance notes for completion of the sheet are attached. 
Once completed, please  sign  and  return  your  updated  details  to  Human Resources, along with your signed contract documentation, as soon as possible.
If you have any queries about this request, or require it in an alternative format, please do not hesitate to contact the HR MIS Team on ext 1539 (email: hr-mis@aber.ac.uk) who will be happy to assist.

In order that we can keep personal information accurate and up-to-date after this check, please let Human Resources know promptly whenever there is any change in your details.

Again, we thank you for your assistance in this matter.
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Guidance Notes for Updating Human Resources Personal Data
1.0   PERSONAL DETAILS:

1.1 to 1.7 
Personal Information - for ensuring that all personal information held on you is up-to-date, anonymous HESA data and Equal Opportunities monitoring

For this section, please provide your current contact details, address, home telephone number, etc.
Gender (1.3) can either be Male, Female or Indeterminate (as classified by HESA, Indeterminate is termed as “unable to be classified as either male or female”). Date Appointed to AU (1.4) is the start date of your employment at Aberystwyth University. If you have an Internal E-mail address (1.6) at AU, please use your three character code only, e.g. abc. 
1.7 You do not have to fill in details for section 1.7, Marital Status, Dependant Care and No. of Children. If you choose to do so Marital Status can be shown as ‘Married’, ‘Live with Partner’, ‘Civil Partnership’, ‘Single’,  ‘Divorced’, ‘Legally Separated’, ‘Spouse Deceased’, ‘Lone (Single) Parent’ or ‘Prefer not to say’.  For Dependant Care use ‘Children’ if you have the care of dependent children or ‘Other’ if you have other caring responsibilities.  Leave blank if this does not apply to you.  Please also state the number of dependents you have in No. of Dependents.  This information will help with our family friendly policies.
2.0   DIVERSITY: 

2.1   Disability / Disability Category - required for HESA and Equal Opportunities monitoring

Against the disability field we would appreciate if you would specify ‘Yes’ or ‘No’ whether you consider yourself to be a disabled person under the definition set out in the Disability Discrimination Acts (1995 & 2005), which states that ‘a person has a disability for the purposes of the Act if he/she has a physical or mental impairment which has a substantial and adverse effect on his/her ability to carry out normal day-to-day activities’.  

If you indicate that you do have a disability, please state in Disability Category 1 (and if more than one disability, please complete Disability Category 2) which of the following main descriptions is appropriate. You may use the two digit codes, e.g. 51 etc:

( 51 Specific learning disability (such as dyslexia or dyspraxia)

( 52 General learning disability (such as Down’s syndrome)

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

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

( 55 Mental health condition (such as depression or schizophrenia)

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

( 57 Deaf or serious hearing impairment

( 58 Blind or serious visual impairment

( 96 Other type of disability

Please Note: If you previously notified “multiple disabilities” to us, then you need to clarify the nature of your disabilities in Disability Category 1, and Disability Category 2.

If you state that you do have a disability, could you please indicate what reasonable adjustments you would require the University to put in place for you - this information should be provided in the Disability section of the questionnaire or on a separate sheet of paper marked ‘2.1 Disability – reasonable adjustments’.  A member of Human Resources may contact you - information provided will be treated in the strictest of confidence.

2.2   Ethnic Origin - this field is required for HESA and Equal Opportunities monitoring

This field identifies your ethnic origin. Please state which of the following applies to you in the ethnic origin field.  The code structure below reflects the guidance as provided by HESA. You may use the two digit codes, e.g. 11 etc.

( 11  White – British 
( 33  Asian or Asian British - Bangladeshi
( 12  White – Irish 
( 34  Chinese

( 13  White – Scottish
( 39  Other Asian Background
( 14  Irish Traveller
( 41  Mixed - White and Black Caribbean 
( 15  White – Welsh*
( 42  Mixed - White and Black African
( 16  White – English*
( 43  Mixed - White and Asian 
( 19  Other White Background 
( 49  Other Mixed background 
( 21  Black or Black British - Caribbean 
( 80  Other Ethnic background
( 22  Black or Black British - African 
( 98  Information Refused
( 29  Other Black background
* Please Note: Code 15 “White – Welsh” & Code 16 “White –

( 31  Asian or Asian British – Indian
English” are not currently used by HESA and they will therefore 
( 32  Asian or Asian British – Pakistani
be returned as Code 11 “White - British”
2.3   Nationality - required for HESA

The nationality field defines the country of legal nationality as indicated on your passport.  
2.4    National Identity 1 and 2 - required for HESA

These fields record the national identity or identities of the employee. National identity is different to both ethnicity and nationality and could be based on many things including, for example, culture, language or ancestry/ family history. An individual can identify themselves as having up to two national identities.  Therefore, please select from the following valid entries which ones apply to you, and place your answer in the two fields National ID 1 and 2:

( B  British 
( S    Scottish
( R  Information Refused


( E  English 
( W  Welsh
( U  Unknown
( I   Irish
( O   Other
On 1 December 2003, new Regulations, the Employment Equality (Sexual Orientation) Regulations 2000, preventing discrimination on the grounds of sexual orientation in employment and training came into force. Further legislation on Religion or Belief, the Employment Equality (Religion or Belief) Regulations 2003, also came into force on 2nd December 2003 which made it illegal to discriminate against individuals in any matter regarding employment because of their religion or belief. All workers are covered by both these Regulations. 

We have chosen not to ask for information on sexual orientation or religion/belief in this questionnaire.  However, if you wish to provide the Human Resources with any information in relation to your sexual orientation or religion/belief, please feel free to do so either in the context of the data sheet or in discussion with a member of Human Resources.  All information provided will be treated in the strictest of confidence.

3.0   EMPLOYMENT:

3.1   Previous Employment - this information is required for HESA

Please complete the field with one of the following categories to describe where you were last employed prior to employment with the University (HEI means Higher Education Institution).  You may use the two digit codes, e.g. 01 etc:

( 01  Another HEI in UK 
( 09  NHS/General medical or general dental practice in UK

( 02  HEI in an overseas country 
( 10  Health service in an overseas country

( 03  Other education institution in UK 
( 11  Other public sector in the UK

( 04  Other education institution in overseas country
( 12  Private industry/commerce in UK

( 05  Research institution in the UK
( 13  Self-employed in UK 

( 06  Research institution overseas
( 14  Other employment in UK

( 07  Student in UK
( 15  Other employment in an overseas country

( 08  Student in an overseas country 
( 21  Not in regular employment

Continued….
3.2   Previous HEI (Higher Education Institution) & Previous HESA ID - required for HESA.
If you were employed at another HEI prior to employment at the University, could you please specify which one in the ‘Previous HEI’ field. If you also know your own personal HESA identification number held for you at your previous HEI (this is usually held by the HR office of your previous HEI), then please note this in the ‘HESA ID’ field.

3.3 & 3.4   Other Employment and details - this field is required for University records purposes. Under the terms of the Working Times Regulations 1998 and/or your contract of employment, the University as your employer has an obligation to be made aware of all other paid employment.  Please advise Human Resources directly if you are working over 48 hours per week, as this has Health and Safety implications.
If you have an additional current post (whether full-time or part-time), please specify ‘Yes’ or ‘No’ on the data sheet next to the Other Employment (3.3) category. If you do have another post, please state name of the Employer and the Job Title (3.4).
4.0   EMERGENCY CONTACT:

4.1 to 4.4  This information is required in case a situation arises when the University would need to contact either your next of kin or emergency contact.  

4.1 and 4.2  A Contact Name (4.1) and their Contact Relationship (4.2) to you as the person you would wish us to contact in the event of an emergency.  

4.3 The Next of Kin is the person you choose to best reflect your wishes in the event of your incapacity or death. In the event of your death, it is your next of kin who would be consulted about bereavement issues.
4.4 Please state the Relationship (4.4) of your Next of Kin to you.

5.0 QUALIFICATIONS:

5.1    Qualification – required for HESA

Highest Qualification - please specify from the following valid entries which of the following is the highest Qualification that you currently hold.  You may use the two digit codes, e.g. 01 etc:
( 01  Doctorate
( 21  Diploma of HE

( 02  Other Higher Degree
( 22  HND/HNC

( 03  PGCE
( 29  Other undergraduate qualification (incl. prof.)

( 09  Other Postgraduate qualification (incl. professional) ( 31 A level, Scottish Higher or equiv (NVQ/SVQ Level3)
( 11  First Degree
( 32  O level/GCSE or equivalent (NVQ/SVQ Level 2)
( 12  First Degree with QTS (Qualified Teaching Status)
( 97  Other qualification

( 19  Other qualification at first-degree level (incl. prof.)
( 98  No qualifications
If you are currently studying for a higher qualification, once you gain that qualification please inform Human Resources so that your record can be updated.

5.2   Academic Discipline 1 and 2 (* Academic/ Teaching Staff Only)
Please state the main academic disciplines - up to two – these being the subject or subjects appropriate to your academic qualifications and therefore not necessarily the academic subject(s) in which you currently teach or research.

5.3   Other Languages 1 and 2:

Please specify in this section any languages other than Welsh and English in which you consider that you have reasonable communication skills. This information can be useful to the University when communicating with students and visitors from diverse nationalities.

5.4   Welsh Fluency (* Academic/ Teaching Staff Only)

Please specify on the data sheet which of the following valid entries is applicable to you:

( Currently teaching through the medium of Welsh 
(please specify ‘Y’ for yes or ‘N’ for no)
( Ability to teach through the medium of Welsh       
(please specify ‘Y’ for yes or ‘N’ for no)
5.5   Welsh Fluency

Please specify on the data sheet which of the following valid entries is applicable to you:

( Welsh Speaker  (please specify ‘Y’ for yes or ‘N’ for no)
( Welsh Learner  (please specify ‘Y’ for yes or ‘N’ for no)

Please make sure that you read the Information and Data Protection statements at the bottom of the data sheet, then sign and post to Human Resources in the Confidential envelope provided.


