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	Departmental Registration Form 

Academic, Academic-Related and Research Staff, Postgraduate Students and Visitors


 Guidance notes for completing this form are given overleaf
	Section 1 - To be completed by all members of staff and visitors

	Last Name:
	
	First Name:
	

	Prof / Dr / Mr / Mrs / Miss / Ms
	Name you are known by (if different):
	

	Staff Category:
	Academic (   Academic-Related     (  Contract Researcher (

	
	Post Graduate Student (Chemistry)  (               Visitor (

	Nationality:
	
	Date of Birth:
	

	UK National Insurance No:
	
	Dept Room No:
	

	Dept Tel No:
	
	University E-mail Address:
	

	College:
	
	Name of Supervisor/Host:
	

	Cambridge Address (including postcode):
	Names of Family member/s to contact (in case of emergency):

	
	Name:
	

	
	Tel No:
	

	Home 
Tel No:
	
	Name:
	

	Mobile 
Tel No:
	
	Tel No:
	

	For Accounts Office use only:
	Date / Stamp

by Accounts:

	Deposit paid            C / CHQ
	Signature:
	

	Section 2 - To be completed by Contract Research Staff

	Start Date:
	
	Contract Duration:
	

	Source of Funds:


	
	BY SIGNING THIS BOX, I CONSENT TO MY PHOTO AND PROFILE BEING DISPLAYED ON THE DEPARTMENT WEBSITE:
	

	Will you be paid on University payroll or directly by your sponsor? (Please tick)
	University  ( 
	Sponsor (

	Section 3 - To be completed by Postgraduate Students registered in the Department of Chemistry

	PhD  (   MPhil    (
	Start Date:
	 
	Name of Mentor:

(Please ask your supervisor)
	

	Financial Support:
	EPSRC
 ( BBSRC ( NERC ( MRC (
	Other 

(please specify):
	

	(Research Council students only): Converted to CASE?  
	   YES / NO
	If yes, name of sponsoring company:
	

	Section 4 - To be completed by Visitors

	Academic: ( Sabbatical  (  Postgraduate student ( Erasmus-Socrates student (  Summer student  ( Other   (

	Home Institution/Department:
	

	Start Date in Department:
	
	Intended Leaving Date:
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	Departmental Registration Form 

All Staff, Postgraduate Students and Visitors




Guidance notes for completing this Departmental Registration form
SECTION 1: Please answer all questions in the first section.

If you have applied for a Cambridge email address, and it is not yet available, you need to enter this into the departmental database, when you are notified, at https://database.ch.private.cam.ac.uk/db/selfservice/ 
Please note: Your email address can only be added to the appropriate Departmental email lists once it is entered into the departmental database.  

Section 2: Please complete if you are a Post-doctoral Research Fellow, Research Associate or Research 

Assistant.  You are a member of our Contract Research staff if you are employed specifically to work in Cambridge, either on a research grant or as a Research Fellow. Please note: You are asked to sign the box in section 2 to agree to display your photograph and profile on the Departmental website. 

SECTION 3: Please complete if you are a Post-graduate Student registered in the Department of Chemistry for your degree course.

SECTION 4: Please complete if you are an Academic visitor or a visiting student.  You are a visitor if you are employed primarily to work at another institution but are working or studying in Cambridge temporarily.

Identification Photograph
When you have completed the form, please arrange with the Photography Section on the 2nd floor (Room: 254 north wing, Tel: 36478) for your photograph to be taken. Your photograph will be attached to this form and, for security purposes, loaded onto the departmental database and you may appear in the “Who’s Who in the Department of Chemistry” booklet. Your registration cannot be processed without a departmental photograph.
The Photography Section will also issue you with safety glasses, a Safety Handbook and a Statement on Safety Regulations to be signed by you declaring you have read the handbook and will comply with the COSHH and other safety requirements.

Payment of Security Deposit (not required for Academic-related/Academic Staff employed by the Department)

A security deposit of £50 is required by the Department. When this registration form is completed, and your photograph attached, it should be taken together with payment of your deposit, to a member of staff in the Accounts Office (Room G27 west wing) between the hours of 10.00am-12.00pm and 2.00pm-3.00pm, Monday to Friday. 

Completion of Safety Induction Checklist Form PD24A

You and your supervisor are responsible for ensuring that all topics are adequately covered during your induction meeting and that this form is completed.  You will not be given security access to the Department and must not commence experimental work until this form AND the Statement on Safety Regulations have been completed and returned to the Departmental Administration Suite. 

Completion of the Inter-Departmental/Research Collaboration Agreement 

For collaborative work with this Department, you and your Supervisor are responsible for completing and returning this form at the same time as the Departmental Registration form and the Statement on Safety Regulations to the Departmental Administration suite. (A written procedure and risk assessment for the planned work must also be completed and sent to the Departmental Safety Officer). 

Return of Security Deposit

Your deposit is refunded in full when you leave the Department provided you have completed and returned the Department’s Clearance Certificate and Leaving Form available from Reception or via the Departments Intranet. 

If you are unsure how to complete this form, please seek guidance from your Supervisor/Host or the Departments Administration Section as follows:

Post Graduate Students/Student Visitors: Rachel Macdonald (rmm73@cam.ac.uk), Rachael Jefferies (rj297@cam.ac.uk)

Contract Research Staff/Contract Research Visitors and Academic/Academic-Related Staff and Academic/Academic-Related Visitors: Rachael Jefferies (rj297@cam.ac.uk), Emma Graham (ejg49@cam.ac.uk).

The Departmental Administration suite is in Room 146 and open Monday to Friday, 09.30am-12.30pm and 2.30pm-4.00pm. 

Please note: This information is held in a database and in the course of using University Mifare security cards for entering, leaving and moving within the Department, certain information is recorded.  This information will be used only for safety and security reasons, unless the Department is required to make a disclosure on legal grounds. 
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