Candidates who completed their application form electronically will need to sign the following declaration. Failure to do so will result in a delay in the recruitment process should the candidate be appointed:

Declaration
I declare that the information set out in this Application Form is to the best of my knowledge true in all respects, and I understand that canvassing of any Councillor or Employee of Reading Borough Council, or giving false information/omitting to give information may render me liable for dismissal if appointed. For certain posts, if there are concerns around child protection, the matter may be referred to the police.

Candidate Name:

Candidate Signature:

Date:

SOCIAL SERVICES SERVICE USER/CLIENT RECORDS FOR SOCIAL SERVICES POSTS WITHIN THE DIRECTORATE OF EDUCATION, ADULTS AND CHILDREN’S SERVICES 

For social services posts in the Directorate of Education, Adults and Children’s Services, checks are made as to whether prospective employees are known to the Directorates as a service user/client on the Client Register. Any information obtained in this way will be treated in the strictest confidence by the human resources officer and, only where appropriate, the appointing officer. The relevance of any such information to the post applied for will be the key factor.

Being known as a client to the Directorates is not necessarily a bar to employment in that role.

Being a current or past client of RBC social services will only be a barrier to appointment to the post applied for, where after careful consideration it is considered an unsuitable appointment due to a conflict of interest or risk or some other substantial reason. A decision not to appoint for reasons associated with being a client would be discussed with the individual concerned.

The Council seeks your consent to check for your record on Reading Borough Council social services clients register.  
If you do not wish to give permission, you may wish to state your reasons and send them to HR.

I GIVE MY CONSENT FOR A CHECK TO BE MADE AGAINST READING BOROUGH COUNCIL SOCIAL SERVICES CLIENT REGISTER.

I NOTE THAT IF I AM KNOWN TO RBC AS A CLIENT OF SOCIAL SERVICES, THE INFORMATION WILL BE TREATED IN STRICTEST CONFIDENCE AND ONLY BE CONSIDERED IF RELEVANT TO THE POST APPLIED FOR.

POST APPLIED FOR: 
Title:………………………………………………………………………….

Reference Number:………………………………

NAME……………………………SIGNATURE………………………….
DATE……….………

THIS FORM MUST BE RETURNED WITH YOUR APPLICATION FORM
[image: image1.wmf]Issue Date:



Current address details checked against documentation? e.g Utility/Bank Bill                               Yes



Birth Certificate:

Applicant (Name):

Date:

Date:



Signature:

Address:

Evidence seen 

and checked by 

(Name):

Signature:









EVIDENCE OF IDENTITY SEEN AND CHECKED:

Job Title:





Establishment:

Date of Birth:

Passport Number:

Licence valid from:

RECRUITMENT TO POSTS REQUIRING STANDARD OR ENHANCED DISCLOSURE

TO THE APPLICANT:

Marriage Cert. 

Issue date:

P45 or P60 National 

Insurance Number:



Country of Issue:

                        UK



                         Other

Licence Type:

The post you are being interviewed for requires a Standard or Enhanced Disclosure check. This has 

been explained to you in earlier information about this post. In order to progress the Disclosure 

check, if you are successful at interview, we need to confirm evidence of your identity as far as we 

can. To save calling you back following the interview, a member of RBC Staff has been nominated to 

undertake these checks at the time that you attend for interview.                                                                                              

Details and copies of evidence of identity will be taken, together with a sample of your signature. If a 

job offer is to be made to you, this information will be entered onto the Disclosure Application Form. 

This information will be kept entirely confidential and will only be used for the purpose of 

progressing a Disclosure Application in connection with recruitment to this post. If you are 

not successful, then this information will be destroyed and no copies will be kept.

TO BE COMPLETED AND SIGNED BY THE NOMINATED PERSON AND THEN SIGNED BY THE 

APPLICANT.



Nationality:



Driving Licence 

Number:

Date of Birth:

Issue Date:

                    Paper



                   Photocard

Country of Issue:

                        UK



                         Other                                    

NB PHOTOCOPIES OF ORIGINAL DOCUMENTS SHOULD BE TAKEN AND ATTACHED TO THIS FORM


Guidance for completing ID information, and copying ID

All dates should be entered in the following format: DDMMYYYY e.g. 08051961 (= 8th May 1961).

Passport

Passport Number - Enter the full and complete passport number of the applicant leaving no spaces between digits.  Check that the photo on the passport is that of the individual making the application.  Examine the passport carefully for evidence of tampering with the photograph, amendment of details, suspicious stamps, etc.

Date of Birth – Enter the date of birth shown in the applicant’s passport.

Nationality – Enter the nationality as shown in the passport.

Issue date – Please enter the date of issue as shown in the passport.

Take a copy of the front cover of the passport, the photo/details page, and of any relevant stamps.

Driving Licence

Driving licence number – Enter the driver number on the licence.  If the applicant holds a UK driving licence, include the 2 digits that are shown separately on the left hand side of the driver number.

Date of birth – Enter the date of birth shown on the driving licence.

Licence type – Specify whether the licence you have seen is an old style paper licence without a photo, or a photocard.  If it is a photocard you also need to see and copy the counterpart licence, and check that the photograph on the card is that of the individual making the application. Examine the licence carefully for evidence of tampering with the photo or amendment of any details.

Licence valid from – Enter the date when the licence was issued.

Country of issue – If the applicant holds a UK driving licence, please place a cross in the UK box.  If it is a foreign licence, write the name of the country of issue in the boxes labelled other.

Birth Certificate

Date of birth – Enter the date of birth as shown on the birth certificate.

Issue date – State the date when the birth certificate was issued.

Country of issue – If the applicant has a UK birth certificate, please cross the UK box.  If it is a foreign certificate, write the name of the country of issue in the boxes labelled other.

Marriage certificate

Issue date – State the date when the marriage certificate was issued.

P45 or P60

National Insurance Number – enter in the spaces provided the National Insurance Number shown on the applicant’s P45 or P60.

Current address

Details checked against documentation – please cross this box only if you have been given and have checked at least 2 documents from the following list which confirm the applicant’s current address (cross referenced to the application form):

Dated within the last 3 months – bank / building society statement, mail order catalogue statement, utility bill, addressed payslip, credit card statement, store card statement, benefit statement.

Dated within the last 12 months – financial statement, P45/P60, court claim form, TV licence, mortgage statement, insurance certificate, council tax statement.

The documents must be from different sources, e.g. one bank statement and one council tax bill, not one bank statement and one credit card statement from the same provider.

If the applicant has moved very recently and does not yet have any statements showing their current address, then correspondence from the solicitor who handled the purchase of their property can be accepted provided it is printed on the solicitor’s headed paper and includes or mentions the current address.  If the applicant is in rented accommodation, their rent book or a letter from their landlord may also be considered as evidence.
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