	
	Recruitment Team

 West Berkshire Council

Council Offices

Market Street, Newbury

Berkshire RG14 5LD

Our Ref: 
Your Ref:

Switchboard: 01635 42400

Please ask for: Recruitment

Direct line: 01635 519119 / 519692
Fax: 01635 519330

Answerphone (24-hour): 01635 519122

Email: recruitment@westberks.gov.uk


Dear Applicant

Pre-Employment Checks
The nature of the work of Community Care & Housing and Children & Young People involves access to vulnerable people and highly confidential information.  Consequently we are very careful to carry out as many relevant pre-employment checks as possible before appointing individuals to jobs within the Department.

The post for which you are applying is subject to the following checks (boxes ticked where checks will be carried out, prior to employment):

	1.
	References are taken up
	(

	The names of two referees are required on the application form.  One of these referees should be your present or last employer.  Referees should not be relations or spouse/partner.  References for shortlisted candidates only are taken up prior to interview, unless otherwise requested.  Applicants should note that no offer of employment will be made ‘subject to references’


	2.
	Identification/Date of Birth Confirmation
	(

	All staff will be asked to show the line manager either their passport or birth certificate and a copy will be taken for personal file purposes.


	3.
	Medical check will be carried out
	(

	Applicants will be asked to complete a medical questionnaire if a conditional offer of employment is to be made.


	4.
	Client records will be checked
	(

	Checks are made as to whether prospective employees are known to West Berkshire Council as a client.  Any information obtained in this way will be entirely confidential to the appointing officer or HR officer, and the relevance of any such information to the job applied for will be the key factor.


	5.
	Qualifications will be verified
	(

	If you are shortlisted for interview you are asked to ensure that you bring with you any certificates of qualification, as proof that qualifications are held.


	6.
	Information from other authorities will be checked
	(

	Records are maintained which include information from other authorities relating to employees about whom there are serious concerns (e.g. employees dismissed from the employment of an authority for gross misconduct).  Names of applicants are checked against these records.


	7.
	Disclosure of criminal conviction will be required
	(

	This post is exempt from Section 4(2) of the Rehabilitation of Offenders Act 1974.  This means that applicants are not entitled to withhold information about convictions which are otherwise regarded as ‘spent’ under the Act, and must disclose information about any cautions, convictions or bind-overs.  A question is included on the application form.


	8.
	Police records will be checked
	(

	Posts of Manager of Residential home, and posts involving ‘substantial access to children’ or vulnerable adults are additionally subject to a police check for criminal convictions.  Applicants for such posts will be required to complete a Police Check form.


	9
	Protection of Vulnerable Adults (POVA) check
	(

	This post requires a check against the Protection of Vulnerable Adults (POVA) list. An individual who is included on the POVA list either as a confirmed or provisional listing may not be offered work in a care position.  It is also a criminal offence for an individual confirmed on the POVA list to knowingly apply for, offer to do, accept or do any work in a care position.  It is not a criminal offence for an individual who is provisionally listed to seek employment.  A care position means:

· a position that would enable care workers employed in care homes carried on by registered providers, including workers supplied to such homes by employment agencies and businesses, to have regular contact in the course of their duties with care home residents.

· a position that would enable care workers employed by domiciliary care agencies carried on by registered providers, including workers supplied to such agencies by employment agencies and businesses, to provide personal care in their own homes to persons who by reason of illness, infirmity or disability are unable to provide it for themselves without assistance.


	10
	Positions involving substantial access to children
	(

	
	Individuals to whom an offer of employment is to be made, will be
	

	
	(a)
	checked against relevant records held by the Department of Health; 

and 
	

	
	(b)
	subject to employment checks with all previous employers to clarify dates of employment.
	


	11
	Spouses/Partners
	(

	Applicants should note that it is the policy of the Department that spouses/partners will not be employed where there will be a line management relationship between them or where they will be employed in the same work setting or within the same line management.


	12
	Foster/Respite/Supported Lodgings Carers
	(

	Applicants should note that people employed in posts within Community Care and Housing will not normally also be appointed by the Department to be foster carers for Berkshire children, or to provide respite care or supported lodgings for adults or children.  If you are currently a foster carer or provide respite care or supported lodgings, please indicate this on the application form or in a covering letter.  This will not preclude you from any short list, but will indicate the need for a discussion with you prior to appointment if successful.


	13
	Confidentiality
	(

	The need to ensure confidentiality at all times is of prime importance, and on appointment all staff are issued with a ‘Notice of Confidentiality’, which emphasises this and advises staff of the action to be taken in this regard.


Where any of the above checks indicate concern as to the candidate’s suitability for employment to the post applied for, then the decision to short list or to offer employment will take careful account of the nature of the job and the nature of the concern.  Concerns which come to light as a result of the checking process will generally be discussed with the applicant prior to any decision is made.  Please contact the appointing officer if you have any queries about the above.

West Berkshire Council

Pre-employment declaration form – Enhanced/Standard Posts

Please sign and return these pages only with your application form, to signify your agreement to the above. Please, if applicable, provide details of your previous surname and status, as this information is required in order to carry out the checks.

THESE PAGES MUST BE COMPLETED AND SENT BACK IN A SEALED ENVELOPE STAPLED TO YOUR APPLICATION FORM.  YOU NEED ONLY RETURN THESE PAGES. THANK YOU.

PRE-EMPLOYMENT CHECKS

Post Applied for:- 

     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
Post No.:-

     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
I acknowledge receipt of the pre-employment checks letter and agree for West Berkshire to undertake any necessary checks that are applicable to the post I have applied for.

Last name:
 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     






Title: 


     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     


First name:

     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
Previous last name:
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     


Signed: 


     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
Date of Birth: 

     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
We need you to answer a number of questions. Your answers will not necessarily prevent us from employing you, but we will consider them against the particular job you have applied for.

	Do you have any criminal charge outstanding against you ?     Yes   □          No  □
If ‘Yes’, please give details of the offence you have been charged with.



	Do you have any criminal cautions, convictions, bind-overs, reprimands, final warnings…etc?     Yes   □          No  □

If ‘Yes’, please give details including which offence you were convicted of and the date you were convicted. It is important that you must tell us about all your previous convictions as this post is not covered by the Rehabilitation of Offenders Act 1974. This means that applicants are not entitled to withhold information about convictions which are otherwise regarded as ‘spent’ under the Act, and must declare any convictions, cautions and bind-overs.  

Are you aware of any police enquiries following allegations made against you ?

Yes   □          No  □  If Yes, please give details.




	Do you owe money to us or any other council, except money you are entitled to by law ?  Yes   □          No  □

If ‘Yes’, please say which council you owe money to.




	Are you a member of any secret organisation, for example the Freemasons ?   Yes   □          No  □




	Do you have any other jobs, including unpaid service to voluntary or other organisations, which you plan to continue if we offer you this job ?  Yes   □          No  □

If ‘Yes’ please give details of the type of work and number of hours you will work.




	I understand that if I have given false or misleading information at any time, you may either cease consideration of my application or end my contract.

As far as I know the information I have given in my application and in any other document is correct. I acknowledge receipt of the pre-employment checks letter and I agree that you can make any reasonable enquiries you feel are necessary to check the information and details I have given.

Your name (please print): __________________________________________

Your signature: _______________________________        Date:___/____/____




