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Employment Screening Application


	Guidance Notes

	Your role with Excel Staff Ltd requires some employment screening checks to be carried out. The information obtained from these enquiries will be used to verify the information presented on your application form and/or curriculum vitae, to assess your suitability for employment. This form captures the data required to perform this process. Please read these guidance notes as they will help you to complete this form accurately which in turn will mean that the checks can be carried out as quickly and smoothly as possible.

· All fields are mandatory so please take care to complete the form fully, missing information will result in delays and potentially mean your employment commencing later than scheduled.
· Please ensure that the consent declaration at the end of this form is signed and dated. The screening process cannot commence without your consent.
· The information supplied on this form will only be used for the purpose of making employment screening checks. 
· If you have any questions regarding this form or the screening process contact Tahir Naseem; 02088385459; tahir@excelstaff.co.uk



	Supporting Documents for Criminal Record Checks

	Where a Criminal Record Check is required supporting documents must be provided along with this completed application form. Please supply clear, legible copies of 3 documents, 1 document must be from Group A and 1 document must be from Group B.



	Group A - Identity Document

	· Passport – any nationality
· Driving Licence – Photo card from modern licences or old style paper licence
· Birth Certificate
The name and date of birth on the document must match exactly to that provided on this form.



	Group B - Address Document

	· Utility bill – Gas / Electricity / Water / Telephone / Mobile Phone bill
· Bank / Building Society / Financial Services statement or letter
· Document issued by a Government Department e.g. HMRC, DWP, NHS or a Local Authority e.g. your council tax bill
· A driving licence is valid as a group B document as long as you provide an alternative document from Group A – it cannot be used for both categories.
The document must display your current address as provided on this form.



Frequently Asked Questions

Q. Why do you perform these employment screening checks?

A. Effective employment screening protects everyone. It ensures only genuinely qualified, experienced and motivated people join our team, avoiding potential performance, compliance and reputation issues. Additionally, many of our clients are required to screen their employees – e.g. under FCA guidelines and require us to mirror these standards.

Q. If the employment screening process returns any data that might be viewed as negative does this automatically mean the offer of employment will be withdrawn?

A. No, not necessarily. If an issue is identified during the employment screening process, the company will contact you to discuss the issue. Following this, a decision will be made as to whether or not to continue with the offer of employment.

Q. My last employer carried out the same checks. Do I need to go through the process again?

A. Yes. Your circumstances may have changed since the previous checks were made and each employer will operate a slightly different process so we need to make the checks ourselves to be sure you meet our criteria.

Q. I’ve been employed in this position and underwent screening when I started. Why do I need to go through this process again?

A. This will depend on your role. It is recommended that employers conduct refresher checks at regular intervals to ensure that your circumstances have not changed. You may be required to undergo annual checks.

Q. What if I don’t agree with some of the information reported?

A. If you can prove that our information is incorrect we will amend it accordingly.

Q. Will an Employee Credit Check affect my credit score?

A. No. Employee Credit Checks do not have any impact on your credit score or ability to gain credit. The search recorded on your credit report by the credit reference agency is a type which only you can see and is not seen by any organisation or used in calculating credit scores.

Q. Who or what is Disclosure Scotland?

A. Disclosure Scotland is part of the Scottish Government and is one of three Criminal Record Bureaux in the UK. Disclosure Scotland has the responsibility for performing Basic Criminal Record Checks for all of the UK population regardless of where the person being checked lives i.e. England, Scotland, Wales or Northern Ireland.

Q. Who can I contact if I have any further questions?

[bookmark: _GoBack]A. Please contact your Resourcing Consultant on 02088385459 or aniqa@excelstaff.co.uk. 


Personal Details

	Title
	

	Forename
	

	Middle name(s)
	

	Surname
	

	Have you ever been known by another name?
(if yes please state)
	

	Date of birth
	

	National Insurance Number
	

	Email Address
	

	Mobile Number  Landline Number
	

	Marital Status
	




	Ethnic Origin
	

	Country of birth
	

	Nationality
	

	Do you have the right to work in the UK
	

	Next of Kin:
Name
Telephone number 
Relationship to applicant
	




	Do you have a Driving Licence?
	



Current Address 

	Address
	

	
	

	Town
	
	Postcode
	

	At address since
	
	County
	



	




Employment References
· Please supply details of your employment history over the previous 5 years, starting with the most recent employer and working back.

	Organisation
	

	Your job title
	

	Employment start date
	DD/MM/YYYY

	Employment end date
	DD/MM/YYYY


	Reason for leaving
	

	Referee Name
	Title

	First Name

	Surname


	Referee Job Title
	
	
	

	Organisation Address
	

	
	

	
	Town / City

	Postcode


	Referee Phone
	

	Referee Email
	

	Can we contact this referee?
	Yes
	No
	If ‘No’ enter the date we can contact the referee
	




	Organisation
	

	Your job title
	

	Employment start date
	DD/MM/YYYY

	Employment end date
	DD/MM/YYYY


	Reason for leaving
	

	Referee Name
	Title

	First Name

	Surname


	Referee Job Title
	
	
	

	Organisation Address
	

	
	

	
	Town / City

	Postcode


	Referee Phone
	

	Referee Email
	

	Can we contact this referee?
	Yes
	No
	If ‘No’ enter the date we can contact the referee
	



Employment References


	Organisation
	

	Your job title
	

	Employment start date
	DD/MM/YYYY

	Employment end date
	DD/MM/YYYY


	Reason for leaving
	

	Referee Name
	Title

	First Name

	Surname


	Referee Job Title
	
	
	

	Organisation Address
	

	
	

	
	Town / City

	Postcode


	Referee Phone
	

	Referee Email
	

	Can we contact this referee?
	Yes
	No
	If ‘No’ enter the date we can contact the referee
	




	Organisation
	

	Your job title
	

	Employment start date
	DD/MM/YYYY

	Employment end date
	DD/MM/YYYY


	Reason for leaving
	

	Referee Name
	Title

	First Name

	Surname


	Referee Job Title
	
	
	

	Organisation Address
	

	
	

	
	Town / City

	Postcode


	Referee Phone
	

	Referee Email
	

	Can we contact this referee?
	Yes
	No
	If ‘No’ enter the date we can contact the referee
	




Qualifications


	Education Establishment
	

	Course Studied
	

	Attendance Start Date
	DD/MM/YYYY

	Attendance End Date
	DD/MM/YYYY


	Qualification Type
	e.g. BSc / Advanced Diploma


	Level / Grade Awarded
	e.g. 2.1 (Hons), Distinction





	Education Establishment
	

	Course Studied
	

	Attendance Start Date
	DD/MM/YYYY

	Attendance End Date
	DD/MM/YYYY


	Qualification Type
	e.g. BSc / Advanced Diploma


	Level / Grade Awarded
	e.g. 2.1 (Hons), Distinction




	Rehabilitation of Offenders Act (1974)
	Do you have any convictions that are unspent under the rehabilitation of offender’s Act 1974?   

Yes    No 



	Disability Discrimination Act 
	This act protects people with disabilities from unlawful discrimination.  We actively encourage applications from people with disabilities. The Disability Discrimination Act defines a disabled person as someone who has a physical or mental impairment which has a substantial and adverse long term effect on his or her ability to carry out normal day to day activities.

Do you have a disability which is relevant to your application?
Yes    No 

If yes, please give details:






Experiences as a care / support worker

In your own words please briefly describe what your experience is as a care worker and why you feel this is a role you would like to undertake.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Employment Screening Consent Declaration

Please read the following statements carefully and then confirm your consent by signing and dating the form below.

I authorise you, Know Your Candidate Ltd and your representatives to: 

· Carry out checks on my employment history, education, professional qualifications and membership of professional organisations; and
· Take up character references; and
· Carry out any other background checks that are necessary, including a credit check, identity check and a criminal record check.
· Where a Basic Criminal Record Check is required I authorise Disclosure Scotland to mail my disclosure certificate directly to Know Your Candidate and consent to Know Your Candidate opening and handling my disclosure certificate.  I authorise Know Your Candidate to provide details of my disclosure report to Excel Staff Ltd and to hold a copy of my disclosure until 6 months after the completion of my background check. I further authorise Know Your Candidate to only return my disclosure certificate to me where convictions are listed, where my certificate is clear I authorise Know Your Candidate to securely dispose of my certificate. 

I authorise all previous employers, educational institutions, professional institutions, credit reference agencies, government organisations and others to give information about my background (including information about my employment, education, credit history, driving records, criminal records and other public records) to Know Your Candidate Ltd, and for Know Your Candidate Ltd to pass on this personal information to Excel Staff Ltd or people acting for them, in the European Union and, if appropriate, other countries regulated by data protection directives.

I understand that in some circumstances you may continue to carry out searches during the course of my employment and I agree to this. 

I understand and agree that my personal information will be used for the purpose of employment screening as set out above. This information will not be disclosed for any other purpose without my express permission.

I declare that the information I have provided in connection with my application for employment to Excel Staff Ltd  is true and complete to the best of my knowledge. I understand that the provision of false and misleading information may lead to the withdrawal of the employment offer from Excel Staff Ltd or, if appointed, to disciplinary action or termination of my employment contract.


	Applicant name
	

	Applicant signature
	

	Date
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