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VERIFICATION STATEMENT FOR APPLICANTS 

In order to protect children and young people we need to pay attention to the safer selection of staff and volunteers at all levels. Children in Scotland has therefore adopted the Code of Practice for Registered Persons and other recipients of Disclosure Information issued by the Scottish Government, and will undertake verification checks for applicants short-listed for interview.  

Children in Scotland are obliged also to check all applicants’ eligibility to work in the UK as defined in guidelines issued by the Home Office. 

Children in Scotland will ensure that all verification checks undertaken will be compliant with the Data Protection Act 1998, Code of Practice on Recruitment and Selection. 

Verification will be carried out by Children in Scotland in the following areas by the following means and will be a check that details supplied by you are accurate and complete. 

References  

· Two written references will be requested as soon as short-listing has taken place (subject to the agreement of the applicant). At least one of the referees should be able to comment on your current or most recent employment.  They should have had some managerial responsibility for your work and not be colleagues or subordinates. If you have difficulties in obtaining an employer's reference (eg students or people returning to work after a long period of absence), a tutor's reference or similar will be acceptable.  References regarding voluntary work will be welcomed.  If unable to provide a reference please give details why in a covering letter.  Referees should not be relatives.

· Please note that it is CiS’s policy to contact all referees of shortlisted candidates prior to interview.

· For successful candidates, written references will be followed up with a telephone call to the referee. 

· For successful candidates, a standard letter may also be sent to the head of the referee’s organisation or referees senior manager to check that the provision of a reference by this person is acceptable to the head of the organisation. 

Qualifications

· Original relevant qualifications must be brought to the interview
· For the successful candidate, qualifications awarded may be verified by us by writing to the establishment from which the qualification was awarded.
· If your name has changed since obtaining relevant qualifications, e.g. marriage or otherwise , you should provide original documentation of this.
Personal identity

· You will be asked for proof of who you are by providing three pieces of identification, the originals of which must be brought to the interview for checking;

· Original birth certificate

· Original passport

· Original driving licence (with photo)

· Proof of your National Insurance number

At least one of these should provide photographic evidence of your identity.  

Proof of current address

Please also bring to the interview – a utilities bill or Council Tax bill – as proof of your current address.

Criminal Records check / Disclosure Information

· You will be asked to self disclose, prior to interview, any criminal conviction(s) you may have. Please see enclosed information on Self Disclosure. 

· Convictions will be verified by seeking a Disclosure certificate from Disclosure Scotland.  The following Children in Scotland policies will be forwarded to applicants shortlisted for interview, but please do not hesitate to contact us, should you wish a copy.

- Secure Handling, Use, Storage and Retention of Disclosure Information

- Recruitment of Ex Offenders

Eligibility to work in the UK (as issued by Home Office guidelines)

· You will be required to provide proof of eligibility to work in the UK.  Proof can be one document listed below in List 1 or a combination of documents listed in List 2.

List 1

· A passport showing that the holder is a British citizen, or has a right of abode in the United Kingdom.

· A document showing that the holder is a national of a European Economic Area country or Switzerland.  This must be a national passport or national identity card.

· A residence permit issued by the Home Office to a national from a European Economic Area country or Switzerland.

· A passport or other document issued by the Home Office which has an endorsement stating that the holder has a current right of residence in the Economic Area country or Switzerland who is resident in the United Kingdom.

· A passport or other travel document endorsed to show that the holder can stay indefinitely in the United Kingdom, or has not time limit on their stay.

· A passport or other travel document endorsed to show that the holder can stay in the United Kingdom; and that this endorsement allows the holder to do the type of work you are offering if they do not have a work permit.

· An Application Registration card issued by the Home Office to an asylum seeker that the holder is permitted to take employment.

List 2

First Combination

A   a document giving the person’s permanent National Insurance Number and name.  this could be a:  P45, P60, National Insurance card, or a letter from a Government agency.

Along with a document giving your National Insurance Number, you would be required to produce one of the following documents listed in sections B-H:

B   a full birth certificated issued in the United Kingdom, which includes the names of the holder’s parents; OR

C   a birth certificate issued in the Channel Islands, the Isle of Man or Ireland; OR

D  a certificate of registration or naturalisation stating that the holder is a British citizen;  OR

E  a letter issued by the Home Office to the holder which indicates that the person named in it can stay indefinitely in the United Kingdom, or has no time limit on their stay;  OR

F  an Immigration Status Document issued by the Home Office to the holder with an endorsement indicating that the person named in it can stay indefinitely in the United Kingdom, or has not time limit on their stay;  OR

G  a letter issued by the Home Office to the holder which indicates that the person named in it can stay in the United Kingdom, and this allows them to do the type of work you are offering;  OR

H  an Immigration Status Document issued by the Home Office to the holder with an endorsement indicating that the person named in it can stay in the United Kingdom, and this allows them to do the type of work you are offering.

Second Combination

A  a work permit or other approval to take employment that has been issued by Work Permits UK.

Along with a document issued by Work Permits UK, you would also be required to produce one of the documents listed at B-C.

B  a passport or other travel document endorsed to show that the holder is able to stay in the United Kingdom and can take the work permit employment in question;  OR

C  a letter issued by the Home Office to the holder confirming that the person named in it is able to stay in the United Kingdom and can take the work permit employment in question.

Checklist – see over

Checklist

Please therefore ensure that the following documents are brought to the interview: 

· Original relevant qualifications

· Three pieces of original identification – preferably photographic

· Proof of your current address

· Confidential self disclosure statement (if not posted prior to day of interview)

· Proof of eligibility to work in the UK

Please note that any delay in Children in Scotland receiving the information requested above may result in delay in appointment to the post.

If you have any queries regarding information for verification – or any other issue -  please do not hesitate to contact Cathie MacDonald, 

HR & Office Manager on 0131 222 2415.

Thank you in advance for assisting Children in Scotland with our verification checks.   
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