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EXTERNAL CONDITIONAL OFFER – PERSONAL DECLARATION

This Personal Declaration Form is one part of the pre-employment checks referred to in your conditional offer letter. It must be returned to the Recruitment & Selection Team by emailing to pre-employmentchecks.ssc@hscni.net 
Please complete each section fully and accurately as failure to do so may lead to your offer of employment being withdrawn / dismissal should you take up post. Continue on separate sheet if necessary.

	Name

	

	Address



	

	Contact Telephone Number

	

	National Insurance Number

	

	Reference Number

	

	Position Applied For

	

	Recruiter Name

	


		
1. DISABILITY
The Disability Discrimination Act 1995 defines disability as a physical or mental impairment which has a substantial and long term effect on a person’s ability to carry out normal day to day activities. Normal day to day activities are outlined in the Act as those activities which affect one of the following broad categories of capacity; mobility; manual dexterity; physical co-ordination; continence; ability to lift, carry or otherwise move everyday objects; speech, hearing or eyesight; memory or ability to concentrate, learn or understand; or perception of risk of physical danger. 

If you have a disability in line with this definition and require reasonable adjustment for the job being offered, the Trust/Organisation would be keen to discuss this with you to agree what can be accommodated. Having read this definition do you require a reasonable adjustment for reasons related to a disability to allow you to undertake the duties of this post?  	
																						(Please Circle) Yes / No 

	If you have answered yes to the above question on disability, a meeting will be arranged with the manager to discuss the reasonable adjustments required. To inform this discussion please provide details below of the reasonable adjustments required so that this may be fully considered.





2. Sickness Absence
Whether you have been employed or not, please state all periods of sickness over the past 3 years up to the date of completing this form:
	Nature of Sickness
	Date from
	Date 
to
	No of Calendar Days
	If working were you absent from work
	Did you consult a Doctor

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



The HSC has a strong emphasis on your ability to attend work to provide regular and reliable service and will be assessing the information you provide in this context as part of the pre-employment checks. 

If there are any mitigating circumstances you wish to comment on, for example, were any of the absences pregnancy related, disability related, or perhaps due to a one off medical problem which is now resolved, or even a one off incident which impacted on your health for a period such as a Road Traffic Accident, please add your comments to the box on the next page. You must provide full and accurate information in response to this question. You should be aware that this information forms part of the conditional offer process and any information you provide will be shared with the organisation offering you this employment. This may include the manager responsible for the position you have been offered; the organisations Human Resources Department and Occupational Health Department where it is considered necessary.

	




Please continue on separate sheet if necessary.



Have you ever had to resign, retire or been terminated / dismissed from a post because of ill health?
									(Please Circle) Yes / No






3. CURRENT EMPLOYMENT & REFEREE DETAILS
	
	Yes
	No

	
Have you changed employer since completing your application form?

	
	

	Have you changed line manager since completing your application form?

	
	

	Have you changed job (even within the same employment) since completing your application form?
	
	


If you answered yes to any of the questions above please provide updated details below:  

	Date of Leaving previous job
	
	Date commenced in current job
	

	Reason for Leaving
	
	
	

	Name Of Current Employer
	
	Address
	

	Name of New Referee 
(must be in a line manager capacity)
	

	Occupation 
	
	
	

	Work Email
	

	Tel. No (landline)
	
	Mobile No
	


If you have previously worked within the HSC/NHS, we will also contact your previous Trust/Organisation Manager for a reference.

4. GOOD STANDING / SUITABILITY FOR THE POST 
You must be of good standing to undertake this post and in this regard you are asked to answer the following questions:  Have you any live disciplinary sanctions imposed against you?

 (Please Circle) Yes / No
	If yes, what is the sanction e.g. final warning; formal or informal warning; downgrading etc.
	

	Please state the organisation that imposed this sanction.
	

	Please provide the date this sanction was imposed.
	

	Please provide the date this sanction will expire.
	

	Please state the position you held when this sanction was imposed.

	

	Please state briefly the charges which led to this sanction being imposed.



	



5. CRIMINAL RECORD 
The HSC is committed to equality of opportunity for all applicants, including those with criminal convictions.  Whilst the disclosure of information does not automatically debar an individual from employment, it is essential that all convictions are disclosed to allow the Trust/Organisation to adequately consider their relevance to the post in question. 
Below you are asked to disclose any criminal convictions or offences.  The post to which you have applied falls within the definition of ‘excepted employment’ as provided by the Rehabilitation of Offenders (Exceptions) (NI) Order 1979 which provides additional protection to vulnerable groups and applies to all posts within the Health and Social Care Services.  Under this Order, no conviction is ever regarded as spent. The only exception to this is protected disclosures as detailed in the Protection of Freedoms Bill 2012.

	Therefore you MUST disclose information about ALL cautions and convictions, even where they are ordinarily considered as “spent” (other than protected disclosures).  You should also include any pending charges. For motoring offences see next section. In this regard please answer the following questions.

	Yes
	No

	Have you ever been convicted, charged, prosecuted, cautioned or bound over for any offence, no matter how minor? 
	
	

	Are you currently the subject of a police investigation or do you have any prosecutions pending? 
	
	



If you have answered yes to any of the above questions, please provide details below. It is important that you list ALL charges, prosecutions, convictions, cautions, bind-over orders (other than protected disclosures) – even if they happened a long time ago. 
	Date of conviction/charge/
Prosecution/caution/bind over
	Offence
	Penalty/Sentence received

	




	
	



6. OTHER OFFENCES
Here you should state offences which are not criminal offences but must be declared to ensure the Trust/Organisation has full information of any offences you have, or have been charged with. For example minor motoring offences which you have not attended court over such as fixed penalty notices should be listed below.


	Date of Offence
	Offence
	Penalty received

	


	
	




7. SAFEGUARDING VULNERABLE GROUPS (NI) ORDER 2007 AS AMENDED BY THE PROTECTION OF FREEDOMS BILL 2012

Under the Safeguarding Vulnerable Groups (NI) Order 2007 as amended by the Protection of Freedoms Bill, the Trust/Organisation must not employ any individual in regulated activity who is barred from such activity. 
	
	Yes
	No

	Are you currently barred from Regulated Activity by the Disclosure & Barring Service?  
	
	

	Are you currently referred for investigation to the Disclosure & Barring Service?   
	
	




8. PROFESSIONAL REGISTRATION WITH REGULATORY BODY

If the post that you have been offered requires professional registration with a regulatory body please answer the following question
	
	Yes
	No

	Are you currently the subject of a referral to, or an investigation by, your regulatory body?
	
	

	If yes, please give details 





9. INTERNAL EMPLOYEE INFORMATION FOR PAYROLL PURPOSES

You ONLY need to complete this section if you are currently employed (not engaged via a recruitment agency) in the same HSC Trust / Organisation, including both substantive OR Bank posts, in which you are accepting this post.  Otherwise please proceed to the declaration section below.
To ensure you are paid correctly, it is ESSENTIAL that you provide full and correct information to the following:

	Post
	8-digit Staff 
Number
	How are you paid for this role?  Monthly / Fortnightly / Weekly 
	Do you intend to continue working in this post after you take up your new post?
(Please Circle)

	1. Your main employment
	
  _  _  _  _  _  _  _  _
	
	
Yes / No

	
2.
	
 _  _  _  _  _  _  _  _
	
	
Yes / No

	
3.
	
 _  _  _  _  _  _  _  _
	
	
Yes / No

	
4.
	
  _  _  _  _  _  _  _  _
	
	
Yes / No

	
5.
	
  _  _  _  _  _  _  _  _
	
	
Yes / No

	
6.
	
  _  _  _  _  _  _  _  _
	
	
Yes / No



Please note that you may be assigned a new Staff Number for your new post, depending on your answers to the above questions.

10. DECLARATION
I ____________________ (print name) confirm that the information provided in the Personal Declaration above is complete and accurate. I understand that the information I have provided will now be used as part of the pre-employment check process and in essence forms part of my application to the Trust/Organisation.

I am aware that if I have provided wrong information / failed to provide full and accurate information the offer of employment may be withdrawn or I may be dismissed if I take up this appointment.

I understand that the information provided will be used to make a judgement about my suitability for employment in terms of the key areas on which I have provided information. I understand that if these checks are not satisfactory this offer of employment may be withdrawn. 

I understand that this information along with my application will be submitted to and processed by the Regional Recruitment & Selection Shared Service Centre on behalf of the HSC Trust/Organisation to which I am applying but will also be accessible to that Trust/Organisation to facilitate the full Recruitment Process and for use in the Employment Relationship both electronically and manually.

I consent to the information I have provided being shared with the Manager of this post, Human Resources and / or Occupational Health and used for the purposes of fully considering my suitability for the post I have been offered. 

I agree to the Regional Recruitment & Selection Shared Service Centre on behalf of the HSC Trust/Organisation to which I am applying and / or officers of that HSC Trust/Organisation making necessary enquiries during the recruitment and selection process.

I understand all information will be used in accordance with the Data Protection Act 1998.

Signed______________________________ Date _____________________________
Print Name __________________________
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