Guidance Notes for Designated Persons, Ministers and Presbytery Clerks
Who should complete an application form?
This is a pre-employment check and therefore should only be used when a person is taking up a position (either voluntary or paid) for the first time, i.e. post 2005 – DO NOT check leaders who are in position prior to 2005.
Please make sure these steps are followed carefully:

1. Applicant completes PCI cover sheet.

2. Applicant completes Access NI Disclosure form parts B, C D E F and G.

3. Designated Person or Minister checks that the form has been completed correctly.

4. Designated Person or Minister verifies the identification of applicant by looking at identification documents (see below), ticking appropriate boxes on PCI cover sheet and last page of the form, and signing the declaration on the cover sheet.

5. Designated Person or Minister checks the form thoroughly, signs the form, takes a photocopy of the PCI cover sheet for church records, and sends the completed form (PCI cover sheet and Disclosure form) to the Taking Care Office.

6. Taking Care Office check form and send it to Access NI.

7. Disclosure certificate sent to Taking Care Office and applicant from Access NI and a letter is sent from the Taking Care Office to the Designated Person, confirming appointment or otherwise of leader.
Identification

It is the responsibility of the Designated Person or Minister to verify the identification of an applicant. In order to do this, you must ask to see identification documents (a list of acceptable identification can be found on the last page of the form). Please check that the spelling in the documents corresponds to what is written on the form.

This is a very unforgiving form!

Make sure applicants read the important information on page 1 of the disclosure (Access NI part) of the form carefully. If there are marks outside of the boxes, answers are not in full, or if block capital and black ink have not been used then the forms will be deemed unreadable.

Don’t break the law!

It is a criminal offence to use anyone to work with children or young people who is on the disqualification list. The only way to find out if a person is on the list is to apply for a Disclosure. You should apply for a Disclosure before a person takes up their position.
Cost

There is no charge for volunteers. If you have indicated that the position is for a paid post (e.g. full-time Youth Worker), then there will be a charge of £30. Your congregation will be sent an invoice for this charge. Do not send cash in the post.

Penalty

Please note that if the information written on the form is incorrect resulting in the form being re-submitted, Access NI will charge £30. This will be billed to the congregation so please check the forms carefully.

Postage

Please ensure the correct amount of postage has been paid when posting forms to the Taking Care Office. The Taking Care Office will not bear the cost of unpaid postage. Incorrect postage causes delays in the receiving and processing of forms at the Taking Care Office.

Remember!

The disclosure form is only part of the recruitment process and does not take the place of selection, interviewing and requesting references.

DO NOT photocopy any part of the disclosure form, only the PCI cover sheet should be photocopied and retained for church records.

If you have any questions please contact the Taking Care Office at:

Phone: (028) 90 417290 or (028) 90 417229

Fax: (028) 90 417303

Email: takingcare@presbyterianireland.org
Website: www.pcibsw.org/takingcare
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