Step-by-step guide for completing PCI Disclosure form.
PCI Cover sheet (1)




PCI Cover sheet (2)

Referee Boxes 1 and 2 

PCI Cover sheet (2)

Referees

Each applicant needs to have two referees. Reference Request forms can be found on our website. Please do not send the references to the Taking Care Office but keep them for your own records.

Interview 

An interview must take place with potential new leaders. They should be given a Pocket Leader’s guide and informed of the duties involved in their new role.

Kirk session Decision 

The minister or another elder must sign the form to say whether the applicant has been agreed as suitable for the post as far as they are aware.
To be completed by Designated Person or Minister

Have you verified the applicant’s identification in line with page 2 of the application form? Do not send us photocopies of an applicants’ passport or other documents. The Designated Person or Minister must check the documents and tick the form to say they have seen them.
Have you checked the form to ensure it has been completed correctly? The form should be checked thoroughly to make sure it has been completed properly.
Print name, Signature and Date – This is the only part of the form which the Designated person or Minister should sign.

Access NI (1)

Reference number – will be completed by access NI.
Part A – Type of application

All positions with PCI require an ‘Enhanced Disclosure’ which is why this part of the form has already been completed for you. Do not write anything here.

Part B – Personal Details

When you complete this part of the form make sure you use a black pen and write in BLOCK CAPITALS. Do not use tippex.

B1 Title Mark an ‘X’ clearly in the appropriate box. Examples of ‘other’ may be ‘Reverend’.

B2 Surname Enter your current Surname or last name. This will be the name that appears on your Disclosure Certificate.

B3 Forename(s) Please write your full first name and not just initials. Include all your forenames if you have more than one.

B4 Name usually known by Use this section to include abbreviations, nicknames etc by which you are more commonly known.

B5 Surname at birth (if different) If your surname at birth was different from your current surname please provide details and the date during which the names were used. This would only be applicable where your surname is different front your current surname eg marriage, deed poll etc.

B6 Any other surname used? One of the boxes must be marked. This appies to all other previously used surnames you have used during your lifetime eg previous marriages, previous deed poll changes. Please also supply dates of changes.

B7 Any other forenames used? One of the boxes must be marked. This applies to all previous forenames you have used during your lifetime and the dates when these names were used. 

B8 Gender Mark on the appropriate box.

B9 Date of birth enter the day, month and year you were born in the format DD/MM/YYYY – e.g. 04/03/1960

B10 Place of birth Enter the day, month and year

B11 Mother’s Maiden Name This should be the birth surname used by your mother/adoptive mother prior to any subsequent surname change, eg marriage, deed poll, etc.

Access NI (2)

B12 National Insurance Number Enter in spaces provided. This can normally be found on your payslip or any personalised Customs and Revenue Documents.

B13 Driving Licence Number Enter the full driving Licence number as found on your UK driving licence (point 5 on your diving licence) and the issue date (point 4a on your driving licence). If you do not have a UK driving licence enter N/A in the boxes provided.

B14 Passport Number Enter your UK passport number and date of issue. The passport should be valid. If you do not have a passport – enter N/A in the boxes provided.

B15 Home Telephone Number Enter your home telephone number with the STD code at which Access NI will be able to contact you if necessary. Please note that if you leave this blank and we are unable to contact you, it could result in a delay in processing your application. Do not leave any spaces between numbers when entering your telephone number.

B16 Preferred contact number enter the number that you would prefer to be contacted on by Access NI if necessary e.g mobile phone number

B17 Email address please ensure that if your email address is shared that you have no objections to others reading any correspondence that you may enter into with Access NI. Otherwise you do not need to provide details of your email address.

B18-B22 Current Address this should be your home address or, where this is not possible, Halls of residence or temporary lodgings. Also include the date from which you have been a resident of this address. Each section must be completed.

B23 Delivery Address If you do not want your Disclosure certificate to be sent to your home address then please specify a different address here. If it is the same as your current address please write ‘as above’.
B27 Previous Addresses You must list all previous addresses for the last 5 years. If you have more than two previous addresses then use an extra sheet and write at the top of it your name, address and date of birth. The dates at which you have lived at different addresses must match so make sure you don’t leave any gaps! If you do not provide a full 5 year address history your form will be returned.
Part C – Declaration by Applicant 

Read this section carefully as it is where you declare that all the information provided is correct and up to date. You must sign the form, print your name underneath in BLOCK CAPITALS and write today’s date.
DO NOT WRITE ON ANY OTHER PART OF THE FORM!

Name of congregation: Write the name of the congregation which you actually attend.


If a person is applying to be a leader of a different congregation then they put the name of the congregation they are going to be a leader at.





Name of applicant: this is your own name!





Name of organisation or group: Explain which organisation you are going to be a leader in. E.g. girls Brigade, Sunday school. If you are applying to be a leader in more than one organisation then write down both organisations. 





Age group of children: Circle the age group of children which you are going to work with. If you are going to cover more than one age group then circle more than one.


This is important because Access Northern Ireland have requested that we specify which age group leaders are working with.





Position applied for: Specify your role. E.g team leader, team member, caretaker, youth leader, full-time youth worker etc. Access Northern Ireland have requested that we specify what role an applicant will have.





Is this a paid position? State if the position is a paid post or not. If it is a paid post, such as a caretaker, a full-time youth worker etc. then circle ‘yes’. An invoice will be sent to the congregation for £30.








Name of any previous church you attended: Any church of any denomination which you have attended.





Name of previous Minister: if applicable please write the name(s) of previous ministers.





Please describe experience of working with children: In this space please write briefly about any experience you have had working with children as part of a career, home life or on a voluntary basis.





Please describe your reasons for working with children and comment on your Christian development: Tell us why you want to work with children and young people.








Have you attended Taking Care Training in the past three years? 


Taking Care is the name of the child protection policy of the Presbyterian Church in Ireland. It is usually the Designated Person or Minister who organises the training for their congregation. The training takes one evening and involves a power point presentation. There are several volunteer trainers who take the training sessions in their Presbytery. In order to do this, please phone the Taking Care Office (02890  417290).





Have you had treatment in the last five years which may have a bearing on your ability to work with children and young people? It is important that you state any know reason which could make it difficult for you to work with children.











