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ACCESS NI PIN NOTIFICATION AND ID VALIDATION FORM (PAID) & RIGHT TO WORK

Step 1 - Complete the Applicant Consent

Rehabilitation of Offenders Order 1978
The majority of Education Authority posts are exempt from the Rehabilitation of Offenders Order 1978.  Appointment to such posts will be subject to the satisfactory completion of criminal background checks by Access NI.  It should be noted that having a criminal record does not necessarily debar you from employment.  Each individual case is considered on its merits taking all relevant factors into account.  The Education Authority policy on Employment of Ex-Offenders and the Policy statement on Management, Handling and Storage of Disclosure information is available on the Education Authority’s website.  

The Access NI Code of Practice is available on the Access NI website. 

Barred lists

Where an individual is working in regulated activity, that individual is eligible for a barred list check.   

The barred list is the list for people in England, Wales, Northern Ireland, the Channel Islands, the Isle of Man that are not allowed to work with children or vulnerable adults. The Disclosure and Barring Service (DBS) DBS barred list also checks Scotland’s Protecting Vulnerable Groups (PVG) PVG scheme’s lists.  It is unlawful and a criminal offence for persons on this list to apply for work with these groups.  

All posts necessitating an AccessNI Enhanced check include a check of one or both barred lists.  

DECLARATION: PLEASE READ THE FOLLOWING STATEMENTS, THEN SIGN AND DATE BELOW:

I confirm I have read the explanation provided above regarding the barred lists and understand the implications of making a barred list check application.

I consent to a check being carried out against one or both barred lists.

I agree to supply the original Enhanced Disclosure Certificate to the Education Authority immediately on request, and prior to commencing any employment with the Authority.

    Signed                    		                               Date  



Children Protection Declaration & Documentation verification 

Child protection declaration

Is there any reason as to why you would not be suitable to work with children/young people in an education setting?


Yes	 	No		If ‘Yes’, please provide details below:


STEP 2 - RIGHT TO WORK 

Key changes to Right to Work documentation:
Documents required from 1 October 2022:

UK & Irish Nationals 		Valid Passport or Birth Certificate & an official document showing 
National Insurance Number

EU Settlement Scheme	Date of Birth & EU Settlement Scheme Right to Work ShareCode
& evisa

Sponsorship Licence	A Sponsorship Licence will be required for all new employees who do not hold a valid UK or Irish Passport and have not been residing in the UK or the Republic of Ireland from 1 January 2021

The Education Authority reserves the right to terminate your employment, without notice or pay in lieu of notice, on the grounds of summary dismissal for gross misconduct and/or you cease to be eligible to work in the UK.

Step 3 – Provision of Referee Details
For posts involving regulated activity you must provide the details of a referee who has the ability to comment on your suitability to work with children/young people in an education setting.

By completing this declaration, you indicate your agreement to the reference being sought by your hiring manager. Prior to submitting your completed form, you must have consent from your referee to provide their details. You must advise your referee of EA’s contact details in the event that a referee wishes to contact the EA concerning their own personal data. 

Forename:  ________________________________________________________________________
Surname: __________________________________________________________________________
Email Address: ______________________________________________________________________
Telephone number:__________________________________________________________________
Capacity in which the referee is known to you:_____________________________________________

The education authority reserves the right to terminate your employment, without notice or pay in lieu of notice, on the grounds of summary dismissal for gross misconduct and/or you cease to be eligible to work in the Uk.

Step 4 – Applying for an Enhanced check online

1. Go to www.nidirect.gov.uk/apply-for-an-enhanced-check-through-a-registered-body.

2. Select the green button to Apply for an enhanced check through a registered body.
Register an account by creating a user ID and password [keep these details safe as you will need them to track the progress of your case].

3. Use the Education Authority Pin code when prompted 
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4. Once complete you will be given a 10-digit Access NI Reference number, please record it below;




[bookmark: _Hlk106635780]
Step 5 – Payment 
A payment of £32 must be received before the Access NI application can be processed, please confirm your method of payment:
Card Payment: 	payment by debit / credit card can be made via the link below (please note you will need your 10-digit Access NI Reference number – it is essential the correct number is entered to link your payment to the application):

https://www.gov.uk/payments/education-authority-accessni-online-payments/payment-for-enhanced-disclosure-check-access-ni-to-education-authority
		
Cheque Payment:	Payment by cheque or postal order is also acceptable, please make these payable to ‘Education Authority’. Cash is not accepted. 

[bookmark: _Hlk105768392][bookmark: _Hlk106635831]Step 6 – Applicant’s Personal Details 

Job Title: 

School/Location: 


Full Name

Date of Birth

National Insurance number

Current post code

[bookmark: _Hlk106635910]Step 7 – For Completion by the Hiring Manager 
Hiring managers must validate original documentation – Please only include copies with your submission.
Applicants must follow one of two routes;
Route 1
An applicant must provide;
· 1 document from Group 1; and
· 2 further documents from Group 1 or Group 2a or Group 2b
At least one of the documents must show the applicant’s current address.

Please list the verified documentation in the boxes below if route 1 was used;




Signed 				                (Hiring Manager)   	        Date  
		   
Route 2
This applies only where an applicant does not have Group1 documentation. 
The applicant must provide;
· 4 documents from Group 2a and/or 2b
One document must be a birth certificate and one document must show the applicant’s current address.
Please list the verified documentation in the box below if route 2 was used;




Signed 					  (Hiring Manager)                    Date 


Step 8 – Checklist and Submission

Consent to Check – Step 1
Right to work with evidence – Step 2
Apply for check online – Step 4
Payment – Step 5
Identity validation – Step 7
Included copies of the documentation from step 7 with this submission 


[bookmark: _Hlk106635682][bookmark: _Hlk106636254]Please complete and return this form with copies of the required ID for AccessNI and Right to Work in UK to:

By email: 	accessni@eani.org.uk

OR

By post to: 	Access NI Team
Education Authority
Ballee Centre
Ballee Road West
BT42 2HS
Tel: 028 2566 1193




	[bookmark: Group1]Group 1: Primary identity documents

	Current passport (any nationality)

	Biometric Residence Permit (UK)

	Current driving licence (UK, ROI, Isle of Man, Channel Islands or any EEA country) Not accepted for Right to Work

	Original birth certificate (UK, Isle of Man or Channel Islands) issue at time of birth

	Original long form Irish birth certificate –issued at time of registration of birth

	Adoption certificate (UK, Isle of Man or Channel Islands)

	

	[bookmark: Group2a]Group 2a: Trusted Government 

	Birth certificate (UK, ROI, Isle of Man or Channel Islands) issued after time of birth

	Marriage/Civil Partnership Certificate (UK, Isle of Man or Channel Islands)

	HM Forces ID card (UK)

	Firearms licence (UK and Channel Islands)

	Electoral ID card (NI only)

	Currently driving licence photocard ( full or provisional)

	Current UK driving licence (full or provisional paper version)

	Immigration document, visa or work permit

	

	[bookmark: Group2b]Group 2b: Living and Social History

	The following Group 2b documents must be issued within the last 12 months

	

	Mortgage statement (UK or EEA)  

	Financial statement (UK) for example, ISA, pension or endowment  

	P45/60 statement (UK and Channel Islands) 

	Land and Property Services Agency rates demand (NI only) 

	Council tax statement  (Great Britain and Channel Islands) 

	

	The following Group 2b documents must be issued within the last three months

	

	Credit card statement (UK or EEA)  

	Bank/Building Society Statement (UK or EEA)  

	Bank or Building society statement - Countries outside the EEA 

	Bank / Building Society Account Confirmation Letter 

	Utility Bill (UK or ROI) – not mobile phone bill

	Benefit statement (UK and Channel Islands) 

	Central or local government, government agency or local council document giving entitlement. For example from the Department for Work and Pensions, HMRC (UK and Channel Islands) 

	

	The following Group 2b documents must be valid

	

	EU National ID card

	60+ or Senior (65+) SmartPass issued by Translink (NI only)

	yLink card issued by Translink ( NI only)

	Cards carrying the PASS Accreditation logo (UK and Channel Islands)

	Letter from a Head Teacher or Further Education College Principal (16-19 year olds in full time education – only to be used when other documentation cannot be provided)

	Letter of sponsorship from future employment provider or voluntary organisation
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