[bookmark: _GoBack]
Pre-Interview Screening Form

Candidate’s Name:    
Date of interview:       
Interviewer’s name:    
Post applied for:         
SSSC Register Part:  


Notes to Screening Interviewer 
	
Read the candidate’s application before the screening interview to check that all sections have been completed and that there are no obvious gaps or anomalies. 
	
Make a note of issues that you need to follow-up with the candidate at the screening interview. 

You must check the following documents to ensure they are genuine:

· Original photo I.D. (true likeness), 
· relevant qualification(s) certificate(s) and 
· if professionally registered, the registration certificate(s) of the candidate.

These documents must be copied. It is recommended that ID is photocopied in colour, to ensure it is of a satisfactory quality which allows identification of the candidate.  

Begin the Screening

Within the screening form, all direct questions or statements to the candidate appear in italics

Explain the purpose of the screening interview to the candidate as follows:

· The Council is committed to safeguarding and promoting the welfare of vulnerable service users.  This screening interview is part of our recruitment and selection process and helps us to appoint people suitable for the roles they will undertake.  We expect all staff to share our commitment to the safety and welfare of vulnerable service users.

· We will go through the information you provided on your application form, confirming accuracy and clarifying information where required.  If necessary, we will make changes and additions to the information you have provided in the form.

· At the end of the meeting you will be asked to sign a record of this interview screening.  If you wilfully provide false or misleading information, or do not disclose information, this could result in your application being rejected or, if you are appointed, in dismissal on grounds of gross misconduct. 

The screener must work through each section of the candidate’s application form recording changes where required. 

1.	Personal Details

Check personal information on application form with candidate.

Record changes:






[bookmark: Check7]Confirmed - information provided is correct or no changes required:  |_|

___________________________________________________________________


2.	Qualifications/Courses

Confirm information provided on educational achievements including further or higher education.  If not brought to the interview, advise the candidate that we expect to see evidence of any qualifications they have declared which are relevant to the post and have contributed to the short listing of the application.

Record changes:






Confirmed - information provided is correct or no changes required:  |_|


3.	Current or most recent employment 

Is the latest company/organisation still their current or most recent employer?

Yes     |_|	No      |_|  

Is job title and start date accurate? 

Yes     |_|	No      |_|  

If currently employed, has notice period has been provided? 

Yes:    |_|       No:     |_|       

IF NO to any of the above, record all relevant changes including:
· notice period of current employment, 
· reasons for leaving and leaving date 
· new organisation details, job title and start date   

Record all relevant changes







[bookmark: Check9]Confirmed - information provided is correct or no changes required:   |_|

4.	Employment history

[bookmark: Check10]Check that each period of employment details the reason for leaving:   |_|

[bookmark: Check11]Check any unexplained gaps in the candidate’s employment history for the last 10 years.  Gaps may be due to time spent in further education or training therefore cross reference information provided in section 2:     |_|

Other reasons for breaks in employment should be recorded below e.g. maternity leave, family commitments, voluntary work, periods of unemployment. 

Record employment history here: 

From:	  To:   

Reason:	


From:	  To:   

Reason:	


From:	  To:   

Reason:	



[bookmark: Check12]Confirmed - information provided is correct or no changes required:   |_|

5.	References 

Remind the candidate that, if nominated for the post:

· Two satisfactory references are required,

· One must be from their current or most recent employer.  Where a named individual is given, check that they are a line manager and not a colleague or relative.  If current employment has been for less than 3 months, request a referee from a previous employer. 

· One can be a character reference (from a friend or colleague) only where it is not possible to provide a second employment reference. 

Advise the candidate that:

· If they have not provided a referee from their current or most recent employer we will seek a reference from the current employer.

· We expect an employment reference to confirm live disciplinary warnings and sickness record (instances not reasons).  If a referee is unwilling to provide this information, we will ask for a third referee. 

· We may contact a referee directly to confirm that they are appropriate to provide a reference.


[bookmark: Check13]Confirm that one reference is from their current employer   Yes |_|    No |_|

If no, request and record details of an employer referee




[bookmark: Check14]Confirm status of second referee             Employer:  |_|   Character   |_|

If character reference, record reason:  



[bookmark: Check15]Confirmed - information provided is correct or no changes required:  |_|

6.  Criminal Conviction Information – Protection of Vulnerable Groups Scheme (PVG)

Statement to candidate:

A conviction is not an automatic bar to employment, we must however check criminal convictions to ensure the safety of vulnerable service users and that you are suitable to work with vulnerable groups. 

If you are recommended for this post, your criminal record will be checked through the Protection of Vulnerable Groups Scheme, called a PVG check.

If the check indicates convictions or other information, we will meet with you to discuss the information provided. We must do this before we conclude whether or not to offer you a contract.

If you are already employed by the Council and you have PVG Scheme membership for working with the relevant group, we will not undertake a further PVG check.

If you have a PVG membership for working with the wrong group, you will need to join the PVG scheme for the relevant group.

If you are returning to the Council following a gap in your employment with us, we will undertake a PVG Scheme Update.































7. 	Disciplinary Record


Only complete if candidate is unemployed


7.1   When you left your last employment did you have a disciplinary finding against you?

[bookmark: Check30][bookmark: Check31]    Yes:   |_|	                No:   |_|
 
 If yes, request detail and record:





Confirmed - information provided is correct or no changes required:  |_|













Complete if candidate is employed
7.2   Are you currently the subject of a disciplinary investigation?

[bookmark: Check16][bookmark: Check17]Yes:   |_|                        No:   |_|

7.3	Are you currently suspended?
[bookmark: Check18][bookmark: Check19]Yes:    |_|                        No:   |_|

7.4	Is there a current disciplinary finding against you?

[bookmark: Check20][bookmark: Check21]Yes:   |_|                         No:   |_|

If yes to any of these questions, request detail and record:


Complete for all candidates whether or not employed

7.5  Have you ever had your employment terminated due to unprofessional      behaviour or misconduct?

[bookmark: Check22][bookmark: Check23]Yes:     |_|                      No:   |_|


7.6 Have you ever left an organisation before the outcome of a disciplinary            investigation was known?

[bookmark: Check24][bookmark: Check25]Yes:     |_|                      No:    |_|


If yes to any of these questions, request detail of employer, reason(s) and date(s) event(s) occurred and record:




7.7   Have you ever been suspended or disqualified from any professional training   programme?

[bookmark: Check26][bookmark: Check27]Yes:     |_|                      No:   |_|

7.8    Have you ever been suspended or deregistered by any regulatory body or licensing/registration organisation due to unprofessional behaviour or misconduct?


[bookmark: Check28][bookmark: Check29]Yes:    |_|                        No:    |_|  

7.9	Are you currently being investigated by a regulatory body?        

Yes:    |_|                        No:    |_|                                                            

 If yes to any of these questions, ascertain details and record:















8.       Professional Registration - includes SSSC, NMC, HCPC, GTCS
 
          Only complete this section if post is subject to registration – see page 1 

This post is subject to registration with the Scottish Social Services Council (SSSC) or approved alternative regulatory body such as; NMC, HCPC or GTCS. 
 
If you are SSSC registered, you must be in the part of the register which describes the post or role you have applied for. 

It is your responsibility to achieve registration in the correct part of the register.  
· If you are not currently registered, you have six months from the date you start in post to achieve registration with an appropriate regulatory body as indicated. 
· If already SSSC registered, but in the wrong part of the register, you have 6 months to move your registration to the correct part of the register. 
· Your application must be endorsed by the City of Edinburgh Council before you can submit it to SSSC or other regulatory body.
· It can take up to 2 months for regulatory bodies to process your application and register you. You must therefore start the process as soon as you are in post.


8.1   Are you registered with the SSSC?

[bookmark: Check34][bookmark: Check35]Yes:   |_|	     No:  |_|

If yes, request registration number, date registered and register part.

Registration No:   
Date of registration:   

Register Part:    



8.2 Are you registered with an alternative regulatory body?

If yes, request name of the body, registration number and date registered. 

Name of regulatory body: 
Registration number:        
Date of registration:   


If you are not registered with any relevant body, you must confirm that you will achieve registration or move your registration to the correct part of the register within 6 months of the date you start in post. 

Also, that you will submit your completed application for registration to the Council for endorsement within 14 days of the date you start in post. 

8.3 Where you have indicated that you are or, have previously been registered we will contact that body to ascertain whether there are any issues which have affected your registration. Can you therefore confirm whether or not you have ever been investigated by a regulatory body such as SSSC, NMC, HCPC or GTCS or any other body? 

    Yes:   |_|             No:   |_| 

If yes, ascertain details and outcome of the investigation



_________________________________________________________________

Professional Registration Declaration

I confirm that I will achieve required registration in the correct part of the SSSC register or alternative regulatory body within 6 months of my start date and, submit my application to the Council for endorsement within 14 days. 

Where indicated, I also consent to you approaching my regulatory body for further information. 

Candidate’s signature:     Date: 

Print Candidates name:    



General Declaration

I understand that wilful provision of false or misleading information provided in my application form and/or this screening interview, or wilful non disclosure of information, may be viewed as misconduct and could result in my application being rejected, or the employment being terminated. 

I confirm that the information recorded above and on my application form is correct. 


Candidate’s signature:  

Print Candidate’s name :  
 
Screening interviewer’s signature: 													
Date: 	
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