Employee Personal Details & Consent Form

The following information will be recorded on the County Council’s computerised personnel payroll system.  This is necessary for payroll record purposes and for health and safety purposes (e.g. emergency contact).  Please note that your equalities monitoring information has already been captured in the Equalities Monitoring form you submitted with your application.  If this has not been done already, however, you will be asked to complete this form now.
Personal Details
NAME IN FULL:  ………………………………………………………………………….
KNOWN AS (Abbreviated/Alternative Forename):  ………………………………………

ADDRESS:  ………………………………………………………………………………...

………………………………………………………………………………………………

HOME TEL NO:  ………………………………MOBILE NO……………………………

NATIONAL INSURANCE NUMBER:  …………………………………………………..

Emergency Contact

Title  ……….. First Name: ………………………Last Name:  ………………..................

Relationship to Employee:  ………………………………………………………………...

Address:  ……………………………………………………………………………………

………………………………………………………………………………………………

Postcode:  …………………………………………………………………………………..
Home phone number (inc area code): ……………………………………………………...

Work phone number (inc area code): ………………………………………………………

Mobile phone number: ……………………………………………………………………..

Bank Details

Bank or Building Society Name:  …………………………………………………………..

Bank or Building Society Address:  ………………………………………………………..

………………………………………………………………………………………………
Account Number

Sort Code

Collection Account No /Roll No (if applicable) …………………………………………
Changes to personal details

It is expected that you have given all the correct details in your application concerning your name, address, age, job history, qualifications, etc.  Should the school discover that you have given any false information in these or any other material respects, the school reserves the right to terminate your employment.

It is very important that you inform your school of any changes to personal circumstances, such as:

· address or telephone number

· details of emergency contact
· bank or building society information

· criminal convictions or cautions

Privacy Statement 

Personal data is held by the school about the people it employs.  For the purposes of the Data Protection Act 1998, the school is a data controller and acts as a data controller in common with other bodies where staff info must be shared.

Where Hampshire County Council is the employer of staff in the school, and/or provides HR and payroll services to the school,   Hampshire County Council is also a data controller and acts as a data controller in common with other bodies where staff information must be shared.

The school, and Hampshire County Council where it is the employer of staff in the  school  and/or  provides  services  to  the  school,  collects  and  maintains personal information in  order to carry out its functions as an employer and comply with certain statutory obligations, including the sharing of information with other official/government bodies.

If you wish to have access to information held about you by the school or Hampshire County Council you should initially contact your Headteacher or Hampshire County Council's Data Protection Officer as appropriate.

Employee Consent

I give my consent to my employer SCHOOL NAME to confidentially hold, retain and process certain information about me from my application form, Equalities Monitoring form, Personal Details & Consent form and any other employment-related check (e.g. criminal record and relevant health information) for statutory, personnel management and equalities monitoring purposes only.
I also understand that personal information which identifies me may be used by personnel or occupational health in the event that my welfare, health or safety (or that of others with whom I work) may be at risk.

I give my consent to the disclosure of relevant information about me to any appropriate body in cases where my employer is legally bound to disclose the particular information.
Name:  ……………………………………………………………………………………..

Signature:  …………………………………………………………………………………

Date:  ………………………………………………………………………………………

Thank you for completing this form.  Please return to the school.
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