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	                   EMPLOYEE 
   COMMENCEMENT FORM
Not to be completed for current serving City of Dublin ETB Staff,
                       unless bank details have changed
                                   (as of March 2026)


	Please complete all sections below in BLOCK CAPITALS ensuring that the form is filled in completely and accurately.  Note that failure to complete the form in full or supplying inaccurate information can result in a delay in payment of wages/salary.  Completed signed forms should be returned to the relevant contact person in this ETB as soon as possible. 

	Post Title:
	EXTERNAL AUTHENTICATOR

	Start Date (needs to be updated for each individual ETB)
	

	School/College/Centre: (needs to be updated for each individual ETB)
	                                     City of Dublin ETB

	Forename:
	
	Middle Name:
	

	Surname: 
	
	Known As*:
	

	
*Please note that nicknames should not be entered in the ‘Known as’ field.

	Address for correspondence:
	

	
	

	PPS Number:
	

	Date of Birth: (dd/mm/yyyy)
	

	Nationality:
	

	Phone No:
	
	Mobile:
	

	Gender:
	Male:
	
	Female:
	Prefer not to identify: 

	Email Address (personal): **
	

	** Please enter an e-mail address not previously used in another ETB if applicable.
   You will access your payslips on the City of Dublin ETBs payment portal. 

	Payment Details (Paypath):

	Name of Bank/Building Society & Address: 
	

	IBAN:
	

	BIC:
	



                     IMPORTANT INFORMATION FOR NEW APPOINTEES 
PLEASE READ CAREFULLY

Evidence of PPS Number
NOTE:   YOU WILL NOT BE SET UP FOR PAYMENT UNLESS SATISFACTORY EVIDENCE AS OUTLINED BELOW IS RECEIVED
A copy of any one of the following documents will suffice:
· A certificate of tax credits and standard rate cut-off point in respect of a previous employment.
· Public Services Card, Social Welfare Services Card, or PPS Registration Letter issued by the Department of Social Protection
· A P21 Balancing Statement
· A P60 issued by a former employer, which shows your PPS Number
· Any other items of correspondence from the tax office, which specifically quotes your PPS number.
· A Payslip from a previous employer which shows your PPS Number.

Tax Details:
· If this is your first employment with this ETB, please ensure you log into your My Account page on www.revenue.ie in order to register your employment with this ETB. To obtain the Employers Registered number contact the relevant ETB.   Revenue queries in relation to your pay should be directed to ESBS etbpayrollhelpdesk@esbs.gov.ie
· Please remember that all new employees are put on emergency tax, and if your tax affairs are not in order, this will result in you paying the higher rate of tax on all your earnings within 4 weeks of starting employment.

	

	ACKNOWLEDGEMENTS AND DECLARATIONS (Please tick each section to confirm)
· Payment of Renumeration
I hereby acknowledge that:- 
(i) Renumeration will be paid into my bank account in accordance with standard payroll cycles. 
(ii) It is my responsibility to return completed timesheets each week/month, as applicable, by the agreed  
deadline to the nominated person in this ETB. Timesheets must be returned in a timely fashion and should not be held for hours to accrue. 

· I undertake to repay any payments lodged to my Bank Account to which I am not rightfully entitled.

· I acknowledge that it is my responsibility to update my personal information on this ETBs payment portal.  

· I declare that all information provided by me in relation to the above is both true and accurate and I accept that my employment may be terminated should the contrary prove to be the case.  
 

	

	

	
Signed:	__________________________            Dated:	_____________________


	
Print Name:     ______________________________ (BLOCK CAPITALS)




Please return this form to the relevant contact in this ETB.

Data Protection

In order for the Employer to carry out its statutory obligations and other obligations as an employer and indeed under this engagement, it must process your personal data. The legal basis for this processing is pursuant to Article 6(1)(b) and (c) of Regulation (EU) 2016/679 of the European Parliament and of the Council (General Data Protection Regulations) such that the “processing is necessary for the performance of a contract to which the data subject is party or in order to take steps at the request of the data subject prior to entering into a contract” and the “processing is necessary for compliance with a legal obligation to which the controller is subject”. 
 
For more information on data protection and the processing undertaken by the Employer data controller, you should see the Employer’s data privacy notice for employees, which is available on the ETB’s website.
image2.png
CIt 2
yhIm

Bord Qideachais agus Oiliina
Education and Training Board




