BIRTH CERTIFICATE APPLICATION PROCESS

Children and young people need a copy of their birth certificate for a variety of reasons including passport applications, opening their own Bank account and in planning for future permanence options. It is the responsibility of the child’s allocated social worker to ensure that a copy of the child/young person’s birth certificate is made available to them.
Every child who is cared for by Swindon Borough Council should have a copy of their birth certificate. This should be applied for within a month of the child becoming cared for if the Care Plan for the child is to live permanently away from home.
If the child is subject to Care Proceedings then two copies of their birth certificate should be applied for to ensure that if an application for a Placement Order is made then a copy of the certificate is available for the court.
For children born in Swindon
The process of applying for a copy of the child/young person’s birth certificate is as follows:-
· Social worker completes the attached  Birth Certificate Application Form 

· The Team Manager or Assistant Team Manager must authorise the form

· The Form is then emailed to the Register Office using certificates@swindon.gov.uk for processing. The form should then be saved on the child’s file.

· The child’s Birth Certificate will be available for collection within three working days which should be sufficient time for most requests. Should there be an urgent need, a Certificate can be made available in a shorter time, but this will incur additional costs and should be an exception. Where this is the case, the worker must clearly outline the reasons why and a manager must confirm that this is appropriate before authorising. Please contact the Register Office prior to ordering via telephone to check the service is available.

The Register Office may be contacted on Tel: 01793 522738

· [bookmark: _GoBack] When processing the cost of the certificate Business Support colleagues should include the child’s system ID number to reconcile the expenditure within budget monitoring.

For Children born outside of Swindon
If the birth was outside of Swindon, full details and an online application can be found at the General Register Office website




.








CHILDREN, FAMILIES AND COMMUNITY HEALTH
APPLICATION FOR A STANDARD BIRTH CERTIFICATE 

1) Details of Person Applying for the Certificate
	Name:
	

	Job Role and Team
	

	Direct dial Telephone Number
	


2)	Details of Birth Certificate Required
	CHILD
	Forename(s) at time of birth
	

	
	Surname at time of birth
	

	
	Date of birth
	

	
	Place of birth
	



	FATHER/PARENT
	Forename(s)
	

	
	Surname
	

	MOTHER/PARENT
	Forename(s)
	

	
	Surname
	

	
	Maiden Surname
	



3) Number of Standard Certificates Required…………………………………………….  
4) Reason for Request………………………………………………………………………...
………………………………………………………………………………………………….
5) Required by	(a)	Within 3 working days (£10)		
(b)	Within 24 hours (£20)			
(c)	Within 1 hour (£30)			
Certificates will normally be made available within 3 working days. If option (b) or (c) has been selected, please note the reason why.
……………………………………………………………………………………………………………………...
6) Accountancy Code for Journal (eg F-9110-JB004-00000): ………………………………..…………….
7) Authorisation by Team Manager or Assistant Team Manager………………………………………….
8) Signature:…………………………………………………Date……………………

9) Print Name and Job Role:……………………………………………………………
FOR REGISTER OFFICE USE:
	Date/Time Received
	
	Register & Entry No.
	

	Date/Time Issued
	
	Certificate Number
	

	Journal Actioned
	
	
	



