Guidance for applicants 

Pre-employment documentation checks
These guidance notes aim to assist all candidates in providing the necessary and documentation at the interview stage.

This will help to prevent delays for successful candidates.

The information is requested in order to:-

· Fulfil legal requirements in relation to an individual’s right to work in the UK.
· Check the identity of individuals
· Check that individuals have the required qualifications necessary for the post applied for.
· Completion of the DBS applications.

Required Documents

It is requested that the candidate produce photocopies along with the original documents on the day of interview.
You MUST bring the relevant documents from each of the three sections as detailed below.

1. Right to work in the UK

A passport showing that you are:-

· A UK or EU/EEA national

· Foreign national who’s passport states that there are no immigration controls in place

· Immigration status document issued by the Home Office stating that you have the right to stay indefinitely in the UK.

Or

A full birth certificate/adoption certificate issued in the UK and an official document stating your permanent national insurance number.
Or

If you do not have any of the above documents and are a foreign national you must produce two of the following:-

· A passport or travel document stating that you are allowed to stay in the UK and undertake work of a specific nature, without the issue of a work permit.

· A work permit or other approval to take employment issued by the Home Office when produced in conjunction with a passport that shows the individual is entitled to undertake the work in question.

· An application registration card or residence card

· A letter/immigration status documents issued by the Home Office or BIA indicating the person named can stay in the UK and is allowed to do the work in question when issued in conjunction with an official  document, issued by a government agency or a previous employer giving the persons permanent national insurance number.
2. ID Verification

Individuals must produce a combination of one of the following

· Two forms of photographic personal identification and one document confirming their address

· One form of photographic personal identification and two additional documents confirming their address.

· Two forms of non-photographic personal identification and two confirming their address

Acceptable photographic identification

Passport





National ID card

Photo-card driving licence

Acceptable confirmation of address documents includes:-

Recent utility bill




Paper driving licence
Bank, building society statement


Local council rent book

Confirmations from an electoral register

Court Order

Current benefit book

Acceptable non photographic personal identification

Full birth certificate




Marriage/civil partnership certificate

Divorce or annulment papers


Adoption certificate

Application registration card


Current benefit book

Current driving licence

If you are unable to provide any acceptable photographic personal identification you will need to provide a passport sized photograph endorsed on the back with the signature of a ‘person of standing’, who has known you for 3 years.

The photograph should be accompanied by a signed statement from the endorsee indicating the period of time you have been known to them.
3. Qualifications and Professional Registration

All certificates of qualifications and professional registration cards which are relevant

to the post should be produced at interview. (Details of required qualifications are contained in the person specification). 

