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	Name of Appointee
	
	Recruiter
	

	Job Title
	
	Reference Number
	



[bookmark: _GoBack]You are required to provide copies of the following documents in advance of you taking up employment. Failure to do so will result in the organisation reviewing your offer of employment and the outcome of this could result in dismissal and / or this offer being withdrawn. 
	
	Check
	Requirements
	Please state which document you are attaching

	Photographic ID
	You must provide one form of photographic ID. Examples of the documents you can present are:
· A UK / EU full or provisional photocard driving Licence issued in the UK / Northern Ireland.
· A passport
· UK Biometric Residence Permit (BRP) Card
· Electoral ID Card




	

	Proof of Address
	You must provide two documents confirming your current residing address. Examples of the documents you can present are:
· A UK / EU full or provisional photo card driving License issued in the UK / Northern Ireland Including the paper counterpart.
· A utility bill dated within the last 3 months – more than one utility bill can be accepted providing they are from 2 different suppliers.
· HM Revenue & Customs (HMRC) tax notification
· UK / EEA Mortgage statement from a recognised lender
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	Professional Registration 
	You should refer to the attached Personnel Specification for the post you have been appointed to and provide a copy of any Professional Registration in the essential criteria section.
	

	Qualifications for Post
	You should refer to the attached Personnel Specification for the post you have been appointed to (attached for ease of reference) and provide copies of certificates / evidence for all qualifications in the essential criteria section.
	

	Driving Licence valid for use in the UK
	Please provide a copy of your Driving Licence. You MUST provide both the photo card AND Paper part.
	



Now you must confirm your Right to Work in the UK
	You must provide evidence of your Right to live and work in the UK. To do this you must provide  One of the documents / combination of documents from List A OR List B Group 1 OR List B Group 2:

	Please Tick Evidence Being Provided

	LIST A – Acceptable documents to establish a continuous statutory excuse 
	 
A passport showing the holder, or a person named in the passport as the child of the holder, is a British citizen or a citizen of the UK and Colonies having the right of abode in the UK.  
	

	
	 
A passport or national identity card showing the holder, or a person named in the passport as the child of the holder, is a national of a European Economic Area country or Switzerland. 
	

	
	 
A Registration Certificate or Document Certifying Permanent Residence issued by the Home Office to a national of a European Economic Area country or Switzerland. 
	

	
	 
A Permanent Residence Card issued by the Home Office to the family member of a national a European Economic Area country or Switzerland. 

	

	
	 A current Biometric Immigration Document (Biometric Residence Permit) issued by the Home Office to the holder indicating that the person named is allowed to stay indefinitely in the UK, or has no time limit on their stay in the UK. 
	

	LIST A – Acceptable documents to establish a continuous statutory excuse 
	 
A current passport endorsed to show that the holder is exempt from immigration control, is allowed to stay indefinitely in the UK, has the right of abode in the UK, or has no time limit on their stay in the UK. 

	

	
	 
A current Immigration Status Document issued by the Home Office to the holder with an endorsement indicating that the named person is allowed to stay indefinitely in the UK or has no time limit on their stay in the UK, together with an official document giving the person’s permanent National Insurance number and their name issued by a Government agency or a previous employer. 

	

	
	 
A birth or adoption certificate issued in the UK which includes the name(s) of at least one of the holder’s parents or adoptive parents, together with an official document giving the person’s permanent National Insurance number and their name issued by a Government agency or a previous employer. 

	

	
	 
A birth (short/long) or adoption certificate issued in the Channel Islands, the Isle of Man or Ireland, together with an official document giving the person’s permanent National Insurance number and their name issued by a Government agency or a previous employer. 


	

	
	 
A certificate of registration or naturalisation as a British citizen, together with an official document giving the person’s permanent National Insurance number and their name issued by a Government agency or a previous employer. 

	

	LIST B - Group 1 – Documents where a time-limited statutory excuse lasts until the expiry date of leave
	 A current passport endorsed to show that the holder is allowed to stay in the UK and is currently allowed to do the type of work in question. 
	

	
	 
A current Biometric Immigration Document (Biometric Residence Permit) issued by the  Home Office to the holder which indicates that the named person can currently stay in the UK and is allowed to do the work in question. 
	

	
	A current Residence Card (including an Accession Residence Card or a 
Derivative Residence Card) issued by the Home Office to a non-
European Economic Area national who is a family member of a national of a European Economic Area country or Switzerland or who has a derivative right of residence. 
	

	
	 
A current Immigration Status Document containing a photograph issued by the Home Office to the holder with a valid endorsement indicating that the named person may stay in the UK, and is allowed to do the type of work in question, together with an official document giving the person’s permanent National Insurance number and their name issued by a Government agency or a previous employer. 
	

	List B - Group 2 –  Documents where a time-limited statutory excuse lasts for 6 months
	A Certificate of Application issued by the Home Office under regulation 
17(3) or 18A (2) of the Immigration (European Economic Area) 
Regulations 2006, to a family member of a national of a European Economic Area country or Switzerland stating that the holder is permitted to take employment which is less than 6 months old together with a Positive Verification Notice from the Home Office Employer Checking Service. 
	

	
	 An Application Registration Card issued by the Home Office stating that the holder is permitted to take the employment in question, together with a Positive Verification Notice from the Home Office Employer Checking Service. 
	

	
	 A Positive Verification Notice issued by the Home Office Employer Checking Service to the employer or prospective employer, which indicates that the named person may stay in the UK and is permitted to do the work in question 
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