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VERIFICATION FORM   To be completed for each candidate attending for interview.   This form MUST be completed to confirm that the necessary documentation for pre-employment checks has been verified   It should also be used where the applicant requires a DBS check because they are working in regulated activity.  
	Name:
	

	Post Title:
	
	Interview Date:
	


	RIGHT TO WORK IN THE UK  
There is a legal obligation to establish an employee’s right to work in the UK by checking the validity of specified original documents and copying them to keep on file.    An employee cannot commence employment until this has been done. 
Acceptable documents are described in Lists A and B below.   A British Passport will normally be sufficient as proof but where this is not provided there are alternatives in List A which will establish a right to work.   
If no List A documents are provided, List B gives alternatives but these indicate restrictions imposed on the worker and require the Manager to carry out annual re-checks.    Human Resources must be consulted in the case of any List B documents.

Please ensure you attach all necessary documents with this form and ensure that any copies are taken correctly – see Guidance Notes at the end of this form.   Copies should be signed and dated by the person verifying the original documents.    

	List A Documents (tick box to show which documents are attached)     If an applicant presents a document from the list below they will not be required to undergo repeat annual checks.

	

	1. 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 

	
	2. A passport or national identity card showing that 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 

	
	3. A residence permit, registration certificate or document certifying or indicating permanent residence issued by the Home Office, the Border and Immigration Agency, or the UK Border Agency to a national of a European Economic Area country or Switzerland 

	
	4. A permanent residence card or document issued by the Home Office, the Border and Immigration Agency, or the UK Border Agency to the family member of a national of a European Economic Area country or Switzerland 

	
	5. A Biometric Residence Permit issued by the UK Border Agency to the holder which indicates that the person named in it is allowed to stay indefinitely in the UK, or has no time limit on their stay in the UK 

	
	6. A passport or other travel document 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 

	
	7. An Immigration Status Document issued by the Home Office, the Border and Immigration Agency, or the UK Border Agency to the holder with an endorsement indicating that the person named in it is allowed to stay indefinitely in the UK or has no time limit on their stay in the UK together with an official document issued by a previous employer or Government agency with the person’s name and National Insurance number (a P45, P46, National Insurance card, or letter from a Government agency) 

	
	8. A full birth or adoption certificate issued in the UK which includes the name(s) of at least one of the holder’s parents together with an official document issued by a previous employer or Government agency with the person’s name and National Insurance number (a P45, P46, National Insurance card, or letter from a Government agency) 

	
	9. A birth or adoption certificate issued in the Channel Islands, the Isle of Man or Ireland together with an official document issued by a previous employer or Government agency with the person’s name and National Insurance number (a P45, P46, National Insurance card, or letter from a Government agency) 

	
	10. A certificate of registration or naturalization as a British citizen together with an official document issued by a previous employer or Government agency with the person’s name and National Insurance number (a P45, P46, National Insurance card, or letter from a Government agency) 

	
	11.  A letter issued by the Home Office, the Border and Immigration Agency, or the UK Border Agency to the holder which indicates the person named is allowed to stay indefinitely in the UK together with an official document issued by a previous employer or Government agency with the person’s name and National Insurance number (a P45, P46, National Insurance card, or letter from a Government agency)


	List B Documents (tick box to show which documents are attached – Human Resources should be contacted in respect of any List B Documents so that they can verify the right to work)   Any applicant presenting a document from the list below will be required to undergo repeat checks on an annual basis.

	

	1. A passport or other travel document endorsed to show that the holder is allowed to stay in the UK and is allowed to do the type of work you are offering 

	
	2. A Biometric Residence Permit issued by the UK Border Agency to the holder which indicates that the person named in it can stay in the UK and is allowed to do the type of work you are offering 

	
	3. A residence card or document issued by the Home Office, the Border and Immigration Agency, or the UK Border Agency to a family member of a national of a European Economic Area country or Switzerland

	
	4. A work permit or other approval or other approval to take employment issued by the Home Office, the Border and Immigration Agency or the UK Border Agency together with either a passport or travel document endorsed to show the holder is allowed to stay in the UK and is allowed to do the work you are offering or a letter issued by the Home Office, the Border and Immigration Agency or the UK Border Agency to the holder or to you confirming the same

	
	5. A Certificate of Application which is less than 6 months old issued by the Home Office, the Border and Immigration Agency or the UK Border Agency to or for the family member of a national of a European Economic Area country or Switzerland stating the holder is allowed to take employment together with a positive verification letter from the UK Border Agency’s Employer Checking Service

	
	6. An Application Registration Card (ARC) issued by the Home Office, the Border and Immigration Agency stating that the holder is ‘ALLOWED TO WORK’ or ‘EMPLOYMENT PERMITTED’ together with a positive verification letter from the UK Border Agency’s Employer Checking Service

	
	7. An Immigration Status Document issued by the Home Office, the Border and Immigration Agency or the UK Border Agency to the holder with an endorsement indicating that the person named on it can stay in the UK and is allowed to do the type of work you are offering together with an official document issued by a previous employer or Government agency with the person’s name and National Insurance number (a P45, P46, National Insurance card, or letter from a Government agency)

	
	8. A letter issued by the Home Office, the Border and Immigration Agency or the UK Border Agency to the holder or to you as the potential employer or employer, which indicates that the person named in it can stay in the UK and is allowed to do the type of work you are offering together with an official document issued by a previous employer or Government agency with the person’s name and National Insurance number (a P45, P46, National Insurance card, or letter from a Government agency)

	Checking an employee's right to work documents

Check that:

· the documents aren’t expired (except UK passports, which can be expired)

· photos in the documents look like the employee

· the date of birth on the document seems consistent with the employee’s appearance

· the visa covers the type of work they’ll be doing (including any limit on the number of hours they can work)

· if 2 documents have different names on, make sure there’s a good reason, e.g. marriage or divorce

Make a copy of the documents

· Make a copy that can’t be changed, e.g. a photocopy and sign and date as verification
· For passports copy the  front hard cover and any page containing the holder’s personal details including nationality, his or her photograph, date of birth and/or signature; any biometric details; the date of expiry; and any relevant UK immigration endorsements
· For biometric residence permits, ensure both sides of the permit are photocopied.

	PROOF OF CURRENT ADDRESS
Please also attach a copy of any one  of the following:
Household utility bill (e.g. gas, electric, water or fixed line telephone but not a mobile phone bill); bank, building society or credit card statement.   Any document must be no more than three months old and show name and current address or a local authority tax bill (e.g. council tax) valid for the current year 



NATIONAL INSURANCE NUMBER:
	You can either photocopy the National Insurance Number card and attach to this form or provide details below: 

	National Insurance No: 
										Format (AB123456C)


	


DRIVING LICENCE DETAILS:
	Where driving is a requirement of the post please verify the following:

	Driving licence – must be original  (copy for file)
	Please tick

	
	Has relevant driving licence for class of vehicle (e.g. PCV)

	Please tick

	
	Driving Licence No:

																		
	Date of Birth:

		Licence valid From:

	
	Licence Type (please tick):

	Paper:

		Photocard:

	
	Country of Issue:

	UK:

		Other:
	

	


QUALIFICATIONS – (Only needed where a professional qualifications is a requirement of the post e.g. Social Workers or Teachers)
	Please use this section to enter details of qualification:
	Original Certificate seen and copy taken:
	Please tick

	
		Verified copy seen and copy taken:
	Please tick

	
		Professional Registration Number:

	

	


The following page should only be completed where the individual is working in regulated activity and requires a DBS check
Please ensure that you sign the declaration at the end of this form and attach all relevant documents which should be signed and dated by the person carrying out the checks.
DECLARATION:

Evidence seen and checked by:

I confirm that I have seen the original evidence as indicated on this form and I have verified the candidates Identity, Right to Work in the UK and Qualifications (where appropriate).  

	Name:
	
	When complete, this form should be returned to People Services, 3rd Floor South, Riverside, Temple Street, Keynsham, BS31 1LA with the interview papers.   

	Job Title:
	
	

	Date:
	
	


POSTS WORKING IN REGULATED ACTIVITY REQUIRING A DISCLOSURE AND BARRING SERVICE (DBS) CHECK
	DBS POSTS

Applies to all posts working with vulnerable groups
	ROUTE 1 MUST INITIALLY BE CONSIDERED FOR ALL APPLICANTS 

	
	ROUTE 1
	ROUTE 2

	
	3 documents must be seen

1 document from Group 1 and 2 further document  from Groups 1, 2a or 2b  -  One document must verify current address
	Where applicants do not satisfy Route 1, 
1 document from Group 2a and 2 further documents from Groups  2a or 2b must be seen  

One document must verify current address
In addition you must contact People Services by e-mail to arrange an external validation check.


Please tick document checked   (in all cases only originals)
	Group 1 Primary Trusted Identity Credentials

	· Current valid Passport  
	
	· Biometric Residence Permit (UK)
	

	· Current UK Issued Driving Licence (full or provisional) photocard only valid with full counterpart licence
	
	· UK Birth Certificate - issued at the time of birth
	

	Group  2a – Trusted Government/State Issued Documents

	· Current UK Driving Licence (old style Paper Version)
	
	· Marriage/Civil Partnership Certificate
	

	· Birth Certificate – issued after the time of birth
	
	· Adoption Certificate (UK)
	

	· HM Forces ID Card (UK)
	
	· Fire Arms Licence (UK)
	

	· Current non-UK Photo Driving Licence (valid for up to 12 months from date applicant entered UK)
	

	Group 2b – Financial /Social History Documents  (only UK documents unless stated otherwise)

	· Mortgage Statement (UK or EEA) **
	
	· Credit Card Statement (UK or EEA) *
	

	· Bank/Building Society Statement (UK or EEA) *
	
	· Bank Building Society Account Opening Confirmation Letter 
	

	· Financial Statement ** (ISA, Pension, Endowment)
	
	· P45 or P60 Statement **
	

	· Utility Bill (gas, water etc – not mobile telephone) *
	
	· Council Tax Statement **
	

	· Benefit Statement * e.g. Child Allowance, Pension
	
	· Work Permit/Visa (UK) (UK Residence Permit) **
	

	· Letter of sponsorship from future employment provider (Non-UK/Non EEA only) 


valid only for applicants residing outside the UK at the time of employment) 
	

	· EU National ID Card
	
	· Cards carrying the PASS accreditation Logo
	

	· A document from a Local Government/Government Agency/Local Authority giving entitlement, benefits, or services*  e.g. DWP, Employment Service, Customs and Revenue, Job Centre, Social Services
	

	· Letter from a Headteacher or College Principal (can only be accepted in exceptional circumstances)*
	


* = less than 3 months old         ** = issued within past 12 months
DECLARATION:

Evidence seen and checked by:

I confirm that I have seen the original evidence as indicated on this form and I have verified the candidates Identity, Right to Work in the UK and Qualifications (where appropriate).  

	Name:
	
	When complete, this form should be returned to People Services, 3rd Floor South, Riverside, Temple Street, Keynsham, BS31 1LA with the interview papers.   

	Job Title:
	
	

	Date:
	
	


Signature





Signature








