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NEW APPOINTMENT CHECKLIST (ALL SCHOOLS)
Name:
  ___________________________________________________________________
Post:
___________________________________Grade/point: _______________________

FTE salary:
__________________   Actual salary:  ________________________________
Weeks per year/part-time fraction:  _____________        Permanent / fixed term / temporary


Start Date: ________________________   Finish date (if applicable) ___________________ 

Reason for post if fixed term/temporary:
__________________________________________

Current address:
__________________________________________________________



__________________________________________________________
	References (x2) obtained
	
	

	Verification of references
	
	

	Online search carried out

	
	

	Right to work checklist completed, documents photocopied for personal file
	
	

	Medical clearance confirmed
	
	

	Offer letter issued – evidence of qualifications

	
	

	Enhanced disclosure application form completed online
	
	

	Bank details obtained and sent to payroll provider
	
	

	P45/HMRC New Starter Form obtained and sent to payroll provider
	
	

	New starter information sent to payroll provider
	
	

	Letter of appointment and contract of employment produced*
	
	

	Contract of employment sent
	
	


· Application form
· Evidence of online search

· Job Description/Person Spec










· Interview Record Sheet

· Self Declaration Suitability to Work with Children Form





· References x 2











· Copy of offer letter











· Copies of relevant qualifications/certificates








· Copy of document showing NI number

· Copies of identity documents
· Right to Work checklist









Check signed contract of employment has been received



*    Schools who do their own contracts
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