NHS Pre-employment Check Standards
Identity Verification

Identity should be verified at interview by seeing a combination of the documents below. 
These documents should be copied, verified (signed and dated by the person who has made the copy) and retained in the personal file of the successful candidate.  Photocopies of Passports should include the front cover as well as the photo page.
All documents from each of the lists below must be valid, current and original. Photocopies

must not be accepted.

Original documents allow you to check an employee’s:

· full name – forenames and last name

· signature

· date and place of birth

· current address and provide biographical information that can be verified and cross-referenced.

Where identity documents are provided in a foreign language, an independently verified

translation must be obtained. 

Prospective employees will need to provide either of these 3 combinations:

• two forms of photographic personal identification and one document confirming

their address; or

• one form of photographic personal identification and two documents confirming

their address

• two forms of non-photographic personal identification, two documents confirming 
their address and a passport-sized photograph*** of themselves 
	Acceptable Photographic ID

	UK (Channel Islands, Isle of Man or Irish) passport or EU/other nationalities passport

	UK full or provisional Photo –card Driving Licence

	EU/other nationalities full photo-card driving licence (valid up to 12 months up to the

date of when the individual entered the UK and providing that the person checking

is confident that non-UK photo-card driving licences are bona fide)

	HM Armed Forces Identity card

	ID cards carrying the PASS accreditation logo (UK and Channel Islands), for example a UK Citizen ID card. This card can be applied for by residents of the UK.

	Biometric Resident Permit

	Acceptable address documents

	Utility bill or a certificate from utility supplier confirming the arrangement to pay. More than one utility bill may be accepted if these are from two different suppliers.* 

	Local authority tax statement – for example, a council tax statement (UK and

Channel Islands)**

	UK full or provisional Photo–card Driving Licence including paper counterpart (if not already presented as a personal ID document). 

	UK full driving licence (old-style paper version), old-style provisional driving licences

	Financial statement such as bank, building society, or credit card statement* (UK

and EEA. Non EEA statements must not be accepted)*

	Mortgage statement from a recognised lender (UK and EEA – non EEA statements must not be accepted)**

	Credit union statement (UK)*

	Local council rent card or tenancy agreement*

	Benefit statement, book or card; or original notification letter from the Department of Work and Pensions (DWP) confirming the rights to benefit – for example, child allowance, pension (UK)**

	Confirmation from an electoral register search that a person of that name lives at the claimed address*

	Most recent HM Revenue & Customs tax notification (i.e. tax assessment, statement of account, notice of coding) ** a P45 or P60 is not acceptable

	Acceptable non-photographic documents

	Full birth certificate (UK and Channel Islands) issued after the date of birth by the

General Register Office or other relevant authority, for example registrars

	Full birth certificate issued by UK authorities overseas, such as embassies, high

commissions and HM Forces

	UK full old-style paper driving licence. Old-style provisional driving licences are not acceptable

	Work permit/residency permit (UK) valid up to the expiry date

	Adoption certificate (UK and Channel Islands)

	Marriage/civil partnership certificate (UK and Channel Islands)

	Divorce, dissolution or annulment papers (UK and Channel Islands

	Gender recognition certificate

	Deed poll certificate

	Firearms certificate/licence (UK, Channel Islands and Isle of Man)

	Police registration document

	a document from a local/central government authority or local authority giving

entitlement such as Employment Services, Job Centre, Social Security Services (UK

and Channel Islands)*

	Most recent tax notification from HM Revenue and Customs (i.e. tax assessment,

statement of account, notice of coding, P45 or P60 document) **

	Certificate of employment in HM Forces

	Benefit statement, book or card, or original notification letter from the Department

of Work and Pensions (DWP) confirming legal right to benefit (for example, child

allowance, pension)**


· Denoted with * - it should be less than three months old, unless there is clear evidence that the individual was not living in the UK for three months or more

· Denoted with ** - it should be issued within the past 12 months.

· Not denoted – it can be more than 12 months old.

· Denoted with *** should be endorsed on the back with the signature of a ‘person of standing’ in their community, who has known them for at least three years. A ‘person of standing’ may be a magistrate, medical practitioner, officer of the armed forces, teacher, lecturer, lawyer, bank manager or civil servant. The photograph should be accompanied by a signed statement from that person, indicating the period of time that the individual has been known to them.

For non clinical positions, where the element of risk is lower, employers may accept bank and utility documents which have been downloaded from the internet, where the applicant

is able to access their internet account at a meeting with that employer. Documents downloaded from the internet must not be accepted in isolation and the information provided will need to be cross-referenced with other documentary evidence gathered as part of the recruitment process.
	Acceptable documents for those who have recently left full time education (16 to 19 year-olds)

	grant or student loan agreement from a local education authority (UK)

	full birth certificate (UK and Channel Islands) issued after the date of birth by the

General Register Office or other relevant authority, for example registrars

	full birth certificate issued after the date of birth by UK authorities overseas, such as embassies, high commissions and HM Forces

	National Insurance (NI) number or proof of issue of an NI number – the majority of

individuals will be automatically issued with a NI number at the age of 16 and this will be a HR requirement for employment

	a letter from their headteacher or college principal can be requested, verifying their

name and other relevant information for example, address or date of birth (UK)

	a document from a local/central government authority or local authority giving entitlement such as Employment Services, Job Centre, Social Security Services (UK and Channel Islands)*

	a qualification certificate

	Acceptable documents for refugees and asylum seekers

	Refugees and Asylum seekers will not normally have a passport and are unlikely to have copies of other official documents, such as birth certificates or photo identity cards. Please contact Recruitment Team to verify ID and RTW documents




Should a candidate be unable to provide documents in the combinations above please contact the Recruitment Team for further advice.

Right to Work

Right to work should be verified at interview. All documents must be valid, current and original (exception is only in relation to proof of indefinite leave to remain where it is  produced in a passport that has expired & UK passports which may be accepted when expired).

Documents should be copied, verified (signed and dated by the person who has made the copy) and retained in the personal file of the successful candidate.
If an applicant provides a document from List A, no document from list B is needed. If a candidate provides a document from List B please contact the Recruitment Team for further guidance prior to an offer of employment being made.

	List A
	List B

	UK Passport*
	Other passport showing right to work 

	EEA Passport or NI card**
	Biometric Immigration Document

	Full UK Birth Certificate + P60***
	Work permit or other approval document

	UK Adoption Certificate + P60***
	A residence permit/ registration certificate  indicating permanent residence

	
	


* Exception applies for the British Visitor’s Passport, a British National (Overseas), a British Dependent Territories Citizen, a British Overseas Territories citizen; a British Overseas citizen; a British subject, a British protected person passport holders.
** Exception applies to Bulgarian, Romanian & Croatian Nationals, please contact Recruitment Team

***Exception applies for the residents of Channel Islands, the Isle of Man or Ireland

DBS
Where a DBS is required the applicant must provide a range of ID documents as part of the DBS application process 

The below documents can be used for the DBS form – they may not provide identity or right to work evidence. Please ensure you look at Table 1 and Table 2 to verify these.

Please note that 

· you must only accept valid, current and original documentation and all documents must be in the applicant's current name as recorded in Section A.

· You should in the first instance, seek documents with photographic identity (e.g. passport, new style driving licence, etc.) 

· One document must confirm the applicant’s date of birth as recorded in Section A.

· You must see at least one document to confirm the applicant's current address as recorded in Section B 

· You must not accept documentation printed from the internet e.g. internet bank statements 

· You must ensure that the applicant declares all previous change of name, and provides documentary proof to support the change of name. If the applicant is unable to provide proof to support the change of name, you should hold a probing discussion with the applicant about the reasons why before considering to validate their identity.

The applicant must produce 3 documents: 

· 1 document from Group 1 (refer to list of Valid Identity Documents); and 

· 2 further documents from Group 1, 2a or 2b; one of which must verify their current address 

NOTE – EEA Nationals (Non-UK)- where an EEA National has been resident in the UK for five years or less, identity will be validated by the checking of a Current Passport or Current UK Driving Licence (photo card only) plus 2 further documents

Should a candidate be unable to provide documents in the combinations above please contact the Recruitment Team for further advice.

Please also ensure an exception form is completed for any individual who commences in post while their DBS Disclosure is pending.

LIST OF VALID IDENTITY DOCUMENTS
Group 1 – Primary Trusted Identity Credentials

· Current valid Passport.

· Biometric Residence Permit (UK).

· Current Driving Licence (UK) (Full or provisional) Isle of Man /Channel Islands; 

· Photo card only (a photo card is only valid if the individual presents it with the associated counterpart licence; except Jersey).

· Birth Certificate (UK and Channel Islands) - issued at the time of birth;  
· Full or short form acceptable including those issued by UK authorities overseas, such as Embassies, High Commissions and HM Forces. (Photocopies are not acceptable).

Group 2a – Trusted Government/State Issued Documents

· Current UK Driving licence (old style paper version).

· Current Non-UK Photo Driving Licence (valid only for applicants residing outside of 

the UK at time of application).

· Birth Certificate (UK and Channel Islands) - (issued after the time of birth by the   

General Register Office/relevant authority i.e. Registrars – Photocopies are not acceptable).

· Marriage/Civil Partnership Certificate (UK and Channel Islands).

· Adoption Certificate (UK and Channel Islands).

· HM Forces ID Card (UK).

· Fire Arms Licence (UK and Channel Islands).

Group 2b – Financial/Social History Documents

· Mortgage Statement (UK or EEA)** (Non-EEA statements must not be accepted).

· Bank/Building Society Statement (UK or EEA)* (Non-EEA statements must not be accepted).

· Bank/Building Society Account Opening Confirmation Letter (UK).

· Credit Card Statement (UK or EEA)* (Non-EEA statements must not be accepted).

· Financial Statement ** - e.g. pension, endowment, ISA (UK).

· P45/P60 Statement **(UK & Channel Islands).

· Council Tax Statement (UK & Channel Islands). **

· 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 of the UK at time of application).

· Utility Bill (UK)* – Not Mobile Telephone.

· Benefit Statement* - e.g. Child Allowance, Pension.

· A document from Central/ Local Government/ Government Agency/ Local Authority giving entitlement (UK & Channel Islands)*- e.g. from the Department for Work and Pensions, the Employment Service , Customs & Revenue, Job Centre, Job Centre Plus, Social Security.

· EU National ID Card.

· Cards carrying the PASS accreditation logo (UK and Channel Islands).

· Letter from Head Teacher or College Principal (16/17 year olds in full time education – (only used in exceptional circumstances when all other documents have been exhausted).

Please note:

If a document in the List of Valid Identity Documents is:

· Denoted with * - it should be less than three months old.

· Denoted with ** - it should be issued within the past 12 months.

· Not denoted – it can be more than 12 months old.
Individuals providing address history outside the UK

Where 50% of more of candidates 5-year address history refers to non-UK addresses, or where their most recent address is non-UK,  Recruiting Managers should request a Certificate of good conduct or overseas criminal record check when recruiting staff from abroad.
When documents returned in a different language an independently verified translation must be obtained. 

Should a candidate be unable to provide documents please contact the Recruitment Team for further advice.
Qualifications and Professional Registration
Any qualification or professional registration that is mandatory (listed on the essential criteria of the Person Specification) must be seen, copied, verified and retained.

Where professional bodies have the facility to check up to the minute registration details (via a website) these should also be checked, a copy printed out, signed and dated.
It is important that where appropriate the Alert Register database is checked. It is imperative that this check is recorded as being undertaken (including date carried out) on the personal file checklist for the successful candidate.
Other notes
Please ensure that the following checks are also completed:

· Work health assessments Questionnaire completed by successful candidate and Recruiting Manager after an offer of employment has been made (where requires referral to Occupational Health ensure fit slip placed on personal file).


· Employment Declaration signed and dated by applicant, discussed at interview where necessary, and placed on personal file. 

· Reference checks completed – references will have to validate at least three years of previous employment and/or training. As a minimum, a reference from the person’s most recent employer should have been received and placed on file, with a 2nd reference being obtained before the individual commences in post.
