IDENTITY CHECK FORM
	Position:
	

	Manager: Liz Nolan
	Service Group/School: North Walkden CP School
Team:
	Recheck:            Yes/No
New Starter:       Yes

	Title Mr/Mrs/Miss/Ms/Other………
	Forename:
	Surname:

	Address:


	D.O.B: _____/_____/_________

At present address since

Date: _____/_____/__________

	
	

	
	

	
	

	Postcode:
	

	Contact tel no:
	National Insurance Number:

	E-mail Address: 


Confirming your identity

To enable us to confirm your identity you must provide documentation as listed below to be checked. 
This information must be original - photocopies will not be accepted. 
	The Documentation You Will Need to Provide

	Can you produce any documents from Group 1?(see list overleaf)

Please note documents from Route 1 are preferable - if you cannot satisfy Route 1 then you will need to go to Route 2.  If you cannot satisfy either of these routes then you will need to discuss this with a member of the Employee Services Team

	Route 1
	Route 2

	Three Documents must be seen:

One document from Group 1 plus any two further documents from Group 1, 2a and 2b; one of which must verify their current address.

All Non-UK/Non-EEA Nationals should be validated via Route One by supplying the following combination of documents:

· Current passport; and

· Biometric Residence Permit OR Work Permit/Visa (UK); and

· 1 further document from Group 2a or 2b (refer to list of valid identity documents overleaf), which verifies their current address.
Note Non EEA Nationals: All Non EEA Nationals should be validated via Route One only
	If you cannot satisfy Route 1 then you must produce 3 Documents from Group 2 comprising of:

· 1 Document from Group 2a; and

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

Once the ID check is complete an external ID validation service will be used to check your details against their records.



	Route 3


If you cannot meet the requirements of Route 1 or 2, a member of the Employee Services Team will have a discussion with you to establish why you could not meet these requirements.
For Route 3, you must produce:

· Birth Certificate (UK & Channel Islands) – (Issued after the time of birth by the General Register Office/relevant authority i.e. Registrars – Photocopies are not acceptable); and 
· 4 further documents from Group 2 comprising of: 1 document from Group 2a; and
3 further documents from Group 2a or 2b; one of which must verify your current address.

If you fail to produce the required document set at Route 3, you may need to go for fingerprinting. This may add delay into the overall application process. 



Please tick in the box which document from Group 1 you are providing a copy of:

	Group 1 Primary Identity Documents
	Tick
	Employer/School

	Current Valid Passport 
	
	

	Biometric Residence Permit (UK/EU)

	
	

	Current Driving Licence photo card with counterpart  - UK/ Isle of Man/Channel Islands/EU (Full or provisional)
	
	

	Birth Certificate – issued at the time of birth (UK & Channel Islands) Including those issued by UK authorities overseas, such as Embassies, High Commissions and HM Forces (photocopies are not acceptable)
	
	


	Group 2a Trusted Government Documents  
 (Photocopies will not be accepted)
	Date on Document where appropriate
	Employer/School

Tick which checked

	Current UK/EU Driving Licence (old style paper version) 
	
	

	Current Photo Driving Licence (Non-UK must be valid for up to 12 months from the date the applicant entered the UK) 
	
	

	Birth Certificate (UK & Channel Islands) – issued after the time of birth by the General Register Office/relevant authority, i.e. Registrars. (photocopies are not acceptable) 
	Issue Date:
	

	Marriage/Civil Partnership Certificate (UK/Channel Islands)
	Issue Date:
	

	Adoption Certificate (UK & Channel Islands)
	
	

	HM Forces ID Card (UK)
	
	

	Fire Arms Licence (UK/ Channel Islands/ Isle of Man)
	
	

	Group 2b Financial/Social History Documents   
(Photocopies will not be accepted)
	Date on Document where appropriate
	Employer/School

Tick which checked

	Mortgage Statement (UK or EEA) (Issued within last 12 months)
	
	

	Bank/Building Society Statement (UK/Channel Islands or EU) (Must be less than 3 months old)

	
	

	Bank/Building Society Account Opening Confirmation Letter (UK/EU) (Must be less than 3 months old)

	
	

	Credit Card Statement (UK or EU) (Must be less than 3 months old)
	
	

	Financial Statement e.g. pension, endowment (UK)

(Issued within last 12 months)
	
	

	P45/P60 (UK/ Channel Islands) (Issued within last 12 months)
	
	

	Council Tax Statement (UK/ Channel Islands) (Issued within last 12 months)
	
	

	Work Permit/Visa (UK)  (valid up to expiry date)
	
	

	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. Must still be valid.

	
	

	Utility Bill – (not mobile telephone bill) (Must be less than 3 months old)
	
	

	Benefit Statement (UK) e.g. Child Benefit, Pension

(Must be less than 3 months old)
	
	

	A document from Central/Local Government/Government Agency/Local Authority giving entitlement (UK & Channel Islands) e.g. from the Dept of Work & Pensions, the Employment Service, HMRC
(Must be less than 3 months old)
	
	

	EU National ID Card – must still be valid
	
	

	Cards carrying the PASS accreditation logo (UK & Channel Islands) must still be valid
	
	

	Letter from Headteacher or College Principal (UK only) can only be used for 16/19 yr olds who are in full time education in exceptional circumstances if other documents cannot be provided (Must still be valid)
	
	


Applicant

Please sign below to confirm that you have supplied the documents detailed within this form.

Signature: ___________________________________________

Date: _____/_____/________











Declaration of a Criminal Record 
The work for which you are applying involves substantial opportunity for access to children/vulnerable adults. It is therefore exempt from the Rehabilitation of Offenders Act 1974. You are required to declare any pending prosecutions or convictions you may have, even if they would otherwise be regarded as ‘spent’ under this Act, and any cautions or bind-overs. The Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013) by SI 2013 1198 provides that certain spent convictions and cautions are 'protected' and are not subject to disclosure to employers, and cannot be taken into account. Guidance and criteria on the filtering of these cautions and convictions can be found at the Disclosure and Barring Service (DBS) website (www.gov.uk/dbs).
The information you give and any information given by the DBS will be treated in confidence and will only be taken into account in respect of posts to which the exemption applies.

In accordance with arrangements introduced with the Police Act 1997, the City Council will check with the DBS for the existence and content of any criminal record of prospective employees, voluntary workers and people connected with adoption and fostering applications. Information received will be kept in strict confidence in accordance with the Code of Practice and, except in adopting and fostering cases, will be destroyed immediately the selection process is completed.

Currently, the police provide information held locally on enhanced DBS certificates when they consider it to be relevant to the purpose for which the certificate was requested. This will continue, but the police will now apply a more rigorous test before deciding whether to disclose information. They will include it if they ‘reasonably believe [it] to be relevant’ and consider that it ought to be disclosed. 

In addition, if any of that information is included on an enhanced DBS certificate and you do not think that it should be, you will now be able to ask the Independent Monitor to review it, and the Independent Monitor can ask the DBS to issue a new certificate, either without that information or with amendments to it. You are encouraged to inform the City Council when you request such a review and to update them about what happens with your certificate.
Disclosure of a criminal record or other information will not bar you from working for the City Council unless the nature of the post renders your conviction history as unsuitable. You will be consulted on the outcome of any criminal record enquiries before any decision is taken to withdraw an offer of employment.

Failure to declare a conviction, caution or bind-over may, however, disqualify you from appointment or result in dismissal if the discrepancy comes to light.  

Do you have any pending prosecutions, convictions, cautions, reprimands or final warnings which would not be filtered in line with current guidance? YES/ NO 
If ‘yes’, please provide details below of pending prosecutions, convictions, cautions and bind-over orders, including approximate dates, the offence and the court or police force which dealt with the offence.
	Details
	Approx Date
	Court or Police Force

who dealt  with the offence

	
	
	


Please continue on separate sheet if necessary

Declaration (Signature) 

…………………………………………………………………


Employer/School

Please sign below to confirm that the required documents have been verified.

Has the applicant’s current address been verified?    YES / NO


Print name: ____________________________________

Sign: _________________________Date: ___/___/____

Position: ______________________________________

Contact number: ________________________________

If this section is not signed by a representative for the Employer/School and stamped then this form will not be processed.

Incomplete or incorrect documentation & failure to return this form with the Disclosure Application Form will cause a delay in the DBS process and may also result in a delay in processing your appointment

EMPLOYER/SCHOOL USE ONLY – 


If the applicant has produced a Passport, Birth Certificate, Driving Licence or Biometric Residence Permit then you must complete the details below:
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Passport No:





D.O.B.:___/_____/______








Nationality on Passport:    ___________________________           Issue date: _____/_____/______











UK Birth Certificate Issue Date:____/_____/_____        		           D.O.B.:___/_____/______





Country of issue: UK or Other (if other please state)   _____________________________________














Driving Licence Number:








D.O.B: ____/_____/____











         Driving Licence Issue Date: ____/_____/____





         Driving Licence Type:  Paper / Photo Card











Biometric Residence Permit (UK) 








School / Employer Stamp Here











   PTO



