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Identity

The candidate’s identity should be verified by a birth certificate, passport or driving licence with a photograph, plus a document such as a utility bill or financial statement showing candidate’s current name and address and, where appropriate, change of name documentation.

Role being carried out and qualifications required

Specify the role and whether qualifications are required and/or claimed.  Qualifications should be verified by means of original certificate or certified copy.

CRB and List 99 Checks

All checks should be documented and retained on file (subject to CRB Code of Practice and organisation’s own data protection arrangements) remembering that information within a CRB disclosure is confidential and may only be passed between agencies/schools etc with subject’s written permission.  When no longer needed, it must be destroyed, having first noted:  (1) The date the Disclosure was obtained.  (2) Who obtained it.  (3) The level of the Disclosure and

(4) The unique reference number.

Right to work in the UK

It is now a legal requirement to check asylum and immigration documents before an individual commences employment.  New rules came into force in February 2008.

Overseas checks

Overseas certificates of good conduct are required for candidates who have spent time abroad in the last 5 years.  Candidates are responsible for obtaining their own certificates themselves from the relevant country or countries and presenting them to the Authority as evidence.  Where candidates have only spent some time abroad and some time in the UK, these checks need to be done alongside the CRB check.
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