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PCC/PARISH NAME
EMPLOYMENT DETAILS FORM – NEW STAFF

This form needs to be completed and returned to the [NAME OF ADMINISTRATOR] along with any other supporting documents either before or on your first day of employment with us.


Personal Details:

	Title
	

	First Name
	

	Surname
	

	Known as (if different to first name)
	

	Address (including post code)
	

	Date of Birth
	

	National Insurance number
	

	Home phone number
	

	Mobile phone number
	



Employment Details:

	Start Date
	

	Job Title
	

	Department
	

	Work Location
	



Bank Details:

	Account Name
	

	Sort Code
	

	Account Number
	

	Building Society Roll number (if applicable)
	

	Bank Address
	




Medical Details:

	Do you consider yourself to have a disability as defined under the Equality Act 2010? If yes, please give details
	

	Are there any adjustments that we need to make in order to accommodate any disability, health condition or neurodivergence? If yes, please give details
	

	GP’s name, address and telephone number
	




Emergency Contact Details (in the event that you are ill at work:

	Title
	

	First Name
	

	Surname
	

	Address (including post code)
	

	Day time phone number
	

	Mobile phone number
	

	Relationship (Spouse, Partner etc)
	




Driving Details (if you are required to drive to fulfil your role):

Note: If you are required to drive any vehicle on behalf of the PARISH NAME we will require a copy of your driving licence for insurance purposes, and hereafter further copies from time to time, together with any details of driving offences and accidents in the last 5 years.

You will also need to ensure that you have the relevant car insurance cover that allows you to use your car for work related business, and provide a copy of your car insurance policy to HR. The PARISH NAME does not make payments for accidents incurred on work related business, so you must ensure that you have the relevant cover.

	Date driving license issued
	

	Type of license (Car/Motorbike etc)
	

	Number of penalty points (if applicable)
	

	Does your policy include being able to use your car in the course of your normal job? If so, please send a copy of your policy to HR
	






Right to Work Documents

In order to comply with legislation introduced with effect from 29th February 2008, we need to see and copy one of the following original documents when you start your employment with us.  Please select which one of them from either List A or B you will bring with you on your first day of employment. The document(s) will be copied and then returned to you. Please be advised that unless you provide the stated document on or before your first day of employment with us, your employment will not start until such time as you are able to provide the necessary evidence verifying that we can legally employ you.


List A Documents

If you produce one of the following list A documents, it must be in conjunction with an official document issued by a Government Agency or previous employer showing your National Insurance number and name. This could be a P45, P60 or National Insurance Card.  Please note that any number beginning TN or any number ending in a letter from E to Z would be an invalid National Insurance number.	

	A passport (current or expired) showing the holder is a British citizen or a citizen of the UK and Colonies having the right of abode in the UK.
	

	A passport or passport card (in either case, whether current or expired) showing that the holder is an Irish citizen.
	

	A document issued by the Bailiwick of Jersey, the Bailiwick of Guernsey or the Isle of Man, which has been verified as valid by the Home Office Employer Checking Service, showing that the holder has been granted unlimited leave to enter or remain under Appendix EU(J) to the Jersey Immigration Rules, Appendix EU to the Immigration (Bailiwick of Guernsey) Rules 2008 or Appendix EU to the Isle of Man Immigration Rules.
	

	A current passport 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.
	

	A current Immigration Status Document issued by the Home Office to the holder with an endorsement indicating that the named person is allowed to stay indefinitely in the UK, or has no time limit on their stay in the UK, together with an official document giving the person’s permanent National Insurance number and their name issued by a government agency or a previous employer.
	

	A birth or adoption certificate (short or long) issued in the UK, together with an official document giving the person’s permanent National Insurance number and their name issued by a government agency or a previous employer.
	

	A birth or adoption certificate issued in the Channel Islands, the Isle of Man or Ireland, together with an official document giving the person’s permanent National Insurance number and their name issued by a government agency or a previous employer.
	

	A certificate of registration or naturalisation as a British citizen, together with an official document giving the person’s permanent National Insurance number and their name issued by a government agency or a previous employer.
	




If you have ticked one of the above list A boxes, please complete the declaration at Section 9 and ignore the rest of this section.


If you cannot produce one of the above list A documents, then you must produce one of the following list B documents. Please tick which document you will be providing.  

List B Documents

	A current passport endorsed to show that the holder is allowed to stay in the UK and is currently allowed to do the type of work in question.
	

	A document issued by the Bailiwick of Jersey, the Bailiwick of Guernsey or the Isle of Man, which has been verified as valid by the Home Office Employer Checking Service, showing that the holder has been granted limited leave to enter or remain under Appendix EU(J) to the Jersey Immigration Rules, Appendix EU to the Immigration (Bailiwick of Guernsey) Rules 2008 or Appendix EU to the Isle of Man Immigration Rules.
	

	A current Immigration Status Document containing a photograph issued by the Home Office to the holder with a valid endorsement indicating that the named person may stay in the UK, and is allowed to do the type of work in question, together with an official document giving the person’s permanent National Insurance number and their name issued by a government agency or a previous employer.
	

	A document issued by the Home Office showing that the holder has made an application for leave to enter or remain under Appendix EU to the immigration rules (known as the EU Settlement Scheme) on or before 30 June 2021 together with a Positive Verification Notice from the Home Office Employer Checking Service.
	

	A Certificate of Application (non-digital) issued by the Home Office showing that the holder has made an application for leave to enter or remain under Appendix EU to the immigration rules (known as the EU Settlement Scheme), on or after 1 July 2021, together with a Positive Verification Notice from the Home Office Employer Checking Service.
	

	A document issued by the Bailiwick of Jersey, the Bailiwick of Guernsey or the Isle of Man showing that the holder has made an application for leave to enter or remain under Appendix EU(J) to the Jersey Immigration Rules or Appendix EU to the Immigration Rules (Bailiwick of Guernsey) Rules 2008, or Appendix EU to the Isle of Man Immigration Rules together with a Positive Verification Notice from the Home Office Employer Checking Service.
	

	An Application Registration Card issued by the Home Office stating that the holder is permitted to take the employment in question, together with a Positive Verification Notice from the Home Office Employer Checking Service.
	

	A Positive Verification Notice issued by the Home Office Employer Checking Service to the employer or prospective employer, which indicates that the named person may stay in the UK and is permitted to do the work in question.
	




Please note that if you provide a document from list B, this indicates that you only have limited leave to be in the UK and a similar check will have to be repeated at least annually until you can provide a document, or documents, indicating that you can remain permanently in the UK from list A, or until you leave our employment.


Employee Declaration

I declare that to the best of my knowledge and belief, the above answers are true.  I realise that deliberately false statements or omissions of detail may render me liable to the Disciplinary Procedure, which, after investigation, may include dismissal.

I understand and agree that the PARISH NAME is permitted to hold personal information about me as part of its personnel and other business records and may use such information in the course of the DBF’s business.  I agree that the PARISH NAME may disclose such information to third parties, in the event that such disclosure is, in the PARISH NAME’s view, required for the proper conduct of the PARISH NAME’s business.  This clause applies to information held, used or disclosed in any medium.


Employee Signature



Date:


