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New Starters Checklist

Name: 




  Position: 


  Start Date:



	Advert Date


	
	Closing Date 
	

	Names of Interview Panel 


	1.

2.

3.



	Shortlisting Date
	
	Interview Date 

	

	References requested 

	1.current employer 
2.


	References received 
	1.
2.

	Professional Qualifications sighted and copied 


	
	Identity Checks undertaken and copied 
	Photo ID:
Birth Certificate: 

	DBS form sent 

	
	DBS Number and date cleared
	

	Child Care Disqualification (Regs 2018) Declaration Form 

(if role meets the criteria)
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Does role meet criteria? 


Declaration form received?

	Health questionnaire completed 


	
	Fit to work certificate received 


	

	Job Offer Letter sent 


	
	New starter forms sent to HR Provider
	

	Contract of Employment sent 

	
	Induction date 
	


	Additional Information: 

	


