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School Personnel File Contents List 

Your school’s personnel file should contain a copy of:

· Job Advert 

· Job Description and Person Specification (including safeguarding statements – please see additional guidance) 

· Application Form 

· Invite to interview letter giving details of format of interview

· Shortlisting and interview notes from all on the panel plus copy of all questions

· Copy of Qualifications 

· Copy of identity Checks (birth certificate, passport, driving license etc) Includes right to work in UK verification 
· Copy of References 

· Notification of appointment form

· Notification of employment changes

· Confirmation of appointment letter from LA

· DBS enhanced certificate number and date cleared  perhaps photocopy if agreed through policy only for 6 months then must be destroyed confidentially or handed back to employee 
· Confirmation of further vetting’s checks carried out specific to the scope of the  role –Barred list, Prohibitions sanctions restrictions, (Child care disqualification)

· Fit to work email declaration from occupational health including any work adjustments following occupational health involvement
· Contract of Employment 

· Induction Checklist (please see template for additional information)  
· New starter checklist (please see template for additional information)  
· Any absence review documents including any minutes of any meetings and HR notes in relation to long term absence

· Any career break information 

· any details of Flexible Working arrangements
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