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	People & Performance – Human Resources  

	
	
	


Name of Guidance Notes - Guidance Notes 

CHECKLIST – Documents required at interview

Please complete sections A and B of this form and bring it to your interview together with original documents and photocopies thereof. Please refer to the enclosed Guidance Notes to help you select the right documents to bring. No offer of employment will be made without the correct documents being provided.  

A) What document(s) am I providing to prove my eligibility to work in UK?

Tick below to indicate which one of the following you are providing:
	
	Tick
	For manager use:

Sign and date to indicate original document and likeness checked

	Current passport or national identity card showing holder to be citizen of United Kingdom or colonies, European Economic Area or Switzerland or
	
	

	Full birth certificate or adoption certificate issued in UK, Channel Islands, Isle of Man or Ireland in combination with proof of National Insurance Number or
	
	

	Other approved document(s) from Immigration, Asylum and Nationality Act 2006 list (please write documents you are providing below)


	
	


B) What document(s) am I providing to prove my identity?

As a Government contractor, we need proof of all of the following:
	
	Document provided:
The same document may be used to prove more than one element
	For manager use:

Sign and date to indicate original document and likeness checked

	Proof of signature


	
	

	Proof of full name


	
	

	Proof of home address


	
	

	Proof of date of birth


	
	


TIP - A UK photo card driving licence will cover all four of the identity requirements (but not eligibility to work). Or if you have provided a passport or national ID card in section A, you will just need proof of address, such as utility bill or bank statement. 

C) To be completed during your interview:

In the presence of the Shaw Trust interviewer or facilitator, please provide an example of your signature in the box below. Do not sign this in advance

	Example signature at interview:
	Witnessed on behalf of Shaw Trust by:








For manager use: Return completed checklist with copies of documents to HR Service Centre
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