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3.1
INFORMATION REQUIRED FOR NEW STARTERS
The table below details the information / forms that are required for new employees and to whom they should be sent.

	Information Required
	To be supplied by
	To be sent to

	P45
	Employee
	Liberata Payroll 

	Completed CRB Form
	Employee/School
	HR Consultancy

	Completed New Starter Form http://www.croydonhr.co.uk/File/new_starter.doc
	School
	Business Performance Unit at payroll@croydon.gov.uk 

	Completed Application Form
	School
	Business Performance Unit at payroll@croydon.gov.uk 

	Work Permit (if applicable) OR Evidence that they can work in the UK
	School
	Business Performance Unit at payroll@croydon.gov.uk 


Upon receipt of the required information the BPU will enter the person onto the Pay & personnel system (CHRIS) and then forward the information on to the HR&OD Recruitment and Retention Consultancy, who will send the following to the employee, as necessary, along with their contract of employment: 

· Bank Details (using form provided)
· Pre-Employment Health Screening Questionnaire
· Pension Option Form

· Pensions Booklet (for Teachers only)

· P46 if no P45 received.
3.2
HEALTH STATEMENTS

Before joining the Council, it is important for the prospective employee and the Council to know whether they will be able to carry out all of the requirements of their job without adversely affecting the health and safety of themselves and others.  In order to do this you should ask the applicant (once a verbal offer has been made) to complete a Pre-Employment Health Screening Questionnaire, which is available at the following link http://intranet.croydon.net/CorpDept/OccupationalHealth/Word%20Docs/PreEmployHealthQues.doc . 
It is imperative that the questionnaire is given to potential employees without delay.
The answers to the questions in the will enable our medical staff to assess the employee’s health in relation to their proposed job.  The Council views disability positively and will give consideration to reasonable adaptations to the role or workplace that may be necessary to support the potential employee’s needs.

The applicant is asked to answer all the questions as fully and accurately as possible, explaining any “yes” answers in the “further details” space next to the question.  All sections must be completed as omissions may lead to a delay in processing the candidate’s job application.

The completed questionnaire must be returned in a pre-addressed envelope for CONFIDENTIAL evaluation by our medical staff to: Occupational Health, Taberner House, Park Lane, Croydon, CR9 3JS.
3.3
BANK DETAILS
Every new employee should have a suitable bank account or building society account into which payments can be made.  

They must also ensure that Liberata Payroll has current details of it by completing the ‘New Employee Banking details’ form, which can be found in the Forms section of the Schools HR website
P45/P46 Income, Tax Paid and Tax Code Form

If your new employee does not have a P45 from their previous employer, they need to complete a P46, which is sent with the contract, otherwise they will be put onto Emergency Tax and pay more tax than they need to. 

P60 End of Year Statement of Income and Tax Paid

A P60 is sent to all employees at the end of the financial year (April) by the Payroll provider.  It details their salary earned for the financial year plus the Tax, National Insurance and Pension they have paid for the year.  

This is a very important document which is required when checking if a tax rebate is due after a financial year and is also useful when resolving pension queries.

Duplicates are not issued.
3.4
CRIMINAL RECORDS BUREAU (CRB) PROCEDURES

These notes are designed to give you an overview of your responsibilities in the Disclosure process, together with step by step instructions on your responsibilities in dealing with applicants’ identity documents.

A CRB Disclosure Application form should be given to the successful candidate for completion in black ink.  

3.4.1
Sections to be completed by the Candidate 

Sections A, B, and H, should be completed by all candidates.

Section C should be completed by candidates who have entered ‘Mrs’ or ‘Ms’ in Section A, Item 1. They should enter their surname at birth,* even if it is the same as provided at Section A, Item 2.

*Applicants who were adopted before the age of 10 years do not need to

provide their name at birth, they should give their adoptive name.
Section D should be completed by candidates whose current address (shown in Section A , Item 9) is less than 5-years old. Candidates must provide a 5-year continuous address history from the date the application form is signed. If necessary you should provide candidates with an Address Continuation Sheet There must be no gaps in the addresses provided for this period and they should include overseas addresses where necessary. If they do not provide a full 5-year

address history their form will be returned by the CRB.

Sections E, F and G should be left blank. 
3.4.2
  Section to be completed by the School 

Firstly the school will need to identify one or more designed document checkers who will have responsibility for checking documents and completing Section X of all Disclosure Application Forms. The following guidance is aimed at those people.

Before filling in Section X of the form, you should check that;

a)
the form has been filled in correctly using black ink.
b)
the individual has made a declaration by signing within the box provided at line 68 of Section H.  If consent is not given then, the individual must provide five pieces of identification in accordance with the CRB guidance. 

c)
the documents which are being provided support the identity of the individual.

Section X should be completed by the designated document checker from the school.  This covers the verification of the identity of the individual and is very important.  If this is not completed accurately the form will be returned to the school and there will be a consequential delay.  Please ensure that Section X is not completed by the individual.

Completing Section X
The numbers given below refer to the Item number on the Disclosure Application form.

	Item 1
	Passport Number
Enter the full and complete passport number leaving no spaces between digits.

	Item 2
	Date of birth

Enter the date of birth shown in the applicant’s passport.

	Item 3
	Nationality

Enter the nationality as shown in the passport

	Item 4
	Issue date

Enter the date of issue shown in the passport.

	Item 5
	Driving licence number

Enter the licence number which is on the left hand side of the driving licence number. (Issue number)

	Item 6 
	Date of birth

Enter the date of birth shown in the driving licence.

	Item 7
	Licence type
Specify whether paper or photo type licence.

	Item 8
	Licence valid from
Enter the date when the licence was issued.

	Item 9
	Country of issue

If it is a UK licence, cross the UK box.  If it is a foreign licence write the name of the country of issue in the Other country box.

	Item 10
	Birth certificate/date of birth

Enter the date of birth as registered on the birth certificate.

	Item 11
	Issue date

State the date when the birth certificate was issued.

	Item 12
	Country of issue

If a UK birth certificate cross the UK box.  If a foreign certificate write the name of the country of issue in the Other country box

	Item 13
	Marriage certificate issue date

State the date when the marriage certificate was issued.

	Item 14
	P45 or P60 National Insurance number

Enter in the spaces provided the NI number shown on the P45 or P60

	Item 15
	Current address details checked against documentation

Cross this box only if you have been given and checked at least two different documents from the following list which confirms the current address and should be no more than 6 months old. This is provided the applicant has signed their consent at section H, line 69.

Bank statement, mortgage or insurance statement, credit card statement, utility bill, current Council Tax bill. 

If the applicant has recently moved, correspondence from the solicitor dealing with their property can be accepted if it is on the solicitor’s headed paper and mentions the current address.  If in rented accommodation a rent book may be considered as evidence.

	Item 16
	Evidence seen and checked by

Write in the space provided the name of the person who has seen the evidence and completed the details in Section X.


PLEASE DO NOT COMPLETE SECTIONS Y OR Z.

3.4.3
  Guidance for Designated Document Checkers

The designated person must: 

· Check and validate the information provided by the applicant on the application form; and

· Establish the true identity of the applicant, through the examination of a range of documents as set out in this guidance; and

· Ensure that the applicant provides details of all names by which they have been known and all addresses where they have lived in the last 5 years; and

· Ensure the application form is fully completed and the information it contains is accurate.

Failure to do this may compromise the integrity of the Disclosure service. If you are unsure about any part of the ID checking process, please contact us.

Please note that:

· You must only accept valid, current and original documentation.

· You must not accept photocopies.

· You must not accept documentation printed from the internet e.g. internet bank statements.

· Identity information (e.g. name, date of birth, address etc.) recorded in Section X on the Disclosure application form must be cross-matched with those provided by the applicant in sections A-C.

· You should where possible, ask for photographic identity (e.g. passport, new style driving licence, etc. and for this to be compared against the applicant’s likeness).

· All documents must be in the applicant's current name as recorded in Section A (see below for guidance on recent changes of name).

· One document must confirm the applicant’s date of birth as recorded in Section A.

· You must see at least one document to confirm the applicant's current address as recorded in Section A. Only place a cross (x) in Section X15 if you have seen two documents.

· You must ensure that they have provided a full and continuous address history covering the last 5 years. Where possible you should seek documentation to confirm this address history.

· You should cross match the applicant’s address history with any other information you have been provided with as part of the recruitment, such as their CV. This can highlight if an address has not been given e.g. if the applicant’s CV shows that they have worked in Liverpool in the last 5 years but the application form only shows London addresses, you may wish to question the applicant further about this.
· Only one document from each of the subgroups in Group 2 should be included in the document count e.g. do not accept two bank statements as two of the required documents, if they are from the same bank.
· If the applicant has completed any part of Section X on the application form, you must cross out any information that has not been seen by the designated document checker.
· You cannot accept the foreign equivalent of an identity document if that document is listed as ‘(UK)’ on the list of valid identity documents.
· If an identity document is provided in a foreign language, you must obtain a translation of that document, certified by a Notary Public.
It is recommended that, if at all possible, the document check is completed using only information that can be recorded in Section X. This makes it easier for the CRB to process your application.

Crossing the box at line 15 tells the CRB that you have seen two documents from Group 2 showing evidence of the applicant’s current address. Do not place a cross at line 15 if one of the two documents is a marriage certificate, P45 or P60. These can be recorded separately in Section X.

If the documents recorded in Section X are insufficient to complete the document check process shown above, list ALL documents seen on a CRB Documentary  Evidence Sheet, which can be found in the Forms section of the Schools HR Website. Please include the name of the applicant, the form reference number (this can be found on the front page of the form) 

3.4.4
   Processing your Disclosures

The steps that you should go through in order to process the disclosure check are as follows: -

	Step 1

Once you have selected a candidate you should give them a Disclosure Application form and the CRB guidance notes. The application form cannot be photocopied as it has its own unique number. 

An Enhanced Disclosure will be necessary for all staff within schools.


	Step 2

The Disclosure Application form should be returned to you in person, together with the original identity documentation required.  You will need to check that the form is completed in full in black ink and that it is legible. 


	Step 3

Once you have verified the identity documentation is correct you should enter the details in Section X and return the originals to the individual. 


	Step 4

The person designated by the school, who has seen the documentation should complete line 16 at the bottom of Section X and send the form to HR&OD.  As the CRB forms will be read electronically, should the form be incorrectly completed it will be returned to the school and will subsequently result in a delay and additional costs may incur. 


.

	Step 5

The individual will receive the result of the Disclosure directly from the CRB and a copy is sent to HR&OD, who will inform the school of the outcome.


3.4.5
 Types of Identification

You are requested to verify as much physical evidence of identity as the individual is willing or able to provide.  It is not necessary for you to see all of the possible documents listed in Section X, but a passport or photo driving licence with two utility bills will provide the sound basis of a proof of identity.

Which Documents Must Be Seen To Confirm Identity?

Group 1

•
Passport any nationality

•
UK Birth Certificate issued within 12 months of date of birth – full or short form acceptable including those issued by UK authorities overseas, such as Embassies, High Commissions and HM Forces.

•
UK issued Driving Licence England/Wales/Scotland/Northern Ireland/Isle of Man; either photocard or paper. A photocard is only valid if the individual presents it with the counterpart licence

•
EU National Identity Card EU countries only

•
HM Forces ID Card (UK)

•
UK Firearms Licence

•
Adoption Certificate (UK)

Group 2

•
Marriage Certificate/Civil Partnership Certificate

•
Financial Statement** e.g. pension, endowment, ISA

•
Birth Certificate

•
Vehicle Registration Document (Document V5 old style and V5C new style)

•
UK P45/P60 Statement**

•
Mail Order Catalogue Statement*#

•
Bank/Building Society Statement*#

•
UK Court Claim Form** documentation issued by Court Services

•
Utility Bill*# electricity, gas, water, telephone – inc. mobile phone contract/bill

•
Exam Certificate e.g. GCSE, NVQ, O’Level

•
TV Licence**

•
Addressed Payslip*

•
Credit Card Statement*#

•
UK National Insurance Card

•
Store Card Statement*#

•
UK NHS Card

•
Mortgage Statement**#

•
Benefit Book Statement Child Allowance or Pension

•
Insurance Certificate**

•
UK Certificate of British Nationality

•
UK Council Tax Statement**

•
UK Work Permit/Visa**

•
A document from Central/Local Government/Government Agency / Local Authority giving entitlement (UK)* eg. Department for Work and

Pensions, the Employment Service, Customs & Revenue, Job Centre, Job Centre Plus and Social Security.

•
UK Connexions Card

•
CRB Disclosure Certificate**

•
Letter from a Head Teacher*

•
Asylum Registration Card

* Documentation should be less than three months old.  ** Issued within past 12 months.


# If you intend to use more than one document of this type ensure that it is from a different organisation.

Internet documents are not acceptable.  This list is subject to amendment by the CRB. For the latest version of the list of valid identity documents, please check the ‘ID Checking Process’ at www.crb.gov.uk/dip

Which documents should I see to confirm identity ?

                           Have they produced any documents from Group 1?

                    


        Yes






Please note: All documents must be in the applicant’s current name. At least one document must show the applicant’s current address and at least one document must show the applicant’s date of birth. Please ensure the details in the documentation match those given on the application form.
3.5
PENSION DETAILS

3.5.1
Teachers’ Pension Scheme
Any teacher who starts a new contract on or after 1 January 2007, will automatically become a member of the national Teachers’ Pension (TP) scheme which is administered by Capita Business Services Ltd. 
Any teacher who does not want to join the scheme or stop paying contributions will be required to complete the Teachers’ Pensions Form entitled “OPT-OUT”. This form can be downloaded from the TP website at                                                www.teacherspensions.co.uk/resources/pdf/forms/OPT-OUT.pdf
The form instructs Teachers’ Pensions that an employee is “opting out” of their scheme.

The OPT-OUT form should be sent to HR&OD once it has been completed by the employee. This is because there are specific sections of the forms that require checking and completion.  The forms are then forwarded direct to Teachers’ Pensions on the employee’s behalf.

More information regarding the Teachers’ Pension Scheme is included in the “YOUR PENSION” guide book which can be downloaded from the TP website at

www.teacherspensions.co.uk/members/members1.htm
3.5.2
Local Government Pension Scheme

All non-teaching staff are eligible to join the Local Government Pension Scheme whether they are full time or part time and membership is automatic. Casual and short-term temporary staff can join by contacting the Council’s Pension Team (0845 0362101) and requesting a form. Those who do not wish to join are requested to complete the “Pension Option Form” to inform the Council not to make deductions.

All full and part-time employees will be sent a “Pension Option Form” (a copy of which can be found in the Forms section of the Schools HR website) with their contract of employment. They must complete this and return it to HR&OD along with copies of their birth certificate and marriage certificate if applicable. 

The Local Government Pension Scheme can be accessed at

www.communities.gov.uk/localgovernment/personnelandworkforce/localgovernmentpensions/newlooklocal/ 
3. APPOINTMENT INFORMATION





      





      YES





      





      NO





3 documents must be seen


One document from Group 1 plus 


any two from Groups 1 or 2








5 documents must be seen


Five documents


from Group 2




















