(Nr5) Pre-employment checks: The Essentials

Thisisachecklistwhichcanbeused by managerstohelpconductapre-employment check.Belowareall ofthe differentchecksthat could be
required for a candidate. If you sign any of the declarations below please upload this document to Your HR along with copies of
the pre-employment checkdocuments.

Pre-employment checks are statutory and audit requirements. Managers should see the original documents. Copies should be taken of
all documentation, signed and dated. For example, on each copy themanagershouldwrite: ‘original seenandverified’, sign, printyour
nameanddatethecopy.Thisshouldbe uploadedandattachedto thecandidateonYourHR.Pleasescaneach pre-employmentcheck
documentseparately. Astartdateshouldnotbeagreed priortopre- employment checks being authorised by HR.

Documentsshould be seenatinterview stage and only uploadedto Your HR for the candidate(s) who have beenissued a conditional offer.

Candidate Name

Type of Check Completed (Please tick or n/a if not applicable)

Eligibility to work in the UK

Proof of Address

Proof of Identity If check can’t be completed, please sign below.

Manager declaration: | have verified the candidate’s identity where possible; however they are unable to provide photographic proof. | am
satisfied | have completed this check the best | can:

Manager signature:
References Ref 1.
Ref 2:
Personal Details / Work Health Ifan Occupational Health referralis required please see guidance ontheintranet

Please see the information listed under Personal Details / Work Health, if you are already aware of any sickness history / declarations and
do not require this check to be carried out please sign below.

Manager signature:
DBS If on the Update Service, please provide the following details:
(NOTE: Donottakeacopyofan DBS Certificate number:
individual's DBS certificate) DBS lssue Date:
Type of check:

(Please include any barred list checks that appear on the DBS Certificate eg:
Enhanced with Children’s Barred list)

Qualifications Please see the information under Qualifications.

Manager declaration: | am happy with the candidate’s level of experience demonstrated at interview, therefore qualifications are not
required.

Manager signature:

Registrations If HCPC is required, please see the information listed under Registrations
Candidate Photo (used for ID
badge)

In the event of any queries please contact the Recruitment Team on 01926 748444, or submit your query via the
Hornbill Help Desk



https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flive.hornbill.com%2Fwcc%2Flib%2Fsaml%2Fauth%2Fsimplesaml%2Fmodule.php%2Fcore%2Floginuserpass.php%3FAuthState%3D_8e166c73cc0201bafb20ad778ce35961cd17b21b16%253Ahttps%253A%252F%252Flive.hornbill.com%252Fwcc%252Flib%252Fsaml%252Fauth%252Fsimplesaml%252Fmodule.php%252Fcore%252Fas_login.php%253FAuthId%253DESP%2526ReturnTo%253Dhttps%25253A%25252F%25252Flive.hornbill.com%25252Fwcc%25252F%25253FSAMLRequest%25253DrZLLTsMwEEV%2525252FJfI%2525252BcZ5NarWVCkWiUhFRG1iwQY5jEUt%2525252BBI9Tyt%2525252BTplCVTdmwvDNzxneuPAOqZEeWvWv1lr%2525252F3HJx3UFIDGRtz1FtNDAUBRFPFgThGdsuHDYmDkHTWOMOMRBfIdYICcOuE0chbr%2525252BboteZ1ktW8SJsmyaYsS5NJwaZRnEdZnmYJY2ke1Q2bJBx5z9zCQM7RsGjAAXq%2525252B1uCodkMpjEM%2525252Fivw4q8KCZDlJixfkrYZrhKZupFrnOiAYS7HnQWusroWUATMKfzCGkbf8sXZrNPSK2x23e8H403bzFyxFjY%2525252B3YzrEiEGoTvJRK9P0kgdd2439O%2525252BhKaw6fGE469imDcxd55XeeN0I3Qr9dj7I%2525252BDQG5r6rSLx93FVrMjnvIGI1d%2525252FI%2525252Fno1fFHW2oo%2525252BfiDF8%2525252BdFK%2525252FP9HiCw%2525253D%2525253D%252526RelayState%25253Dhttps%2525253A%2525252F%2525252Flive.hornbill.com%2525252Fwcc%2525252Finternal%2525252Fhome%2525252F&data=04%7C01%7Cnikkibagworth%40warwickshire.gov.uk%7C15019959f7a247f54d9108d89d2749c9%7C88b0aa0659274bbba89389cc2713ac82%7C0%7C0%7C637432139360557954%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=4LF2Q8LfnzHV6hble9eYYi6McjqjshbMKii5j8PvwFw%3D&reserved=0

Warwickshire
County Council



Eligibilitytoworkinthe UK

Theabovedocumentsshouldbeinthecandidate’slegalname. Example:
ifthecandidatehasrecentlymarriedandtheirpassportisintheirmaiden
* Passport name they will need to provide their marriage certificate.

+ Work permit

Documentsrequiredforthischeck:

Note: Eligibility isn’t always required for internal candidates as it may already

* Birthcertificate AND proofof NI be present on their HRER file. Please contact HR for assistance with internal
number. (We cannot accept NI cards) candidates.

Work Permits

Insome cases the candidate willhold a work permit; this willneedto be logged centrallyin HR. Ifyou have any queries of the
candidate’seligibilitytoworkinthe UK please make thisknownto HRwhenuploading documentsto YourHR.

UK VISAs and Immigration

The Points Based System (PBS) that has governed employers sponsorship of overseas nationals for 12 years is
undergoing its biggest overhaul to date. The purpose is to incorporate European citizens into the PBS when
Free Movement ends on 31 December 2020, and to modernise and streamline some aspects after more than
a decade. Understandably, if you employ skilled migrants you may have concerns about the impact of the
new rules while the government puts the final touches to its plans amid the uncertainties of Brexit and the
pandemic. We are here to help so please do not hesitate to contact the Recruitment Team on 01926 73844,

or submit your query via the Hornbill Help Desk

Proof of address

Theabove documentsshouldbeinthe candidate’slegalname. Example:
ifthe candidate hasrecentlymarriedandtheir proof ofaddressisintheir
maidennametheywillneedtoprovidetheirmarriagecertificate.

Documents required for this check:
¢ Drivinglicence

+ Bankstatementor utilitybill postedto

N I e L i e Note: Proof of address documents MUST be posted to the home address, not

li i .
¢ Council Tax bill posted to thehome online printouts
addresswithinthelast 12months
Proof of identity
Documents required for this check: In some cases where the candidate does not hold a passport or driving

licence they will not be able to provide photographic proof of their identity.
Ifacandidateisunabletoprovetheiridentityandyouaresatisfied thatyou
have completedthe checkas best you canthen please signthe manager
declaration

¢ Valid photo driving licence
¢+ Passport
+ Biometric residence permit


https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flive.hornbill.com%2Fwcc%2Flib%2Fsaml%2Fauth%2Fsimplesaml%2Fmodule.php%2Fcore%2Floginuserpass.php%3FAuthState%3D_8e166c73cc0201bafb20ad778ce35961cd17b21b16%253Ahttps%253A%252F%252Flive.hornbill.com%252Fwcc%252Flib%252Fsaml%252Fauth%252Fsimplesaml%252Fmodule.php%252Fcore%252Fas_login.php%253FAuthId%253DESP%2526ReturnTo%253Dhttps%25253A%25252F%25252Flive.hornbill.com%25252Fwcc%25252F%25253FSAMLRequest%25253DrZLLTsMwEEV%2525252FJfI%2525252BcZ5NarWVCkWiUhFRG1iwQY5jEUt%2525252BBI9Tyt%2525252BTplCVTdmwvDNzxneuPAOqZEeWvWv1lr%2525252F3HJx3UFIDGRtz1FtNDAUBRFPFgThGdsuHDYmDkHTWOMOMRBfIdYICcOuE0chbr%2525252BboteZ1ktW8SJsmyaYsS5NJwaZRnEdZnmYJY2ke1Q2bJBx5z9zCQM7RsGjAAXq%2525252B1uCodkMpjEM%2525252Fivw4q8KCZDlJixfkrYZrhKZupFrnOiAYS7HnQWusroWUATMKfzCGkbf8sXZrNPSK2x23e8H403bzFyxFjY%2525252B3YzrEiEGoTvJRK9P0kgdd2439O%2525252BhKaw6fGE469imDcxd55XeeN0I3Qr9dj7I%2525252BDQG5r6rSLx93FVrMjnvIGI1d%2525252FI%2525252Fno1fFHW2oo%2525252BfiDF8%2525252BdFK%2525252FP9HiCw%2525253D%2525253D%252526RelayState%25253Dhttps%2525253A%2525252F%2525252Flive.hornbill.com%2525252Fwcc%2525252Finternal%2525252Fhome%2525252F&data=04%7C01%7Cnikkibagworth%40warwickshire.gov.uk%7C15019959f7a247f54d9108d89d2749c9%7C88b0aa0659274bbba89389cc2713ac82%7C0%7C0%7C637432139360557954%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=4LF2Q8LfnzHV6hble9eYYi6McjqjshbMKii5j8PvwFw%3D&reserved=0

References

One reference must be from the current/most recent employer. The hiring manager must ensure the referee’s email address is
professional, not personal (ie. Do not request a reference from a Hotmail account).

Prior to requesting references you must ensure you have permission from the candidate to contact the referee for a reference.
Please see the candidate’s application form.

All references should be returned directly to the hiring manager, please make this clear to the referee.

References and Manager reference approval should be uploaded on Your HR. For audit purposes please include the email trail
in which you received the reference.

References should be requested once a conditional offer has been made.
In the case of Children’s safeguarding roles, the manager may request pre-interview references.

Note: When requesting references prior to a conditional offer being made you must ensure the request does not ask for any sickness
information. Sicknessinformation canbe requested at alater date once aconditional offer has been made.

Temp to perm

In cases of temp to permanent contracts (temporary staff from Pertemps), you will be required to request a reference from
Pertemps as they were the candidate’s most recent employer. It is then your discretion if you request any other references for
thecandidate.Ifyouarehappytowaivetheoutstandingreference pleaseinformHRwhenreturningthe pre-employment
documents.

Internal Candidates

Only one reference is required from their current line manager. If you are the current line manager, who wishes to waive the
reference, please inform HR when returning the pre-employment check documents.

"W Personal Details / Work Health Declaration Form

w {'1 The candidate will be required to complete a Work Health Declaration. If the candidate is external the declaration is included in
the Personal Details Form which will be sent to the candidate directly once an offer has been made.

Note: the candidate may indicate they have continuous service from their current employer, if they do, please make this known to HR
when uploading the copies of documents to Your HR.

If the candidate is staying within your line management and you are aware of any sickness/disability information for the
candidate, you are able to waive this check. Please sign the manager declaration.

Ifacandidate hasindicatedthey have highsicknessitisatthe manager’s discretion asto whetheran Occupational Health
referral is completed. However if the candidate indicates that they have a disability then an Occupational Health referral must
take place. Please see guidance on the intranet for further details.

DBS

Thecandidate willbe providedthe DBS detailsintheir offerletter once they have beenconditionally offered the post. Itisthen
the manager’s responsibility to enter the ID documents and complete section Y in eBulk. Please refer to your Job Requisition to
clarify which level of check is required.

If you have any queries on how to complete this please contact the HR DBS team.

Update Service

Thecandidatemaybesigneduptothe UpdateService, if soyoumust seetheoriginal DBScertificate thatrelatestothe Update
Service. Youshould ensure the DBSis the correct level of check for the role offered.

Note: YouMUST NOT take a copy of the DBS certificate but verify the level of check carried out and whether there are any traces
present. Ifthe candidate has atrace ontheir DBS, please contact the HR DBSteam for furtherinformation.



Qualifications

The level of qualifications required will be listed in the Job Description and Person Specification.

Certificates provided must be the originals.

The above documents should be in the candidate’s legal name. Example: if the candidate has married and their qualifications
are in their maiden name they will need to provide their birth certificate.

In some cases the Job Description and Person Specification will state qualifications or experience. Therefore a manager is able to
waive the requirement for qualifications, please sign the manager declaration.

Registrations
Registrations will be required for some job types, please see the Job Description and Person Specification.
SWE

Youwill be required to see proof of the candidate’s SWE registration, ie. Their registration card. In addition you will need to
check on the SWE website to see if there are any issues/concerns on the register.

Please check the register, take a screenshot and upload to Your HR along with other pre-employment check documents.

Reminder: Managers canalso access the new eLearning module WFW DP226 Pre-Employment Checks eLearning for
detailed guidance.



https://warwickshire.learningpool.com/course/view.php?id=1953
https://warwickshire.learningpool.com/course/view.php?id=1953

