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READING BLUE COAT

Recruitment, Selection, and Disclosure Policy and Procedure
1. Introduction

Reading Blue Coat (the School) & committed to providing the best possible care and
education to its pupik and to safeguading ard pmomoting the welfare of chidrenand young
people. The School B committed to providing a suppotive ard flexible working environmert
to allits members of staff. The School recog nees that, in oderto achieve these aims, it is of
furda mental importance to attract, recrut and retain staff of the highest calibre who share
this commitment.

The aims of the School’s ecruitme nt policy are as follows:

. To ensure that the best possible staff are eoruited on the basi of their meritz, abilities
and suitability for the position.

. Toenszure thatall job applicants are consderd equally and corsistently.

. To ensure that no jpbapplicant & teated urfaidy on any gmounds ircluding @Ece,
cokbur, ratiora lity, ethnic ormatioral origin, religion or religious belief, =ex or sexual
arientation, marita lor civil partrer status, disability orage.

. To ensure compliance with all relevant kegislation, mcomme ndations and gudance
including the statutory guidance published by the Depa dment for Educatio n (DFE),
Keeping Children Safe in BEd usation — September 2018 (KCSIE), Diequalification
Underthe Childcare Act 2006 (DUCA)Y, the Prevent Duty Guidance for England ard
Walks 2015 (the Prevent Duty Guida nce) ard any guidance or code of practice
publehed by the Dieclheure ard Barning Service (DBS); and

. To ensure that the School meets its commitrment to safeguarding and promoting the
welfare of childe nard young people by camying out all recessary preemplyment
checks.

Employees imo ked inthe recruitment amd selection of staff are responsible for familiarising
themeselves with and complying with the provigiorns of this policy.
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that information. It alzo explire the deciions that youcan make about your own
information. This MNotice & aimed at all School staff {including emplovees, Governors,
apprentices, work experience students, wo luntee s, certain co rtractors, agency staff and
applicarts for emplyment vacancies). This Notice does not form part of yo ur contract of
employment and the School may amend this notice at any time. If vou would like any futher
information about arything within this motice please contact the Bursarat the School.

3. Recruitment and Selection Procedure — Safer Recruitment Practices

All interviewses will be required to complete an application form containing questions about
their academic ard employment history and theirsuitability for the roke. Incomplete
application forms will be returred to the applicant whe e the deadlire for completed
application forms has mot passed. Should the e be any gaps inacademic or employment
history, a satefactory expla ration must be provided. A curriculum vitae may be accepted as
part of an application but will Mot be accepted in place of the completed application form at
interyiew.

Application forme, job descrptions, person specificatiore ard the Schools Child Protection
Policy are availbble to download from the School's website.

The School willzshort list applicants according to the relevance and applicability of their
professioral attributes ard persoral qualities to the role. Short-listed applicants will then be
invited to atte nd a formal interview at which his/ ber mlevant skilk and experience will be
discussed in detail.

All formal interviews will have a parelof at kast two people chaired by a senior member of
staff. At leastore persononthe appoirtment parel will have urde fa ken safer recruitmenit

training.

The interview will be conducted in personand the areas which it will explore will include
suitability to wo rk with children (with reference to stardard chid protection related
questiore). Applicant resporees will b2 ecorded by the interviewe s,

Ifit & decided to make anoffer of employment follbwing the formal interview, any such
offer will be conditio ral on the follwing:
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= Forapplicants who have carried out teaching work o utside the UK, information abo ut
whetherthe applicant has ever been efe med to, oris the subject of a sanction ez ued by,
a regulator of the teaching profession in any othercountry which enders them urable or
ursuitable to work at the School.

= Where the positionamounts to "regulsted activity (see section 5.3.2 below) the eoeipt of
an enfanced disclhsue from the DBS which the School coreiders o be satisfactory.

o Where the positionamounts to "regubted activity” (2ee section 5.3.2 below) confimmation
that the applicant is not remed onthe Childre n's Bamed List®.

s |Infomation a bout whether the applicant has ever beensubject to a direction under
section 142 of the Education Act 2002 which renders them urable or ureuitable to work
at the School.

« For marage ment positions, information abo ut whether the applicant has ever been
referred to the Depantment for Education, or & the subject of a direction under section
128 of the Education and Skills Act 2008, which rerders them urable or urs uitable to

work at the Schoaol.

« Corfirmation that the applicant is mot disqualified from acting as a trustee / govermor or
senior marager of a charty urder the Charities Act 2011 (fapplicable, see section 5.6
below)

= Verficationof the applicart’s medical fitmess for the role.
« Werificatio nof the applicart's right to work in the UK.

s Ay further checks which the School decides are recessary as a esult of the applicant
having lived or worked outside of the UK which may include anoverseas criminal reconrds
check, cerificate of good conduct or pofessioral references.

*The School is not permitted to check the Children's Barred List unless an individual
will be engaging in “regulated activity”. The School is required to carry out an
enhanced DBS check for all staff, supply staff and gover nors who will be engaging in
regulated activity. However, the School can also carry out an enhanced DBS check
on a person whowould be carrying out regulated activity but for the fact that they do
not carry cut their duties frequently encugh i.e. roles which would amount to
regulated activity if carried out more frequenthy.

Whether a position amounts to “regulated activity™ must therefore be considered by
the School in order to decide which checks are appropriate. It is however likely that
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may ako seeka futher medical o pinion from a s pecialist o r request that the applicart
urdertakes a full medical assessment.

The School B aware of its duties under the Equality Act 2010, Mo jo b offer will be withdrawn
without first consulting with the a pplicant, obtaining medical evidernce, corsidering
reazorabke adjustments and suita ble alterrative employment.

5. Pre-employment checks

Inaccordance with the reco mmendatiors setout in KCSIE, DUCA and the requirements of
the Education (Inde perdent Schoo | Standards) Regulatiors 2014 the School carries out a
numberof pre-employment checks in respect of all pospective employees.

Inaddition to the checks set out below, the School meerves the right to obtain such formal or
informal backgmurd information about anapplicant as & reasonable inthe circumstances to
determire whether they are suitable to work at the School. This may include intermet and
social media searches.

In fulfilling itz obligatiors the School does not discrimirate on the grounds of race, colour,
ratiorality, ethnic or ratioral ongin, eligionor religioue belief, sex orzexual orientatio n,
marital or civil partre rstatus, disability or age.

5.1 Verification of Identity and address

Allapplicants who are invited to an interview will be required to bring with them evidence of
identity, right to work in the UK, addess ard qualifications as set out below and inthe list of
va lid dentity documents at Appe rdix 1 (these equirements comply with DBS de nitity
checking guidelines):

o ore document from Group 1; and

o Two further documents fom etherof Group 1, Group 2a or Goup 2b, ore of which
must ve rify the applicant's curent address; and

= Orgiral documents confirming any educational ard professional
qualificatiors efemed to intheir application form.
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or someore known to the applicart zolely as a friend.

All referees will be asked whether they believe the applicant iz suitable for the job for which

they have applied ard whether they have any reason to beleve that the applicant is

urauita ble to work with children. Referees will alzo be asked to confirm that the applicant
has not bee nmdicalesed so that they do mot support termriem or any form of "extre mem®
(==e the definition of "extre miem" at section 8 Below). All referees will be 22 nt a copy of the
jobdescriptionand per=on specification for the ke for which the applica it has applied. If the
referee k& a cument or previous employer, they will alzo be asked to confirm the following:

s the applicart's dates of employment, sakry, job titke / duties, reazon for keavirg,
performance, sickress” and disciplirary record;

«  whether the applicant has ever been the subject of disciplirary procedures irmo ing
Baues related to the =afety and welfare of childre n (including any inwhich the
dizziplimary sanction has expired), except where the Bsues were deemed to have
resulted from allegatiorns which were found to be false, ursubstantiated or malicious;

o whether any allegations or corcerrs have been mized about the applicant that relate
to the safety and welfare of children or young people or beehaviour towards chikdren
or young people, except where the allegation or concerne wer fourd o be fake,
ursubstantiated or malicious;

= whether the applicant could be corsidered to be involved in "extremizm” (see the
definition of "extremim" at section § below).

(fgquestions about hea lth or sickress records willonly be included in reference
requests sent out after the offerof employment ras been made.)

The School willonly acce pt efer nces obtaired dirctly from the referee and it will not rely
on references ortestimonials provided by the applicart cronopen referencesor

testimo nials.

The School willcompare all reference s with any information given on the application form.
Ary discepancies or inconsitencies in the informa tion will be taken up with the applicant
ard the relevant referee before any appoirtment & confirmed.
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Priorto 29 May 2013 anenhanced disclosure contaired details of allconvictions on reconrd
(including thoze which are defined as "spent” under the Re habilitation of Offenders Act
1974) together with detailk of a ny cautio re, reprimands or warnings held on the Police
Matioral Computer. It could also contain mor-comviction information fom kbeal police
records which a chief police officercoreidered relevant to the role a pplied for at the School.

5.3.1 DBS filtering rules

Since 29 May 2013 the DBS commenced the filtering ard removal of ce fain specified
information relating to ol and miror crimiral offerces fromallcriminal reco s disclhos ures.
The DBES and the Home Office have developed a setof filtering rukes relating to spent
comvictiors which work as follows:

For those aged 18 or over at the time of an offence

An adult corviction fo ran offence committed in the United Kingdo mwill b2 removed froma
DES dieclosure if:

@l eleven years have elapsed since the date of corviction;
(b} it i&the person's only offerce; and

) it did not esult ina custodial sentence.

It will not be removed underany circumastances f it appears ona list of "specified offences
which must always be disclhsed. Ifa person has more than ore offence on their crimiral
record, then detaik of all theircorvictiors willalways be included.

A caution received whena personwas aged 18 or over for an offence committed in the

United Kingdom will mot be disclheed if six years have elapsed since the date it was issued,
ard if itdoes not appear on the list of "specified offerces”.

For those aged under 18 at the time of an offence

Acorviction foran offerce committed inthe United Kingdom will be removed froma DBS
disclhbsure if:

Pages G of 18
Recruitment, Selection & Disdosure Policy and Procedure June 2018



......

p—— Al e wmE oirerw F

they took place or of the peson's previous or subsequent crimiral record. The list of
"zpecified offences” can be found at:

hittps hesene.gov . ukig overnme nt/publica tio e /d be-list-of-offe nces-t atwill e ver- be-filtered-

framra-crimirak reco m-check.
5.3.2 Regulated Activity

The School applies for anenhanced disclhsure from the DES ard a check of the Children's
Barred List {now known as an Enhanced Check for Regulated Activity) in respect of all
positions at the School which amount o "requiated activity” as defired in the Safeguarding
Yulrerable Groups Act 2006 (as amended). The purpose of carrying out an Enhanced
Check for Regulated Activity iz to dertify whether anapplicant & barred fro m working with
chidren by inclusionon the Chidren's Barred Lt and to o btain other relevant suitability
irformation. Any position urdertake nat, or on beralf of the Schoolwill amourt to "reg ulated
activity" if it & carried o ut:

= frequently, meaning once a week or mome; or

= overnight, meaning between 2.00 amand 6.00 am; or

« zatisfies the "penod co rdition”, meaning fourtimes ormore ina 30 day pernhod; and
« provides the oppotunity for contact with children.

Rokswhichare carfed outonan unpaid / volurta ry basis will only amount to regulated
activity if, inaddition to the above, they are camied outonan ursupervised basis.

It iz for the Schoolto decide whether a ok amounts to "regulated activity” taking into
account all the relevant circumstances. However, neay all posts at the School amount to
regulated activity. Limited exceptions co ukd include anadministrative post undefakenon a
temporary basis inthe School office o utside of term time or volurtary posts which are
supervised.

5.3.3 The DBS disclosure certificate

The DBES mow Bsuesa DBES dischsure cerificate to the subject of the check only, rather
than to the School. It B a condition of employment with the School that the origiral
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if all other checks, ircluding a clear check of the Children's Barred List (whemr the position
amounts to egulbted activity), have beencompleted and once appropriate supervision has

been put in place.
5.3.5 Applicants with pericds of overseas residence

DES checks will still ke equested fora pplicants with ecent periods of overseas residence
and those with little or o previouws UK residence. The Schoolwill take into acco unt the "DBES
unuzual addresses guide” in such circumstances.

The School takes into account the guidarmse Bsued by the NSPCC when decid ing whether to
request overseas information from applicants, which recommerds that such information
shoukd be =ought on those who have lived ove eeas for periods of three monthe or more in
the last five yvears. However, the School recogniges that BEd ucation (Inde pernde it School

Sta ndards) Regulations 2014 do rot specify that a minimum period of overseas residence is
required. The Schooltherefore assesses each applicant's situationon its individua | facts,

Wher applicants are asked to provide further overseas information this will include a
crimiral records check from the relevant junsdictionis) or a cedificate of good conduct (as
appropriate) ard / or refere nces fromany employment held.

Work can only commence once sufficient overseas info mation has been eceived ard only if
the School Fas oo neidered that information and co rfirmed that the applicant iz sutable to

cammence work at the School.

5.4 Prohibition from teaching check

The School B equired to checkwhethe rstaff who carry out "teaching work" are prohibited

fromdoing 0. The School uees the Teaching Regulation Agercy Teacher Sewices system
to checkwhethe rsuccessful applica nts are the subject of a prohibitio n, or interim pro hibition
order Bsued by a pofessioral conduct parelon behalf of the Teaching Regulation Agercy.

Inaddition the School asks all applicants for rokes which irvolve "teaching work” (ard their
referees) o declar inthe application form whether they Fave ever been referred to, orare
the subject of a =anctio n, restriction or pohibition izzued by, the Teaching Reg ulation
Agency or other equivalent body inthe UK.
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« delivering lessors to pupils;
= aszzessing the development, progress ard attainment of pupils; and

= reporting onthe development, pogress and attainment of pupils.

The above activities do mot amount to "teaching wo k" if they are supervised by a qualified
teacher or other perzon nomirated by the Head. If inany doubt orif the applicant has taug bt
previously, or may teach in future, the checkwill be undertaken, including for sports
coaches.

Inaddition, for all appointments made onor after 18 January 2016, where an applicant has
camried out teaching work outside of the UK the Schoolwill ask the applicant (arnd their
referees) whethe rthey have ever been referred to, or are the subject of a sanction issued
by, a regulatorof the teaching profession in the countries inwhich they have carried out
teaching work. This will include checking forthe existence of any sanctiore Bsued by
regqulators of the teaching profession inother EEA co untries weing the Teaching Regulation
Agercy Teacher Sewvices system.

5.5 Prohibition from management check

The School B equired to checkwhetherany applicant for a maragement position & subject
to a direction underzection 128 of the Education and Skills Act 2008 whic h prohibits,

dizqua lifies or restricts them from being imo hved in the marmagement of an independent
school (a section 128 direction).

Thie check applies to appointments to the follbwing positions made on orafter 12 August
2015

s Head;
s teaching posts on the senior kkadershipteam;

s teaching posts which carry a depadmental head roke; and
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maragement rale it must be prnw:led with the above information. Where anapplicant & not
cumently prohibited from marage ment but Fas been the subject of a referral to, or hearing
before, the Department for Education or other appropriate body whether that resulted inthe
imposition of a section 128 direction or other sanction, or where a section 128 direction or
other sanction has lapeed or been lifted, the Schoolwillcoreider whethe rthe facts of the
casze render the applicant ursuitable fo workat the School.

56 Disqualification from acting as a charity trustee or senior manager
561 Background

Urder the Charnties Act 2011 it & a crimiralofferce fora personto act as a trustee orzenior
marager of a chanty when diequalified from doing 20, The Charnties Act 2011 =ets out the
grounds onwhich a peroncan be disqualified from acting as a tnistee or senior manager.
These include various spent and urespent crimiral offerces and other sanctions.

562 Whois covered

A personiscorsidered to be a charity trustee ifthey are ore of the people who have gerermal
co ntrolarnd maragement of the ad ministration of the charity. Inan indepe ndent schoo | the
trustees will typically be the goverrmors of the achool.

=enior maragers include thoze employvees who report directly to the charity trustees or have
respa reibility for the overll maragement and control of the charity's firmnces. At the School
the dequalification rules will be applicable to all govemors, the Head / Principa |, Bursar and

potentially other senior staff who e port directly to the governors,

5.6.3 Selfdeclaration

Allthoss who are covered by the disqualification rukes are equired to complete a self-declration
form to confirm whether, to the best of their knowledge, they are subject to any of the
diesqualification criteria.

A failure to disclose relevart information, or the povigion of fake information, which
sub=equently comes to the School's attention may result inthe termiration of an

appoirtment as a governor or senior marage ror the withdrawal of an offer of employment

ard mayalzo amount to a crimiral offernce.
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rr'éy apply to the Charity Commissionfora waivern'f the dequalification.

The School may at its absolute discretio n withdraw an offer of employment for a senior
marager orcease or ermirate anappointment to the governing body if a waiver application
becomes necessary or & rejected by the Charity Commission. The School is under no
obligation to ava it the outcome of a Charity Commizzion wa ver a pplication before taking
such action.

& Conftractors and agency staff

The School must complete the same checks for contractors (and their employees)
urdertaking regulated activity at the Schoolas it does for its own employvees. The School
requires written confimmation from the contractor that it has completed these checks onall of
those individuals whom it interds will work at the School before any such individual can
commence work at the School.

Agencies who supply staff to the School must ako complkete the pre-employment checks

which the Schoolwould othe wise complete for its staff. Again, the School requires
confirmation that these checks have beencompleted before an individ ual can commence
workat the School.

The School will indeperdenthy verify the identity of staff supplied by contractors oran agency
in accordance with section 5.1 above a rd will require the provision of the origiral DBES
dischbsure certificate before contractor or agercy staff can commence work at the School.

T Volunteers

The School will request anenhanced DES disclhsure and Chikdren's Barred List information
onallvolunteers undedaking regulbted activity with pupils at or on behalf of the School (the
definition of requlated activity set out in section 5.3 above will be applied to allvolunteers).

The School will request anenhanced DBS dischsure without Childre n's Bamred List
information onall volurteers who do not undertake regulated activity. This i likely to be
because their volurteenng duties are subject to regular, day to day supernvision by a fully
checked member of staff or by a volurteer who the School has deemed a ppo priate to
superviee and ersure the safety of those pupik in their care.
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formal or informal info mation provided by staff, parents ard otherwlunteers;

character references from the wolunteer's pbce of workor any other relevart source; and

an informal safe r recruitment interviews.

B Visiting speakers and the Prevent Duty

The Prevent Duty Guidance requires the School o have clear potocols for ensuring that any
vigiting speakers, whether invited by staff or by pupils, are suitable and appropriately
supervised.

The School B mot permitted to obtaina DES disclhsure or Chiden's Bamed List information
onany viiting speaker who does not engage in regulated activity at the School or pefom
any other regularduties for oron behalf of the School.

Allvisiting speakers will be subject to the School's ueual visitors protocol. This will include
signing in and out at Reception, the wearnng of a visitors badge at all times arnd being
escorted by a fully vetted memberof staff between appointments.

The School willalzo obtainsuch formal or informal backg o urd information about a visiting
speakeras & reazorablke inthe circumstances to decide whether to invite and Jor permit a
aspeakerto attend the School. Indaing so the Schoolwill always have regard o the Visitors
Policy, the Prevert Duty Guidance and the definition of "extremizsm” set out in KCSIE which
states:

"Extremism” & vocal or achive opposition fo fundamenital Brtish values, induding democracy,
the rule of aw, individual libery and mutuval respect and tolerance of diferent faiths and
beliefs. We also include in our definifion of extremism calls for the death of members of our
armed forces, whether in this country or overseas. Tarmorist groups very offen draw on
extremist idea s developed by extremist organisations.”
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accordance w:rth ’Ehe ohjective assessment criteria set out belw.

All positiors within the Schoolare exempt from the povisions of the Rehabilita tion of
Offerders Act 1974, Allapplicants must therefore declare all previous comvictions and
cautions, including thoszs which would nomally b2 coreidered "spent” except those eceived
for anoffence committed inthe United Kingdom if it has been filtered in accordarnce with the
DES filtering rukes (zee section 5.3.1 above).

A failure to disclose a pevious corviction (which should be declred) may kad to an
application being ejected ar, fthe failure to deckhse & decovered after emplyment has
started, may kad to summary dismizsal o nthe grounds of gross misconduct. A failure to
diszhbse a previous corviction may ako amount to a crimiral offernce.

It iz unkwful for the School to employ anyore who B bared fom working with children. It e
acrimirmaloffence forany person who i bared frio mworking with children to apply fora
position at the School. The Schoolwill make a epod to the Police ard / orthe DBS T

st receives anapplicationfoma barred pe=on;

s it k& provided with fake information in, or in suppo it of an applicant's application; or

= it has serious comcerne about anapplicant's suitability to work withchildren.

9.2 Assessment criteria

Inthe event that relevant informatio n fwhether in relation to peviows convictions or
otherwiese) B wolunteered by anapplicant during the recruitment pocess or obtaired through
a dizchsure check, the School will co reider the follbwing factors Before reaching a
recruitment decigion:

= whetherthe conviction or other matter revealed is relevant to the position ing uestion;

= the seriousress of any offence orother matter revealed;
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= mumder, manskughter, rape, other seriows sexual offences, grievous bodily lFarmor other
serious acts of violence; or

s zerious class Adrug related offences, obbery, burglary, theft, deceptionorfraud .

If the post imao hes access to morey or budget resporsibility, it & the School's normal policy
to corsder it a high rigk to employ anyore who has beencorvicted at any time of mbbery,
burglary, theft, deceptionor frawd.

If the post imo kves some driving esporsibilities, it is the School's mormal policy to corsider it
a high rekto emplyanyore who has beenconvicted of drink driving within the last ten
years.

9.3 Assessment procedure

Inthe event that relevant informatio n fwhether in relation to pevious corvictions or
otrerwize) B vwolunteered by anapplicant during the recruitment process or obtaired through
a dischsure check, the School will camy out a rek azzezament by efer nce to the critena
zet out above. The assesament form must be sigred by the Bursar for Head] of the School
before a position is offered orconfimmed.

Ifan applicant wishes to diepute any info mationcortaired in a disclosure, they may do so
by contacting the DES. Incases where the applicant woul othenvize be offered a position
were it not for the disputed information, the School may, where practicable ard at its
dizcretion, defera fimnal decision abo ut the appoirtment until the applicant ras Fad a

reazo rable opportunity to challenge the disclosur information.

10 Retention and security of disclosure information

The School's policy & to obes e the guidance Bsued or suppored by the DBES on the use of
digclbsure information.

The Schools policy B to obsere the guida nee izsued or supported by the DBS onthe use of
dizgclbsure information, but B under no obligation to do 2o,

In particular, the School will;
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11 Retention of records

The School & egally required to undertake the above pre-appointment checks. Therefare, if
anapplicant & successful intheir application, the School will retain on their peeonrel file
ary ekevant information povided as pan of the application process. This will include copies
of documents uweed to verify dentity, rght to work inthe UK, medical fitress and
qualificatiors. Medical information may be used to help the Schoolto discharge its
obligatiore as anemployer e.g. so that the School may coreider reazonable adjustments i
anemployee suffers from a disa bility or to assiet with any other wo rkplace Bsue.

This docume ntation will be etained by the School for the d uration of the successful
applicant's employment with the School.

If the application is unsuccessful, all documentation relating to the application will rormally
be confidertially destroyed after six months.

12 Referrals to the DBES and Teaching Regulation Agency

Thie policy & prima rily concerred with the promotion of safer recruitment ard details the pre-

employment checks that will be undertaken prior o employme it B2ing confirmed. W hilst

these are pre-emplyment checks the Schoolako has a legald uty to make a efemralto the

DES incircumetances where an individ ual:

. has applied fora position at the School despite being barred from workingwith
chidmen; or

* has been removed by the School from working in regulbted activity (whether paid or
unpaid], or kas esigned prior to being removed, becauss they have hammed, or pose
ariekof ham to, a child.

If the individ ual refe med to the DES is a teacher, the School may alzo decide to make a
referral to the Teaching Regulation Agency.
Q uer ies

Ifan applicant has any queries on how to complete the application formor any other matter
they should cortact the HR Marager.
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o pmam s far L om o acd o |7y mme o mmm m et

« adoption certificate (UK and Chanre| Islarnds)

Group 2a: trusted government documents

« curent driving licence photocard - full or provisioral @l countries outside the EEA
excluding Izle of Man ard Chanrel Islands)

¢ current driving licence paperversion (UK sk of Man/ Chanrel Isbrds and EEA; full or
provisioral)

¢« bithcerificate - Bsued after time of birth (UK, Izk of Manarnd Chanrel lslands)
¢ marmiage / civil partrers hip cerificate (UK ard Chanrel |k nds)

# immigration document, viea or work pemit (iesued by a country o utzside the EEA. Valid

anly for roles whereby the applicant is living and working outside of the UK. Visa |/ permit
must relate to the non EEA country in which the role is based)

¢ HMForces D card (LK)
¢ fie ams lice nce (UK, Chanrel lslards and Isle of Man)

Alldrivimg licences must be valid.
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Group 2b: Financial and social history documents

¢ mortgage statement (UK or EEA)*

« bank/ building society staterment (LUK ad Chanrel Islands or EEA)Y”
¢ bank/ building society statement (countries outzide the EEA)”
bank / building society account opening confirmatio n etter (LK)
credit card statement (UK or EEA)*

firm ncial staterment - e.g. persion, endowment, |SA (L™

P45/ PE0 statement (UK and Chanrel Iskbrds) **

counci tax statement (UK and Chanrel lzlbnds)**

ketterof sporsorship from future emplyment provider (ron UK non EEA only; valid only
for applicants resding outzide the UK at the time of application; must be valid at time of

application)
utility bill (UK, not mobike te kephone bill)*
berefit statement - e.g. child berefit, pension (WK

a document from central o r loca | government/ government agency / boal council giving an
entitement -e.g. from the Depa dment for Workand Persions, the Employme nt Service |
HM Revenue & Customs, Joboentre, Jobcentre Plus, Social Security (UK arnd Chanrel
lslards)*

« EEA matioral IDcard (must be valid at time of a pplication)

O Iish paszport card (cannot be weed with an Irieh passport; must b2 valid at time of
application)

¢ cards carrying the PASS accreditation logo (UK ard Cranrel 1zl nds; must be valid at
time of applicatiors)

¢ letter from Head or College Principal (for 16-19 vear olds in fulHime education. This is
only weed inexce ptioral circumstances fothe rdocuments cannot be provided; must be
valid at time of applica tion).

MNote

If a documert in the list of valid identity documents i:
denoted with * - it should b= less than three months ol
denoted with ** - it should be less than 12 monthe old
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