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Pre-employment Checklist for Teaching Staff

This Pre-employment Checklist should be used in conjunction with the associated guidance in the Recruitment section of the Manual of Personnel Practice: www3.hants.gov.uk/education/mopp/recruit-staff.htm.



	Part
	Criteria
	Action
	Verified By and Date

	1
	Application Form 
	The candidate has completed an application form, including the Rehabilitation of Offenders Act declaration and has signed and dated that form.
School must retain the application form
	

	2
	Identity
	The candidate has provided satisfactory evidence of their identity, including their address and date of birth.

Document(s) seen to verify identity and address: 

School must retain a photocopy of evidence seen 
	

	3
	Right to Work in the UK 
	The candidate has provided satisfactory evidence, in accordance with the Immigration, Asylum and Nationality Act 2006, that they have the right to work in the UK and to undertake the type of work on offer.

Document(s) seen to verify right to work in UK:

School must retain a photocopy of evidence seen
	

	4
	Children’s Barred List
	Where the candidate is eligible to have a CBL check because they will be working in Regulated Activity, the CBL check has been undertaken and it confirms that the candidate does not appear on the Children’s Barred List.

School must retain confirmation of clearance
	

	5
	Criminal History
	5a) Disclosure and Barring Service (DBS) check
Enhanced level DBS check has been undertaken and a satisfactory disclosure certificate received and recorded.

Disclosure Certificate Number:

Date of issue:

Guidance on retention of DBS certificates can be found in the Pre-employment Checklist guidance in the Manual of Personnel Practice.
	

	
	
	5b) Overseas Police Checks
The candidate has resided outside of the UK and has provided a certificate of good conduct issued by the relevant police force in their last country of residence (If not relevant, state ‘n/a’).
School must retain confirmation of clearance
	

	6
	Referrals Database
	The candidate does not appear on the EPS Referrals Database.

The EPS Referrals Database contains the names of individuals EPS have referred to either the DBS or the NCTL. It can be accessed at: http://hantsnet2000.hants.gov.uk/hr/eps/gtc-referrals/. A positive match must be followed up by a call to the EPS Helpdesk for further information.
	

	7
	Employment History
	The candidate has provided information on their employment history and, if appropriate, has adequately explained the reasons for any gaps in their employment, and their reasons for leaving.

School must retain application form
	

	8
	Academic and Professional Qualifications
	The candidate has provided original qualification certificates and/or copies certified by awarding institution(s) and evidence that they have obtained all of the academic and professional qualifications they claim to have achieved.

School must retain photocopies of certificates
	

	9
	Qualified Teacher Status 
	Delete as appropriate:

· The candidate is a qualified teacher, as defined by the Education (School Teachers Qualifications) (England) Regulations 2003; or
· The candidate satisfies the requirements in the schedule of the Education (Specified Work) (England) Regulations 2012 – please indicate reason for exemption: ________________
_______________________________________________;
School must retain: either a print-out of the teacher’s individual record from the NCTL Teacher Services (Secure Access) system, or a photocopy of original evidence produced by the candidate.
	


	10
	Induction Standards 


	Delete as appropriate:

· The candidate has successfully completed the statutory induction period, in accordance with the Education (Induction Arrangements for School Teachers) (England) Regulations 2012; or

· The candidate is subject to one or more of the exemptions in schedule 1 of the above regulations – please indicate reason for exemption: ____________________________________
________________________________________________
School must retain: either a print-out of the teacher’s individual record from the NCTL Teacher Services (Secure Access) system, or a photocopy of original evidence produced by the candidate.
	

	11
	Prohibitions/ Restrictions/ Sanctions
	11a) NCTL Prohibited List 

The candidate is not on the National College of Teaching and Leadership (NCTL) list of prohibited teachers.
School must retain a print-out of the teacher’s individual record from the NCTL Teacher Services (Secure Access) system
	

	
	
	11b) EEA Restriction/Sanction list
Delete as appropriate:

· The candidate is not on the list of teachers who have restrictions or sanctions imposed on them by teaching professional regulations in another EEA member state (no retention of paperwork necessary); or

· The candidate has a restriction or sanction imposed on them by a teaching profession regulator in another EEA member state, but this has been investigated and a decision taken to continue with employment, with a risk assessment put in place (school must retain any documentation relevant to the restriction or sanction and a risk assessment for continued employment).
	

	
	
	11c) Prohibition from management in independent schools, including academies and free schools (this check does not apply to maintained schools).
Nb. this check applies only to individuals engaged in a management role. 

Delete as appropriate:

· The candidate is not on the list of individuals who are prohibited or restricted from taking part in ‘management roles’ in independent schools, including academies and free schools, under Section 128 of the Education and Skills Act 2008 (no retention of paperwork necessary. Nb. this check must be recorded on the Single Central Record); or

· The candidate is prohibited or restricted under Section 128 of the Education and Skills Act 2008 from taking part in ‘management roles’ in independent schools, including academies and free schools (school must retain any documentation relevant to the prohibition or sanction and contact Education Personnel Services for further advice).
	

	12
	Health 
	Delete as appropriate:

· The candidate has completed a Health Declaration and has answered ‘no’ to all questions and has not met the absence level trigger for the school. No further action is required; or

· The candidate has completed a Health Declaration and has answered ‘yes’ to one or more of the questions and/or has met the absence level trigger for the school. A Post-offer Medical Questionnaire (POMQ) has subsequently been completed by the candidate and reviewed by Occupational Health. Following receipt of OH’s response, a risk assessment has been completed and the school deem the candidate to be currently fit for the post.

School must retain Health Declaration form, and, if applicable, the POMQ Report and relevant risk assessment.
	

	13
	References 
	13a) Professional and Character References

Satisfactory references have been taken directly from the appropriate referees and/or (where no other employer references are available) the authenticity of any open references has been verified. Referees have provided their assessment of the employee’s suitability to work with children and to undertake this role. 
School must retain references
	

	
	
	13b) Post-offer Health Reference

Post-offer references have been undertaken to request health and absence information about the candidate. The references are satisfactory.

School must retain references
	

	14
	Driving Licence 
	If applicable, the candidate has verified that they hold the appropriate and valid driving licence and are adequately insured for business purposes.
School must retain a photocopy of the driving licence and insurance policy, if applicable 
	

	15
	Childcare Disqualification Staff Declaration (Early and Later years settings)
	The individual has completed and signed a Childcare Disqualification Staff Declaration form and

· The individual is not disqualified from providing childcare in this school setting

· The individual is (delete as applicable) directly / by association disqualified from providing childcare in this school setting

If individual is disqualified school must not continue with appointment – guidance is available in the Manual of Personnel Practice; please contact EPS for advice.
	

	16
	Agency Staff
	Delete as appropriate:

· the agency have provided written confirmation that they have successfully undertaken all of the checks above and that check outcomes are clear/satisfactory; or

· all checks have been independently taken by an appropriate person in this school and are clear/satisfactory.

School must retain confirmation
	


This form should be completed by the appointing officer or nominated person.  It must remain confidential and should be retained in the new employee’s personnel file. 
Candidate:





Start Date:
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