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[bookmark: _Toc408821416]Recruitment & DBS Administration
Pre-Employment Checklist

To be competed for each new appointment. Review the post spec for the role first and confirm below exactly what information is required to fully conduct pre-employment checks.

Once completed, attach the document to the recruitment request to confirm pre-employment checks are complete and also save a copy of the document within individual’s personnel file folder.

	Candidate Name
	

	Post Appointing To
	

	PG Number
	



	Pre-employment Check
	Detail
	Applies To
	Outcome

	Right to Work in the UK
	IDVT Check / Copies of Original Documents / Gov Share Code Page Print

	All Appointments
	

	Proof of relevant qualifications

	Enter from post spec
	All Appointments
	

	Proof of Licenses

	Enter from post spec
	All Appointments
	

	Proof of other Membership, registrations, Certifications

	Enter from post spec
	All Appointments
	

	References
	2 references covering past 3 years, including most recent destination

	All Appointments
	

	Occupational Health Clearance
	Email from Occ Health confirming ‘fit to work’ / ‘reasonable adjustments’

	All Appointments
	

	DBS Check

	Enter from post spec
	Regulated Roles
	

	Full Work History

	Enter if required
	Children Services & Adult Social Care Roles
	

	Statement of Good Conduct (Overseas)

	Enter if required
	Adult Social Care Roles
	



I certify that all required pre-employment checks have been conducted and evidence is held on file of the checks having been completed.

	Administrator Name
	

	Date
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