HR MASTER STARTER CHECKLIST (Schools)
NAME:
SCHOOL:                                                                                   START DATE:  
POST TITLE:                                                                              DATE of BIRTH:    
POST NUMBER:                                                                        PERSONAL REFERENCE NO:                                                                                                      

	
	Date


	Checked by

(Initials)

	Appointment Form Received 
	
	

	Application Form
	
	

	Equal Opportunities Form
	
	

	Confirmation of Local Government Service 
(school to verify and write on appointment form if applicable)
	
	

	Asylum & Immigration Documentation 
(Immigration, Asylum and Nationality Act 2006) – Skilled Worker Visa/s/Cert of Sponsorships need to be monitored/ EU Settlement Status if appropriate 
	
	

	Occupational Health Clearance received
	
	

	DBS Clearance

	
	

	Barred List check 
	
	

	
	
	

	Entered personal details on HR system
	
	

	Increment Date entered on HR system
	
	

	Working Pattern entered on HR system
	
	

	Missing documentation/information chase email sent
	
	

	Contract Issued 
(Email School QTS and Prohibition Check Confirmation – Teachers Only)
	
	

	
	
	

	Bank Details and P45/P46 form for Payroll

	
	

	Original Appointment Form to Payroll
	
	

	ADDITIONAL DOCUMENTS REQUIRED FOR TEACHERS/SCHOOL SUPPORT STAFF 


	Verification of Qualifications 
-To confirm class of degree, PGCE, School to verify at interview & send to HR
	
	

	DfE Reference no confirmed & entered on HR system
	
	

	Verification of Qualified Teacher Status 

- HR to check NCTL website for confirmation of QTS / disciplinary action/passed induction period
	
	

	For Teachers 

– HR to check NCTL website for prohibitions/ EEA sanctions/ GTCE sanctions
	
	

	For Senior Management in Academy’s 

- Section 128 Check (only if applicable)
	
	

	Welsh Checks
- Check Welsh disciplinaries if worked or taught in Wales
	
	

	
	
	

	Copy Advert/Job Accountabilities/Emergency Contact Details /Candidate Assessment Form IV notes and References  – no copies required as kept on school records


