[bookmark: _GoBack][Name of Faith Institution]
TEMPLATE FOR NEW EMPLOYEE CHECK LIST 
For Faith Supplementary School Teacher

Tutor Name: ________________________________
Can you please fill in the following details so we can obtain references for you:
· Reference 1: 
Name of Person: ______________________________________________________________________ 
Role (manager/teacher) : _______________________________________________________________ 
Address: _____________________________________________________________________________
_______________________________________________Post-code: ____________________________ 
 Telephone: __________________________________________ 
Email: _______________________________________________

· Reference 2: 
Name of Person: ______________________________________________________________________ 
Role (manager/teacher) : _______________________________________________________________ 

Address: _____________________________________________________________________________
_______________________________________________Post-code: ____________________________ 
Telephone: __________________________________________ 
Email: _______________________________________________

Can you please bring in all the documents below with a tick next to them:

· Proof of address 1: Any document with your name and address on
· Proof of address 2: Any document with your name and address on
· National Insurance Number: Card or HMRC letter with NI number on.
· Declaration form
· Passport
· Safeguarding course certificate
· First Aid certificate
· Core skills course certificate
· Qualification
· Details for DBS: Full name: ___________________________ Address: ____________________________
_____________________________________________________________________________________
Date of Birth: _____________________________ Email: ______________________________________


Your Bank details to make payments to you:
Sort code: _________________________ Account Number: _______________________
