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New starter checklist
The HR team will only issue a contract of employment to a new member of staff if the following documentation is received:

	Employee surname:
	Initials:

	Employee information
	Manager use
	HR use

	Completed application form
	
	

	ID documentation

Originals must be seen at interview and copies taken.  Each copy should be signed, dated and name printed to confirm that the original document has been seen.   If a passport is provided as ID then the front and back covers, photo page and any visa pages should all be copied.
	
	

	Relevant qualifications

Originals must be seen at interview and copies taken.  Each copy should be signed, dated and name printed to confirm that the original document has been seen.  
	
	

	Reference (s)

These can be e-mails or letters or a file note of a telephone conversation
	
	

	National Insurance number

NI card or P45/P60 if available. 
	
	


	Recruitment/post information
	Manager use
	HR use

	Completed shortlisting form
	
	

	Completed Chair’s report form
	
	

	Completed New Starter form
	
	

	Job description and person specification
	
	


Please note: unless all of the above information is correct and complete when received by the HR Department, it will be returned to the recruiting manager highlighting the further information that is required and no contract will be issued.
For further information, please contact Cherry Bennett, Head of HR Operations, on c.l.bennett@reading.ac.uk or 118 378 8752.
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