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Checklist of Information on staff, to be kept on file
 
Staff Information
· Name of staff member
· Address 
· Telephone 
· Any medical requirements 
· Emergency contact numbers 
· Job description and Person Specification
· References 
· Full employment history 
· Qualifications 
· Interview questions (plus predicted positive and negative indicators) 
· Notes from the actual interview 
· Identity checks 
· Medical suitability 
· Enhanced DBS reference and outcome.
· Permission to work in UK, if required – Nat Insurance number
· Declaration on Disqualification, Disqualification by Association and Barring
· Confidentiality agreement
· Copies of letters which have been sent to the staff member, such as invitation to interview/ letter of job offer
· Contract - terms of employment/contracted hours etc
· Induction checklist 
· Record/notes from supervision sessions
· Annual appraisal forms
· Record of holidays booked
· Payment details
· Bank account details
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