Appointment Checklist.
	Name

	Position

	Pay Scale

	Start Date

	Permanent/Temp/Casual
	


	Document
	Date completed/received
	Date sent

	Application form


	
	NA

	Appointment form


	
	NA

	Completed DBS application

	By candidate
By JKE
	Number

	Identity documents seen (must copy and verify)

	
	By whom

	Right to work check (must copy and sign)

	
	

	Qualifications checked
(copy of cert for teachers)

	
	

	QTS check teachers only


	
	NA

	References 
One must be from current employers e-mail address
	1. Current employer
	2.

	SIMS

	
	

	iTrent

	
	

	HCSS

	
	

	Code of conduct given

	
	

	Wage slip logon details

	
	

	Tax declaration form
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