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	Name of prospective employee:

	Planned start date/ actual start date (delete as appropriate):


Thank you for registering with Unikcare Solutions. We are delighted you have decided to register with us. Please find enclosed documents for you to read, sign and return to Unikcare Solutions. 

We have pleasure in attaching the following documents:

· Copy of our Health and Safety Policy

· Copy of our Immigration Policy

·  Copy of our Terms of Engagement

For all temporary workers, we would request that you read our Health and Safety Statement which can be found on our website  www.unikcaresolutions.co.uk.

If there are any points in this pack which you would like to discuss, please do not hesitate to contact us on 01524280783.

Please could you provide the following original documents where applicable;
	Checks framed by law
	Check done by
	Date
	Notes

	· Identity. For example, ask to see:
· original copies of their passport, birth certificate or driving licence

· Front external cover of in-date Passport

· Picture/Information page of in-date Passport

· Front and back of any Visa/Leave/Travel Document (if applicable)

· Proof of National Insurance, such as NI Card, P60 or P45

· Statement of Entry (NMC)

· English Competency Qualifications (Written and Spoken)

· Immunisation Report

· DBS Certificate
· Statutory, Mandatory and Clinical/ Care Core Skills Training Certificates

· Proof of Ltd Company Bank Details (containing Company name, Sort Code and Account Number)

· Two documents containing proof of your address dated within the last three months eg; a bank statement or utility bill to confirm your name and where you live

· a Certificate of Registration, or a Biometric Residence Permit, and/or immigration documents where relevant

· LTD Company Certificate


	
	
	

	Right to work in UK

See Acas guide Recruiting staff for more information

	
	
	

	Criminal record checks -  the main ones are now called a Disclosure and Barring Service (DBS) check

A DBS check is only necessary for certain types of job – for example, working with children, in healthcare, prisons and courts

See Acas guide Recruiting staff for more information

	
	
	

	Health – very limited checks/ questions

or
· Meet a requirement of the job - for example, the employer’s cycle couriers need a health check because its insurer insists on it

Before offering a job, only to:
· determine whether an applicant can carry out a function essential to the role

· take ‘positive action’ to assist disabled people

· monitor, without revealing the candidate’s identity, whether they are disabled

· check that a candidate has a disability where this is a genuine requirement of the job


	
	
	

	Optional checks
	Check done by
	Date
	Notes

	References

See Acas guide Recruiting staff for more information

	
	
	

	Qualifications

See Acas guide Recruiting staff for more information
	
	
	


The abovementioned documents must be send via Recorded Post or Handed in at our office at:

2 Chaffinch Close, Heysham/Morecambe, Lancashire, LA3 2GT

If you have any questions, please do not hesitate to call our 24-hour line on 01524850281.

CONFIRMATION OF BANK DETAILS:

Ltd Company Name or Candidate Name____________________________________________________

Bank/ Building Society_______________________________________

Name on Account___________________________________________

Account Number____________________________________________

Sort Code_________________________________________________

I authorise Unikcare Solutions Ltd to pay my weekly earnings directly into the bank or building society whose details I have given above.

I confirm that I will notify Unikcare Solutions in writing of any changes to these details.

Signed_______________     Print Name_________________________

Date____________________

