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New Starter Paperwork

These are the most common things you will be asked for when starting a new job, try to get the information ready to share
beforehand. This will speed up the process of starting that new job.

You will be asked to fill in some forms, this can be online or on paper, ask them to post you paper copies if online is not
possible. Also make sure you ask for help completing the forms if this is a little too much for you. You could ask friends, family,
school or college or even the job centre.

Your Full Name & Date of Birth

Proof of address

ID - passport, student card etc.

Bank Details

National Insurance Number

Copy of your CV

Copy of any relevant certificates and qualifications
P45 or P60
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What does all this mean?
Let’s have a look at what some of these things on the list mean and where you find them.

1. Your Full Name & Date of birth 2. Proof of address
FIRST BANK

You can find this on your birth This may be a tough one when you are a

1-800-555-1234

certificate, a birth certificate is the student, some examples are:
document to prove you were born.

SA Small Busin¥gs, LLC Account Name: USA Small Business Checking
Account Number: 000000012345

Mr. Jack Smith
345 Maple Street
Capital City, OH 1)345-0123

Statement Period: 03/01/2021 to 04/01/2021

e Bank statement
* Letter from social worker or local council

acaTe 4 * Ask your school/college/Uni to provide a BRSNS
Balance on March 1: $27,584.38
1Fi Total money in: $10,273.39
student certificate to your address o aiadi 5
° Uti“ty bi” e-g. mOblle phone Balance on April 1:  $27,347.70
Previous balance 27,584.38
03/02 Internet Bill 75.99 27,508.39
03/05 Electric Bill 253.68 27,254.71

Amne AL arAn are A maa e




UN4E201

PASSPORT TO RETAIL

New Starter Paperwork 3

3. ID- passport, student card etc. 4. Bank details
Below is a picture of legal forms of ID in When starting a new job your
the UK, however a simpler form might be employer needs to pay you, for this  account name
okay for some workplaces like a railcard. they will need your payment bank Paul Smith
details. These are Your Name, Bank
SORT CODE ACCOUNT NUMBER
name, Sort code and account number.

"*““':mcm These can sometimes be found on 23-32-72 02600123

Q@iﬁwmﬁ% your bank card or any paperwork CUSTOMER NUMBER

Wj‘ from the bank or on your internet 012345678

banking.

_dO not share your (1] Share my account details

bank details with people that do not
legally require it or who you
personally know like your family.
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5. National Insurance Number 6. Copy of your CV 3l Morgan
You have a National Insurance number to make sure your If possible print of a spare copy  [Eita
National Insurance contributions and tax are recorded of your CV. If you don’t have

against your name only. This is a small legal contribution access to a print you can email

from you pay to the UK government. the CV over again and ask

You will be sent this 3 months (ish) before your 16t Birthday  politely if you can hold it in their

in the post if you live in the UK. Find out more information electronic files or print it of for

here Link. If you did not receive one you can apply here Link. ~ you. This is common now as not
everyone has a print and most

documents are stored on a

NATIONAL
INSURANCE [~ computer.
NUMBERCARD |

lAB 12 30 07 C.
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https://www.gov.uk/national-insurance/your-national-insurance-number#:~:text=You%20can%20find%20your%20National,your%20tax%2C%20pension%20or%20benefits
https://www.gov.uk/apply-national-insurance-number/how-to-apply
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7. Copy of any relevant certificates and qualifications

Some organisations like to keep copies of any relevant
certificates on file for insurance an legislation purposes. This
could be health and safety at work, first aid, food hygiene
etc. They will let you know what you need to bring in. Again
you could offer to email an electronic copy to save you
photocopying them. |
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6. P45 or P60

These documents are related to Tax payments. If this is
your first job you will not have them, that’s fine just let
the relevant people know. If you have had work before
you can ask your passed or current employer for this.

P60 End of Year Certificate
2020 Sumame

To the employee:

||||||||

In this H
By law you a quired to tell employment
HM Revenue and Customs about any
income that Is not fully taxed, even if you
are not sent a tax return.

HM Revenue and Customs

The figures marked * should be used
for your tax return, if you get one

letter  Limit (LEL)
(where earnings

Primary
Threshold (PT)

are equal to or
exceed the LEL)

£ £ 3 £ P




