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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.

1. Your Full Name & Date of Birth
2. Proof of address
3. ID - passport, student card etc.
4. Bank Details
5. National Insurance Number
6. Copy of your CV
7. Copy of any relevant certificates and qualifications
8. 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 
You can find this on your birth 
certificate, a birth certificate is the 
document to prove you were born.  

2. Proof of address
This may be a tough one when you are a 
student, some examples are:

• Bank statement
• Letter from social worker or local council
• Ask your school/college/Uni to provide a 

student certificate to your address
• Utility bill e.g. mobile phone



UN4E201

New Starter Paperwork 3

3. ID- passport, student card etc.
Below is a picture of legal forms of ID in 
the UK, however a simpler form might be 
okay for some workplaces like a railcard.

4. Bank details
When starting a new job your 
employer needs to pay you, for this 
they will need your payment bank 
details. These are Your Name, Bank 
name, Sort code and account number.
These can sometimes be found on 
your bank card or any paperwork 
from the bank or on your internet 
banking. 
Important Note: do not share your 
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
You have a National Insurance number to make sure your 
National Insurance contributions and tax are recorded 
against your name only. This is a small legal contribution 
from you pay to the UK government. 
You will be sent this 3 months (ish) before your 16th Birthday 
in the post if you live in the UK. Find out more information 
here Link. If you did not receive one you can apply here Link.

6. Copy of your CV
If possible print of a spare copy 
of your CV. If you don’t have 
access to a print you can email 
the CV over again and ask 
politely if you can hold it in their 
electronic files or print it of for 
you. This is common now as not 
everyone has a print and most 
documents are stored on a 
computer. 

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. 

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. 


