Personal File content checklist

School:

Employee Name: ………………………………………………    Employee Number: …………

Appointment Documents
 FORMCHECKBOX 
 Copy of Advertisement 

 FORMCHECKBOX 
 Job Description

 FORMCHECKBOX 
 Person Specification

 FORMCHECKBOX 
 Interview Notes


 FORMCHECKBOX 
 Test results (if applicable)
 FORMCHECKBOX 
 Application Form

 FORMCHECKBOX 
 Reference 1 (inc. evidence of verification)
 FORMCHECKBOX 
 Reference 2 (inc. evidence of verification)
 FORMCHECKBOX 
 Reference 3 (if required)

 FORMCHECKBOX 
 Signed Contract of Employment

 FORMCHECKBOX 
 Evidence of right to earn in UK

 FORMCHECKBOX 
 Proof of Identity
 FORMCHECKBOX 
 Confirmation of health clearance
 FORMCHECKBOX 
 Copies of necessary qualifications.

 FORMCHECKBOX 
 Confirmation of satisfactory DBS clearance 
 FORMCHECKBOX 
 Copies of pension opt-in/ opt-out forms.
 FORMCHECKBOX 
 Record of discussion re any caution, warning, reprimand or conviction (at any time)

 FORMCHECKBOX 
  Confirmation of prohibition checks
 FORMCHECKBOX 
 Disqualification by Association check
Induction / Probation

 FORMCHECKBOX 
 Induction records


  FORMCHECKBOX 
 DfE informed of induction status (Teachers)

 FORMCHECKBOX 
 First Probation Report (Support staff)
  FORMCHECKBOX 
 Final Probation Report (Support staff)

 FORMCHECKBOX 
 First Term Assessment Form (Teachers)  FORMCHECKBOX 
 Second Term Assessment Form (Teachers)

 FORMCHECKBOX 
 Final Assessment & recommendation Form (Teachers)




ADVISABLE

· Documents for any promotion, transfers, secondments or any acting up 
· Documentation relating to disciplinary matters, including allegations, suspensions, hearings, appeals and confirmation of outcomes.

· Any investigations papers/reports. 
· Documentation relating to capability matters, meetings, appeals and confirmation of    outcome.

· Copies of any grievance papers.


· Copies of any OH reports.





· Copies of any incident/accident reports & accident investigation reports.
· Copies of any Industrial Injury claims.
· Appraisal/Performance Management records.


· Maternity/ Paternity/Parental Leave papers.




· Discretionary leave requests.



· Resignation letter and confirmation of receipt.
· Sickness absence record.
· Training and development records.
· Name changes, marital status, changes to home address.
· Other relevant information, e.g. management advice/file notes, acceptance of terms of use of e-mail/Internet 
