APPOINTMENT CHECKLIST FOR PARISH STAFF

	Name
	
	Start Date 
	

	Job Title
	
	Location
	

	Line Manager
	
	Salary
	



	Checklist
	Detail
	Date
	Initials

	Creation of Personnel file 
	
	
	

	Advert, Job Description and Application form placed in Personnel file 
	
	
	

	Application Form signed
	
	
	

	Confidential Offer letter sent to new starter
	
	
	

	Reference 1 requested
	
	
	

	Reference 2 requested
	
	
	

	DBS Disclosure requested (if applicable)
	
	
	

	Name added to Staff Database
	
	
	

	Equal Ops form info added to Staff Database
	
	
	

	Expression of Wish form sent 
	
	
	

	Reference 1 received
	
	
	

	Reference 2 received
	
	
	

	Bank details & Emergency Contact Form sent
	
	
	

	DBS clearance received (if applicable) 
	
	
	

	Emergency contact form received
	
	
	

	Bank details form received
	
	
	

	Proof of right to worked checked & copy on file
	
	
	

	Expression of Wish form received
	
	
	

	P45 received or RTI Form completed (if no P45)
	
	
	

	Contract of Employment sent
	
	
	

	Absence Management policy, Annual Leave & Privacy Notice sent and how to access other policies.
	
	
	

	Travel expenses form sent
	
	
	

	Request copy of Car Insurance document (business use)
	
	
	

	Signed Contract of Employment received
	
	
	

	Set up Staff / Sickness/ Training Database
	
	
	

	Probation interview date set up (3 months time)
	
	
	

	Send invitation for any essential training 
	
	
	

	Annual Leave card issued
	
	
	

	Induction Date to be arranged
	
	
	

	Make diary note of probation
	
	
	



