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Personal Details Record

Client/Employers Name (person you are supporting) …………………………………………………………………….

IMPORTANT: It is your responsibility to complete and return this form in full including the reverse (P46), to the payroll office (address below) on or before the first day of employment. 
 Failure to do so may cause delays to your wages being paid on time.

First Name…………………………………… Last Name………………………………………………………………………….

Title: (please circle)
Mr
Mrs
Miss


Nationality
Address……………………………………………………………………………………………………………………………………

Post Code…………………………………………………………………………. Email……………………………………………

Telephone…………………………………………………………………Mobile…………………………………………………

National Insurance Number……………………………………Date of Birth: ................/…...….…. /………

Start date of employment…………………………… 
Name, address and telephone number of someone, or next of kin to be informed in the event of accident or injury:

Name…………………………………………………………… 
Address………………………………………………………. 
Telephone number: ...................................... 

Bank Account details where your wages are to be paid into:

Sort Code………/……………. /…………….
Account Number………………………………………………… 
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Have you provided one of the below forms:
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P45 
Start check list 
None

Right to work in the UK

All employers in the UK have a responsibility to prevent illegal working. This is done by conducting simple right to work checks before you are employed and, to make sure the individual is not disqualified from carrying out the work in question by reason of their immigration status. 
The following guidance is from HMRC website.
https://www.gov.uk/prove-right-to-work/get-a-share-code-online
You’ll need to prove your right to work in the UK to your employer before you start working for them.

How you do this depends on your nationality and what kind of permission you have to work in the UK.

If you’re a British or Irish citizen
If you’re a British or Irish citizen, you can prove your right to work in the UK with either of the following:

· a British passport

· an Irish passport or passport card

Your passport or passport card can be current or expired.
If you do not have a passport or passport card, you can prove your right to work with one of the following:

· a UK birth or adoption certificate

· an Irish birth or adoption certificate

· a certificate of registration or naturalisation as a British citizen

You must also give your employer an official letter or document from a previous employer or a government agency.

For example, you could use a letter from HM Revenue and Customs (HMRC), the Department for Work and Pensions (DWP) or the Social Security Agency in Northern Ireland.

The letter must show your name and National Insurance number.

If you have a passport or passport card, you may be able to use an online identity service provider (IDSP) to prove your right to work. Ask your employer if they offer this.

If you’re not a British or Irish citizen

If you’re not a British or Irish citizen, you can prove your right to work with:

· a share code - you can apply for a share code online
· your immigration documents
You can choose which option you use. Your employer cannot reject your application because you gave them an eligible immigration document instead of a share code, for example.
If you cannot prove your right to work
If you’re not a British or Irish citizen, your employer can check if you can work with the employer checking service.
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