
 

  1 

Personal Circumstances 
New Starter Paperwork 
 
To be completed in block capitals 

 
 
To :  Line Manager                                      From : ____________________________________ 
        full name 
 
Employee No : ________________________        D.O.B : ______________________________ 
 
 
Home Address and Telephone Number : 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
Post Code : ____________________        Telephone Number : ________________________ 
 
Email : ___________@___________        Mobile Number : __________________________ 
 
 
Next of Kin : _________________________________ Relationship:  ___________________ 
 
Address : _________________________________________________________________ 
 
________________________________________________________________________ 
 
Telephone Number : ____________________        Mobile Number : ____________________ 
   
 
 
 
Signed : _____________________________________        Date : ____________________ 
 
 



 

  2 

Bank Details 
New Starter and Change of Details 
 
Complete in block capitals 

 
 
To :  Line Manager                                      From : ____________________________________ 
        full name 
 
Employee No : _____________________        N.I Number : ____________________________ 
 
 
Please pay my salary and expenses into the following Bank/Building Society : 
 
Bank/Building Society Name :__________________________________________________ 
 
Address: _________________________________________________________________ 
 
________________________________________________________________________ 
 
Sorting Code : ____ ____ - ____ ____ - ____ ____        
 
Account Number : __________________________ 
 
Account Name : ___________________________         
 
Effective date of Change : _____________________ 
 
 
 
 
Signed : _____________________________________        Date : ____________________ 
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Reference Request Form 
New Starter Paperwork 
 
To be completed in block capitals 

 
 
To :  Line Manager                                      From : ____________________________________ 
        full name 
Employee No : ________________________        Dept : ________________________________ 
 
Please detail two previous employers who will be able to provide a reference for you.  This should 
cover at least your last 5 years of employment, I must be your previous employer 
 

Previous employer : 
Dates Employed : ____________________________    Position Held : ________________________________ 
 
Name : ____________________________________   Position : ____________________________________ 
 
Address : _______________________________________________________________________________ 
 
______________________________________________________________________________________ 
 
Post Code : _____________________________        Telephone Number : _____________________________ 
 
Email : ________________@_______________        Mobile Number : ________________________________ 

 
 

2nd Reference : 
Dates Employed : ____________________________    Position Held : ________________________________ 
 
Name : ____________________________________   Position : ____________________________________ 
 
Address : _______________________________________________________________________________ 
 
______________________________________________________________________________________ 
 
Post Code : _____________________________        Telephone Number : _____________________________ 
 
Email : ________________@_______________        Mobile Number : ________________________________ 

   
 
 
Signed : _____________________________________        Date : ____________________ 
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Working Time Regulations 
Opt Out Form 
New Starter Paperwork 
 
To be completed in block capitals 

 
 
To :  Line Manager                                      From : ____________________________________ 
        full name 
Employee No : ________________________        Dept : _____________________________ 
 
 
In accordance with the Working Time Regulations 1998, employees of this organisation are not 
required to work more than 48 hours per week. This is averaged over a 17 week period. This means 
that an employee might work more than 48 hours in one week, and less in another during a 17 week 
period – as long as the average is not more than 48 hours per week. 
 
Employees can opt out of this restriction on weekly hours. By signing this agreement you indicate 
that you are prepared to work more than 48 hours in any week. This is not a guarantee that you will 
be offered work in excess of 48 hours in any week. This is just an indication that you are prepared 
to opt out of the restriction. 
 
You are required to give 4 weeks notice to the business if you wish to cancel this agreement. Such 
notice should be given in writing. 
 
If you choose not to sign this agreement you will not suffer any detriment.  
 
 
I agree to opt out of the requirement not to work more than 48 hours per week. I understand that 
I can give written notice of 4 weeks at any time to terminate this agreement and opt into the limit 
on weekly hours.  
   
I agree to inform the business of any additional work (paid or unpaid) which I carry out at any time 
so that the business can ensure I am not breaching the limit of weekly hours. 
 

Signed : _____________________________________       
   
Print  : _________________________________      Date : _________________ 
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Evidence of Eligibility to 
work in the UK 
New Starter Paperwork 
 

You need to provide your original passport and a copy can be held as evidence of your 
eligibility to work in the UK to comply with the Immigration Act 2014.  If you do not have a 
valid UK Passport, then in order to provide your right to working the UK you must provide 
ONE document from Table 1 along with ONE of the documents listed in table 2. 
 
Table 1 
 

Document Type Details 

A document giving the person’s permanent National 
Insurance number and name 

P45 
P60 
National Insurance Card 
Letter from Government Agency 

 
 
 

 
Table 2 
 

Document Type Details 

A full birth certificate issued in the UK This must include the names of your parents 

A birth certificate issued in the Channel Islands, the Isle 
of Man or Ireland  This must include the names of your parents 

A certificate of registration or naturalisation This must state that you are a British citizen 

A letter issued to you by the Home Office 

This must indicate that you can stay indefinitely in the 
UK or that you have no time limit on your stay 

This must indicate that you can stay in the UK and 
allows you to do the type of work that we are offering 

An Immigration Status Documentation issued by the 
Home Office 

This must include an endorsement indicating that you 
can stay indefinitely in the UK or that you have no time 
limit on your stay 

This must indicate that you can stay in the UK and 
allows  you to do the type of work that we are offering 

 
 


