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INTERVIEWING PROCESS

Vetting Procedure (Original Documents Required)

· Driving licence, passport or other photo ID
· Utility bill

· Proof of National Insurance (NI card, P45, P60 or an Inland Revenue letter).  If a candidate has a temporary NI number then they must apply.   
· 2 references from previous 2 employers.  
· Passport or birth certificate (non-EU citizens must have passport visa stamped or a letter from the Home Office stating indefinite leave to remain in the UK.

· Obtain relevant training course documentation.

· Application must be completed and signed in full.

· Obtain signed Terms of Engagement and face-to-face signature.
· CRB check including list 99.
Consultants

The application must be completed in full and signed by the candidate. Ask the following questions:
· What type of work have they already undertaken?

· What sort of work are you looking for?

· Tackle their work experience within the application.
· Tackle any gaps in employment.
· What start and finish times they prefer?

· Which days of the week do they prefer?

· Are they flexible in working long hours at our clients’ requests as long as they’re within the law?

· Have they been on any previous supply assessments?

· Flag up any issues within their application.
· Have they worked for any of our clients previously? 
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