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Please Ensure ALL Relevant Sections Are Completed Electronically (Not Handwritten)
(Only required for New Starters or where details have changed for Existing Employees)
	Starter Form – Personal Details


	Title (Mr /Mrs / Miss etc)
	
	Surname
	

	First & Middle Name(s)
	
	Previous

Surname(s)
	

	Date of Birth
	
	National Insurance Number
(2 letters followed by 6 numbers and 1 final letter e.g. AB123456C)
	

	Gender

mark ‘x’)
	Male
	
	Female
	
	Nationality 
	

	Employees DFE Number:

Teachers ONLY
	
	Personal Email Address
	


	Right to Work in the UK 

	Please mark ‘x’ on the right next to the relevant documentation and insert details,

overtyping date format. Please ensure all areas are completed in the selected RTW section. 

If Completing the Biometric check choose the relevant Clearance type as per the check results and remove the non-relevant options.

	Passport 
	
	Full Birth Certificate & Proof of NI
	

	Passport Number:
	NI Number Document type:

	Date of Issue:   DD/MM/YYYY
	Date of Issue:   DD/MM/YYYY

	Date of Expiry:  DD/MM/YYYY
	

	Online Biometric Residency Check
	

	Permission No: 
	Clearance: EU Settlement/Indefinite leave to Remain/Temporary Clearence

	Date of Issue:   DD/MM/YYYY
	Expiry Date:   DD/MM/YYYY

	Online Non-UK National Check
	Please ensure the PDF check is emailed along with this form

	By completing this section, you confirm the school hold the relevant Right to Work in the UK evidence and can provide copies if required and that all Safer Recruitment responsibilities have been undertaken by the Headteacher. 


	Ethnicity (please mark ‘x’ to the right of option)

	Ethnic Origin (please mark ‘x’)

	White
	Mixed
	Asian or Asian British

	White British
	
	White & Black Caribbean
	
	Indian
	

	White Irish
	
	White & Black African
	
	Pakistani
	

	White Other
	
	White & Asian
	
	Bangladeshi
	

	
	
	Other 
	
	Other
	

	

	Black or Black British
	Chinese or ethnic group
	Gypsy Romany or Irish Traveller

	Caribbean
	
	Chinese
	
	Gypsy / Romany
	

	African
	
	Any other
	
	Irish Traveller
	

	Other
	
	
	
	
	

	

	Ethnic Origin Unknown
	
	

	Unknown
	
	
	
	
	


	Religion (please mark ‘x’)

	Christian

(all denominations)
	
	Buddhist


	
	Hindu
	
	Jewish
	

	Muslim


	
	Sikh
	
	None
	
	Other
	


	Disability

	Do you consider yourself to have a disability? (mark ‘x’)
	Yes
	
	No
	
	Please give details of disability? (if you wish)
	

	Sexual Orientation (please mark ‘x’)

	BiSexual
	
	Heterosexual

	
	Information not obtained 
	

	Gay

	
	Lesbian
	
	Prefer not to say
	


	Home Address

	House No. / Street
	
	2nd Address Line
	

	Town / District / City
	
	County
	

	Post Code


	
	Telephone Number
	


	Bank Details / Building Society Details

	Sort Code must be six digits and the Account Number must be eight digits. If you are unsure about these details please contact your bank

	Sort 

Code
	
	- 
	
	-
	
	Account

Number
	

	Roll Number (if building society) 
	


	Data Protection Information

The information supplied on this Starter Form will be processed and retained for the following purposes: 

· Payroll processing

· Workforce profiling

· Statutory reporting on workforce profile

· To monitor and evaluate fairness of policies and procedures in place

· Benchmarking

· Set corporate and service level workforce targets as in people strategy 

· From time to time the information will be published on the LCC Connects website and reported on through the Best Value Performance Indicators. These reports will be anonymous and will not allow others to identify individuals from the data.

· Responding to freedom of information requests. Personal data will not be disclosed without your consent.

All personal details will be processed in accordance with the Data Protection Act 1998 and the employee have the right to see records relating to yourself and to ask that they be amended where they are inaccurate. We will require that the details provided in this form are validated by you periodically in accordance with our obligation to ensure that personal data is accurate and up to date. 

In completing this form you are providing your consent to the retention of your personal details by Lincolnshire County Council as outlined above. Please sign and date below.




	

	Bursar/Headteacher Signature

	
	Date
	


Please return this form to HR admin HRSchoolsTeam@lincolnshire.gov.uk and Payroll Schoolsteam@lincolnshire.gov.uk  quoting the BW reference number of the Notification of Appointment form 
LCC_HR_001_V1.3_Starter_Form


