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PERSONAL DETAILS FORM

Section 1: Personal Details
Title  Professor/Dr/Mr/Mrs/Miss/Ms/Other …………………….


SURNAME...................................................………  FIRST NAMES.............................................………..  Male/Female …………………

MARITAL STATUS: Married/Civil Partner /Single/Widowed/Divorced/Separated

NATIONALITY……………………………………….   Visa Required?
YES/NO
         

HOME ADDRESS:  ………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………….  POSTCODE: …………………………………..

N.I. No:   /__.__/__.__.__.__.__.__/__/ 
HOME TEL: ............................................DATE OF BIRTH....................………………………

DATE OF BIRTH VERIFIED BY…………………………………………………………………(Document seen and copy taken e.g. Passport) 

Checked by (Name)……………………………………………………………………………
Section 2:  Right to Work in the UK

SGUL is legally obliged to verify the Right to Work status of all workers, visitors and employees undertaking any activities at SGUL.  A full list of documents that can be provided as Proof of Right to Work is attached.  International Visitors can check on visa requirements prior to their visit on the UK Border Agency Visa Services website at http://www.ukvisas.gov.uk/en/
RIGHT TO WORK IN THE UK VERIFIED BY …………………………….……..(Document seen and copy taken e.g.    

                                                                                                                            Passportand visa stamp if applicable)

Checked by (Name) …………………………………………………………………

Section 3:  Payment Details:
Salary payments are made by direct credit transfer to your bank or building society on the 27th of the month.  

ACCOUNT NAME............................................................................……………………………………………………………….

NAME OF BANK/BUILDING SOCIETY............................................................................................................……………….

SORT CODE/__.__/__.__/__.__/ ACCOUNT NO.[ __.__.__.__.__.__.__.__]

BUILDING SOCIETY ACC. No.   [__.__.__.__.__.___.__.__.__.__.__.__.__]

BRANCH ADDRESS …………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………Postcode ……………………
	


Section 4: DECLARATION
DECLARATION: I certify that to the best of my knowledge the information I have given above is correct and I understand that any false information may lead to the termination of my contract.  I agree to inform my manager of any changes in information when they arise.  I accept that any overpayments will be deducted from my salary.

Signed................................................................... ……………………………………………………….Date..................... 

Documents required for proof of Right to Work – Guidance for successful candidates

Sections 15 and 21 of the Immigration, Asylum and Nationality Act 2006 make it a criminal offence for the University to employ an adult who is subject to immigration control unless

· The person has current and valid permission to be in the United Kingdom and that permission does not prevent the person from taking the job; or

· The person comes into a category where such employment is otherwise allowed.

In order for St George’s, University of London to meet its obligations, if you are offered an appointment you will be required to produce one or more of the following original documents to the Human Resources Department before you commence employment: 

One of the original documents alone, or two of the original documents in the specified combinations given in List A 

OR

One of the original documents alone, or two of the original documents in the specified combinations given in List B 
List A

1. 
A passport showing that you are a British citizen or a citizen of the United Kingdom and Colonies having the right of abode in the United Kingdom.

2. 
A passport or national identity card showing that you are a national of the European Economic Area or Switzerland.

3. 
A residence permit, registration certificate or document issued to a national of a EEA country or Switzerland certifying or indicating permanent residence issued by the Home Office or the Border and Immigration Agency.

4. 
A permanent residence card issued by the Home Office or the Border and Immigration Agency showing that you have a current right of residence in the UK as a family member of a national of a European Economic Area country or Switzerland.

5. 
A Biometric Immigration Document issued to you by the Border and Immigration Agency which indicates that you are allowed to stay indefinitely in the United Kingdom, or have no time limit on your stay in the United Kingdom.

6. 
A passport or other travel document endorsed to show that you are exempt from immigration control, are allowed to stay indefinitely in the United Kingdom, have the right of abode in the United Kingdom, or have no time limit on your stay in the United Kingdom.

If you are not able to produce one document from 1 to 6 above list then please produce one document 7 to 13 below along with an official document showing your name and National Insurance Number (e.g. P45, P60, NI Number Card, official letter from a UK government agency or previous employer):

7. 
An Immigration Status Document issued to you by the Home Office or the Border and Immigration Agency with an endorsement indicating that you are allowed to stay indefinitely in the United Kingdom or have no time limit on your stay in the United Kingdom.

8. 
A full birth certificate issued in the United Kingdom which includes the name(s) of at least one of your parents.

9. 
A full adoption certificate issued in the United Kingdom which includes the name(s) of at least one of your adoptive parents. 

10. A birth certificate issued in the Channel Islands, the Isle of Man or Ireland. 

11. An adoption certificate issued in the Channel Islands, the Isle of Man or Ireland.

12. A certificate of registration or naturalisation as a British citizen.

13. A letter issued to you by the Home Office or the Border and Immigration Agency to the holder which indicates that you are allowed to stay indefinitely in the United Kingdom.

List B

1. 
A passport or travel document endorsed to show that you are allowed to stay in the United Kingdom and are allowed to do the type of work in question, provided that it does not require the issue of a work permit.

2. 
A Biometric Immigration Document issued to you by the Border and Immigration Agency which indicates that you can stay in the United Kingdom and are allowed to do the work in question.

3. 
A work permit or other approval to take employment issued to you by the Home Office or the Border and Immigration Agency when produced in combination with either a passport or another travel document endorsed to show that you are allowed to stay in the United Kingdom and are allowed to do the work in question, or a letter issued to you by the Home Office or the Border and Immigration Agency confirming the same.

4. 
A certificate of application issued to you by the Home Office or the Border and Immigration Agency as a family member of a national of a European Economic Area country or Switzerland stating that you are permitted to take employment which is less than 6 months old when produced in combination with evidence of verification by the Border and Immigration Agency Employer Checking Service.

5. 
A residence card or document issued to you by the Home Office or the Border and Immigration Agency as a family member of a national of a European Economic Area country or Switzerland.

6. 
An Application Registration Card issued to you by the Home Office or the Border and Immigration Agency stating that you are permitted to take employment, when produced in combination with evidence of verification by the Border and Immigration Agency Employer Checking Service.

7. 
An Immigration Status Document issued to you by the Home Office or the Border and Immigration Agency with an endorsement indicating that you can stay in the United Kingdom, and are allowed to do the type of work in question, when produced in combination with an official document giving your permanent National Insurance Number and your name issued by a Government agency or a previous employer.

8. 
A letter issued to you by the Home Office or the Border and Immigration Agency to the holder or the employer or prospective employer, which indicates that you can stay in the United Kingdom and are allowed to do the work in question when produced in combination with an official document giving your permanent National Insurance Number and your name issued by a Government agency or a previous employer.

If you require a work permit to take up the post, St George’s will take the necessary steps to secure a work permit from the Home Office.

When you have produced documentation to the satisfaction of the Human Resources Department, the original document(s) will normally be copied and retained on file while your employment continues. You will not be allowed to commence employment until this is done and failure to produce valid listed documents will result in any offer of employment being withdrawn.
