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You must bring appropriate documents from the 4 categories below.
Please remember to bring both the original and a photocopy of the documents from Categories   1,2 and 4. Please ensure that all photocopies are complete and of a good, clear quality.

For passports and travel documents please copy the front outside cover and all the pages that refer to information below.
	CATCATEGORY 1, Proof of Identity and of Right to Work in the UK.


              Choose ONE document from List A 

    OR 

                TWO documents from List B
	A

1) A United Kingdom (UK) passport describing the holder as a British citizen or a citizen of the UK & Colonies having the right of abode in the UK.

2) A passport containing a certificate of entitlement issued by, or on behalf of the Government of the UK, certifying that the holder has the right of abode in the UK.

3) A passport or national identity card issued by a State which is a party to European Economic Area (EEA) agreement or any other agreement forming part of the Communities’ Treaties which confers right of entry to/residence in the UK, which describes the

holder as a national of a State which is a party to that agreement.

4) A UK Residence Permit issued to a national of a State which is a party to EEA agreement or any other agreement forming part of the Communities’ Treaties which confers right of entry to/residence in the UK, which describes the holder as a national of a State which is a party to that agreement.

5) A passport/other travel document or a residence document issued by the Home Office which is endorsed to show that the holder:

• has a current right of residence in the UK as the family member of a named national of a State which is party to EEA agreement or any other agreement forming part of the Communities’ Treaties conferring right of entry to/residence in the UK and who is resident in the UK.

• is exempt from Immigration control and has indefinite leave to enter/remain in the UK or has no time limit on their stay and the passport containing the endorsement has not expired.

• has current leave to enter/remain in the UK and is permitted to take the employment in question, providing it does not require issue of a work permit.

6) A registration card, issued by the Home Office which confirms that the candidate is permitted to take employment in the UK.

EEA member countries (other than the UK) are: Austria, Belgium, Cyprus, *Czech Republic, Denmark, *Estonia, Finland, France, Germany, Greece, *Hungary, Iceland, Ireland, Italy, *Latvia, Liechtenstein, *Lithuania, Luxembourg, Malta, Netherlands, Norway, *Poland, Portugal, *Slovakia, *Slovenia, Spain, Sweden, Switzerland.

* = Accession States

FOR PASSPORTS AND TRAVEL DOCUMENTS PLEASE COPY THE FRONT OUTSIDE COVER AND ALL THE PAGES THAT REFER TO INFORMATION ABOVE.


	
	B

A document issued from a previous employer, (excluding Royal Mail Group) Inland Revenue, the Department for Work & Pensions (DWP), Jobcentre Plus, the Employment Service, The Training and Employment Agency (Northern Ireland) or the Northern Ireland Social Security Agency, which contains the National Insurance Number of the person named in the document.  Proof of National Insurance Number or proof of application for a National Insurance Number is mandatory for Post Office Limited roles. 

PLEASE NOTE: A document showing a handwritten or temporary National Insurance number cannot be accepted. A temporary number is made up of the letters TN, the employee’s date of birth e.g. 01 01 50 and letter F or M to indicate gender.

The above document(s) must be accompanied with either of the following documents.

A full Birth/Adoption Certificate issued in the United Kingdom (UK), which specifies the names of the holder’s parents.

PLEASE NOTE: A ‘short’ birth certificate without columns or rows for parents’ details cannot be accepted unless it is from the Republic of Ireland, Channel Islands or the Isle of man. (The local Registry Office which issued the original certificate can issue full replacement Certificates on request.) or 

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

A certificate of registration or naturalisation as a British Citizen. or

A letter (containing an official Home Office stamp and letterhead) issued by the Home Office, to the holder, which indicates that the person named in it has:

• been granted indefinite leave to enter or remain in the UK. This cannot be a SAL 1 or a SAL 2 (Standard Acknowledgement Letter).

• subsisting leave to enter/remain in the UK or is entitled to take the employment in question in the UK. or

An Immigration Status Document issued by the Home Office, to the holder:

• endorsed with a UK Residence Permit indicating that the holder has been granted indefinite leave to enter/remain in the UK.

• endorsed with a UK Residence Permit which indicates that the holder has been granted limited leave to enter/remain in the UK and is entitled to take the employment in question in the UK.

If you give two documents  which have different names, you need to provide further documentation to explain the reason for this e.g. marriage certificate, divorce document, deed poll, adoption certificate or statutory declaration.
	


	CATEGORY 2, Proof of Residence; from any ONE of the following.


The document provided must-:

A: Not be handwritten

B: Clearly display the candidates current Name and address

C: Contain identification (such as an official letterhead) from a recognised organisation/business/government body.

D: Either have been issued within the last 12 months, or be before a stated expiry date. 

E: Be original (i.e. not a photocopy)

F: Not be issued by Royal Mail

Please see below a list of Ideal Documents which although not exhaustive, lists documents which, providing that they comply with points A-F above, would be acceptable

· Bank Letters/statements - do not copy Bank Cards

· Utility Bills – They do not have to have been paid

· Driving Licence – if this is the new version, then BOTH parts of the 2 part licence are required
· Tenancy Agreement - the agreement must have been provided by either a Housing Association or Estate Agent for it to be acceptable.  We cannot accept private tenancy agreements between a private landlord and tenant.

· Letters from Governmental Bodies - such as Home Office, Inland Revenue, Social Service and National Health Service. A TV license would also be acceptable.

· Student Letters - Confirming place on course or receipt of payment for fees

· Letter with an Official Letterhead from a professional body such as Solicitors, Accountants, and Estate Agents,
	CATEGORY 4, Non EEA Students ONLY.


You must bring with you an original document demonstrating that you have been accepted for a course of study at:

• a publicly funded institution of further or higher education; or

• a bona fide private education institution which maintains satisfactory records of enrolment and attendance; or

• an independent fee paying school outside the maintained sector.

The documentation provided must-:

• Be original

• Be issued by the educational institution where the learning is to take place

• Show the start date and length of the course

• Clearly indicate the place of study

Please note University Offer letters are NOT acceptable.
Please remember you are to bring both the original and a photocopy of the documents from Categories 1, 2, 3 and 4.  The information that we request is essential for us if we are to proceed with your application.  As we value your application we have provided a checklist to help you gather the information requested.
	Category
	Document(s)
	Tick Box

	1. Proof of right to work in UK.
	For passports and travel documents please copy the front outside cover and ALL the pages that refer to right to work permission. 
	

	1. Proof of NI number or application for an NI number (Post Office Ltd Roles ONLY)
	
	

	2. Proof of residence.
	Dated within the last 12 months
	

	3. Completed Application details.
	Health Form & Multi-consent form
	

	4. Proof of student status. (If Non-EU student)
	Evidence of Enrolment (if appropriate)
	


Information Checklist for your Assessment Day
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