
New Employee 
Onboarding Pathway

All employees must complete this form to ensure correct wage payments and record keeping. Please 
complete all sections of this form on both pages.

Personal Details

First Name

Middle Name

Surname

Title E.g. Mr / Mrs / Ms

National Insurance 
Number

Date of Birth  
(dd/mm/yyyy)

Address

Postcode

Telephone Number Day Night

Email Address

Mobile Number

Next Of Kin Details

Name of Next of Kin

Relationship of Next 
of Kin

Address of Next of Kin

Postcode

Telephone Number Day Night

Mobile Number
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Employment Details

Job Title

Managers Name

Department

Weekly Contracted 
Hours

Hourly Rate of Pay

Date Employment 
Started

Staff Number

Bank Details

Name of Bank

Bank Address

Postcode

Account Name

Bank Sort Code

Bank Account Number

Holiday Details

Holiday Entitlement Days Hours

Holiday Entitlement Days Hours

Holiday Entitlement Days Hours
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For Office use only:

1.	 Go to the DVLA page Check Someone’s Driving
2.	 Press ‘Start Now’
3.	 Insert last 8 digits as provided above
4.	 Insert Code provided above
5.	 Click Check Licence
6.	 Click save or print to obtain a record of the Driving Licence

DBS/PVG Number DBS/PVG Date

Visa Expiry date If applicable

Last 8 digit of Driving Licence Number Check code Number 

Driving Licences

To be used for employees using Company Vehicles or using their own car for Business use.

Companies are obliged to ensure that all employees who drive on Company business are eligible to drive 
and in possession of a full valid UK/EU driving licence and identify any road traffic endorsements should it 
be necessary to disclose to the Company’s insurance providers.

For the Company to check your driving licence online you need to issue the Company with a Code that 
provides access to your basic driving endorsements and eligibility. 

You will need to access www.gov.uk/view-driving-licence and complete the online details to obtain a ‘check 
code’ and insert it into the box below.

Disclosure and Barring Information
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Conditions of Use

This card is issued as a means of identification for staff, trainees and volunteers within the organisation.

You must not lend your card to anyone and must take all reasonable care to prevent your card from being 
damaged, lost, stolen or misused.

Agreement to these terms and conditions is implied when you receive the card.

You must wear/display your card always whilst on duty.

Lost or Stolen Cards

If your card is lost or stolen, you must inform your Line Manager and the Managing Director in writing.

If you find your card after having reported it lost or stolen, you should return the card to your Line Manager 
so that the card can be destroyed.

To replace lost or stolen cards you will be asked to complete a form and pay a fee of £10 to cover some of 
the costs of making a replacement. There is no charge to replace cards where the information on the card is 
incorrect or where you change job title, department or service.

Leaving the Organisation

If you leave the organisation you should return your card to your Line manager or the Managing Director 
on or before your last day. Failure to do so will incur a charge of £10 which will be deducted from your last 
wage.

Rights of Visiting Angels

The card remains the property of Visiting Angels at all times.

We reserve the right to request that the card be surrendered by any individual, if we have evidence that the 
card is being misused in any way. Misuse of the card may result in disciplinary action being taken.

We reserve the right to withdraw all cards without prior notice.

Identity Card

I

I have read and agree to the above terms and conditions 

I have received my identity card with an expiry date of

Signature

Card issued by

acknowledge that:

Date

Date
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Confirmation of Policies

Acceptance of Gifts Policy

Accessing Clients Home Policy

Adoption Leave Policy

Annual Leave Policy

Catheter Care Policy

Code of Conduct Policy

Company Car Policy

Compassionate Leave Policy

Complaints Policy

Confidentiality Policy

DBS/PVG (Enhanced Disclosure) Policy

Diabetes Policy

Disciplinary Procedure

Dress Code Policy

Duty of Candour Policy

End of Life Care Policy

Equal Opportunities Policy

Equality & Diversity Policy

Fire Safety

Flexible Working Policy

Governance Policy

Grievance Procedure

Health & Safety

Illegal Workers Policy

Induction Policy & Procedure

Infection Prevention and Control Policy

Lone Working Policy

Maternity Policy

Medication Policy

Menopause Policy

Mental Capacity and Deprivation of Liberty Policy

Misuse of Alcohol & Drugs Policy

Mobility Policy

No Smoking Policy

Nutrition and Hydration Policy

Paternal Leave Policy

Paternity Policy

Performance Capability Procedure

Probation Procedure

Quality Assurance Policy

Recruitment & Selection Policy

Redundancy Policy

Reporting Accidents, Incidents and Near Misses Policy

Risk Assessment Policy

Safeguarding Adults at Risk Policy

Safeguarding Children and Young People Policy

Shared Parental Leave Policy

Sickness Absence Policy

Social Media Policy

Supervisions & Appraisals Policy

Supporting Adults Requiring Enteral Feeding Policy

Supporting Adults to Eat and Drink Policy

Time Off For Dependents Policy

Training and Development Policy

Whistleblowing Policy

I 

Can confirm that I have read all the visiting Angels’ Policies listed above. I understand the expectations, 
my responsibilities and confirm that I will adhere to these.
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Caregiver Availability

All caregivers should be aware that Visiting Angels delivers bespoke care and support seven day a week and 
this includes the weekends and Bank Holidays.

Changes to client’s regular caregivers and expectations need to be managed appropriately and, in some 
cases, sensitively as there will need to be alternative caregiver introductions and discussions with both the 
client and their family members. Therefore, we require 4 weeks’ notice for changes to availability to come 
into effect.

Once your request has been actioned, you will be informed of the date it will come in effect and remember, 
this is your availability to work and not to support a specific client.

Min hours Max hours

Start AM Finish AM Start PM Finish PM Nights 
sleeping

Nights 
waking

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Comments

I 

Can confirm that I have read all the Caregiver availability above. I understand the expectations, my 
responsibilities and confirm that I will adhere to these.
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1.	 I understand that we have agreed the timing of my visits with the client and their family. I am to show   
up at the clients home on time and remain for the full scheduled time. I will not contact the client    
personally outside of my visits. 

2.	 I understand that the quality of care that we provide can be affected by alterations to schedules. I will   
notify the office of any changes to my availability with at least 2 weeks’ notice other than in the case 
of   a medical emergency. 

3.	 I understand that I am the face of Visiting Angels and I should always dress professionally. I have read   
and understand the Dress Code policy.

4.	 I understand that the circumstances of my client’s care needs are detailed in the care plan and that 
they are individual to each client. I commit to providing person centred care to each client as an 
individual, always following the care plan. 

5.	 I understand that the needs of the client may change over time and I agree to ensure that the notes in   
the client file are up to date and that I alert the office if I feel a review of the care plan is needed.

6.	 I understand that the Visiting Angels service is designed to promote independence. I am to support 
the   client where needed but they should be allowed to do as much for themselves as is practical and 
safe. 

7.	 I accept that dignity and respect are essential components of a quality care service. I will ensure that   
when conducting my duties I will do everything that I can to both respect the client and maintain their   
dignity.

8.	 I understand that I will have access to sensitive personal information about the client. I understand that 
confidentiality is of paramount importance. I understand that information regarding the client, their 
lives, home or finances should not be written anywhere or passed to anyone. 

9.	 I will report any incident, or complaint to the office as soon as they occur by using the appropriate 
form. 

10.	 I understand that I am a guest in the client’s home and I should do nothing to treat the client’s home as   
if it were my own. I accept that being invited into someone’s home is a privilege and that the client has   
chosen me as their Visiting Angel, but they are always entitled to request an alternative caregiver.

I 

Can confirm that I have read all the visiting Angels’ Top 10 listed above. I understand the expectations, my 
responsibilities and confirm that I will adhere to this Code of Conduct.

The Visiting Angels 
Top Ten
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Employee Health 
Declaration Form

Employee Name

Job Title

Location

Section 1: General Health Declaration
Please answer the following questions honestly. If you answer “Yes” to any question, please provide details 
in the space provided.

1. Do you have any medical conditions that may affect your ability to perform your role safely and 
effectively?

YES        NO   

If yes, please provide details:

2. Do you have any physical or mental health conditions that may require reasonable adjustments in the 
workplace?

YES        NO   

If yes, please provide details:

3. Have you had any serious illnesses, injuries, or surgeries in the last 12 months?

YES        NO   

If yes, please provide details:

4. Do you take any medication that may impact your ability to perform your role safely?

YES        NO   

If yes, please provide details:

5. Have you ever been diagnosed with or had treatment for any infectious diseases (e.g., TB, Hepatitis, 
COVID-19)?

YES        NO   

If yes, please provide details:
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Have you ever suffered from: Allergies, eczema, dermatitis or other skin troubles? Yes No

If yes, please provide details:

Do you suffer from: Epilepsy, migraine, asthma, angina, heart trouble or any 
condition requiring long-term medical help or a strict medication timetable? Yes No

If yes, please provide details:

Have you ever required treatment for: Hernia or rupture, rheumatism, back 
problems, slipped disc, sciatica or Repetitive Strain Injury (RSI) Yes No

If yes, please provide details:

Do you suffer from: Diabetes, ulcers, stomach or other intestinal disorders? Yes No

If yes, please provide details:

How many days were you absent from work due to sickness in the last year? No. of Days

Section 2: Neurodiversity & Workplace Support (Optional 
Disclosure)
We are committed to fostering an inclusive and supportive workplace. If you identify as neurodiverse (e.g., 
ADHD, autism, dyslexia, dyspraxia, etc.), you may choose to disclose this information below. This will help 
us ensure appropriate support and reasonable adjustments are available if needed.

Do you identify as neurodiverse?

YES        NO         Prefer not to say   

If you answered Yes, would you like to discuss any adjustments or support that may help you in your role?

Yes, I would like to discuss this further        No, I do not require adjustments at this time     

If you have answered yes to any of the questions above, please provide further details below:
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Section 3: Vaccination & Immunisation Status
(For the protection of clients and staff, please confirm your immunization status.)

 1. Have you been vaccinated against the following? 
(Please tick all that apply)

COVID-19 (Latest Dose: ______________) MMR (Measles, Mumps, Rubella)

Hepatitis B Tetanus

Influenza (Flu) Other (Specify):

 2. Do you have any known allergies? YES        NO   
 If yes, please provide details:

Employee Signature

Declaration & Consent:

I declare that the information provided in this health declaration is accurate and complete to the best of my 
knowledge. I understand that failure to disclose relevant health information may affect my employment and 
my ability to work safely.

I agree to notify my employer immediately if there are any changes to my health that may impact my ability 
to perform my role safely.

Date
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Risk Management Sheet to be completed for each 
medium or high risk

Name

Nature and possible harm from risk Who is at risk

Risk to self

Risk to other

Risk from others

Risk severity Very high - 5 High - 4 Medium - 3 Low - 2 Very low - 1

Risk likelihood Very high - 5 High - 4 Medium - 3 Low - 2 Very low - 1

Combined risk Very high 25 – 20 High 19 – 15 Medium 14 – 10 Low 9 – 5 Very low 4 – 1

Give total before 
assessment

Give total after 
assessment

What existing control measures are in place and are effective in managing the risk?

What additional sustainable actions are available to control risk?

Explain (briefly) why it is appropriate to accept any risk that remains after identified control measures are 
in place. 

Known early warning signs and/or triggers
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Risk Management Sheet to be completed for each 
medium or high risk

Name

Nature and possible harm from risk Who is at risk

Risk to self

Risk to other

Risk from others

Risk severity Very high - 5 High - 4 Medium - 3 Low - 2 Very low - 1

Risk likelihood Very high - 5 High - 4 Medium - 3 Low - 2 Very low - 1

Combined risk Very high 25 – 20 High 19 – 15 Medium 14 – 10 Low 9 – 5 Very low 4 – 1

Give total before 
assessment

Give total after 
assessment

What existing control measures are in place and are effective in managing the risk?

What additional sustainable actions are available to control risk?

Explain (briefly) why it is appropriate to accept any risk that remains after identified control measures are 
in place. 

Known early warning signs and/or triggers
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Lone Working Risk Assessment
Name: 
Completed by: 
Date:
Review date:

Hazard People at Risk
Existing 
Control 

Measures

Action 
Required / 
Additional 
Measures

Person 
Responsible

Date for 
Completion

I confirm that I have read and understood the lone working and affiliated policies and have provided 
all relevant information to enable me to safely participate in lone working in accordance with the risk 
assessment guidelines. I am aware that it is my responsibility to alert the Registered Manager of anything 
that may affect my ongoing ability to lone work as a Caregiver for Visiting Angels. 

Signature of Caregiver:								        Date:

I confirm that the Caregiver has been assessed and has been deemed safe and competent to work within 
the risk assessment guidelines to work in a lone working capacity for Visiting Angels. 

Signature of Visiting Angels Representative:					     Date:
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Introduction

The Company collects and processes personal information, or personal data, relating to its 
employees, workers and contractors to manage the working relationship. This personal information 
may be held by the Company on paper or in electronic format.

The Company is committed to being transparent about how it handles your personal information, to 
protecting the privacy and security of your personal information and to meeting its data protection 
obligations under the General Data Protection Regulation (“GDPR”) and the Data Protection Act 
2018. The purpose of this privacy notice is to make you aware of how and why we will collect and 
use your personal information both during and after your working relationship with the Company. 
We are required under the GDPR to notify you of the information contained in this privacy notice.

This privacy notice applies to all current and former employees, workers and contractors. It is 
non-contractual and does not form part of any employment contract, casual worker agreement, 
consultancy agreement or any other contract for services.

The Company has appointed a data protection officer to oversee compliance of this privacy 
notice. If you have any questions about this privacy notice or about how we handle your personal 
information, please contact:

Data protection principles

Under the GDPR, there are six data protection principles that the Company must comply with. These 
provide that the personal information we hold about you must be:

1.	 Processed lawfully, fairly and in a transparent manner.
2.	 Collected only for legitimate purposes that have been clearly explained to you and not further 

processed in a way that is incompatible with those purposes.
3.	 Adequate, relevant and limited to what is necessary in relation to those purposes.
4.	 Accurate and, where necessary, kept up to date.
5.	 Kept in a form which permits your identification for no longer than is necessary for those 

purposes.
6.	 Processed in a way that ensures appropriate security of the data.

The Company is responsible for, and must be able to demonstrate compliance with, these principles. 
This is called accountability.

Name

e-mail address

Telephone number

Address

Employee Data Privacy Notice
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What types of personal information do we collect about you?

Personal information is any information about an individual from which that person can be directly 
or indirectly identified. It doesn’t include anonymised data, i.e. where all identifying particulars 
have been removed. There are also “special categories” of personal information, including personal 
information on criminal convictions and offences, which requires a higher level of protection 
because it is of a more sensitive nature. The special categories of personal information comprise 
information about an individual’s racial or ethnic origin, political opinions, religious or philosophical 
beliefs, trade union membership, health, sex life or sexual orientation and genetic and biometric 
data.

The Company collects, uses and processes a range of personal information about you. This includes:

•	 your contact details, including your name, address, telephone number and personal e-mail 
address

•	 your emergency contact details/next of kin
•	 your date of birth
•	 your gender
•	 your marital status and dependants
•	 the start and end dates of your employment or engagement
•	 recruitment records, including personal information included in a CV, any application form, cover 

letter, interview notes, references, copies of proof of right to work in the UK documentation, 
copies of qualification certificates, copy of driving licence and other background check 
documentation including DBS/PVG and credit check

•	 the terms and conditions of your employment or engagement (including your job title and 
working hours), as set out in a job offer letter, employment contract, written statement of 
employment particulars, casual worker agreement, consultancy agreement, pay review and 
bonus letters, statements of changes to employment or engagement terms and related 
correspondence

•	 details of your skills, qualifications, experience and work history, both with previous employers 
and with the Company

•	 your professional memberships
•	 your salary, entitlement to benefits and pension information
•	 your National Insurance number
•	 your bank account details, payroll records, tax code and tax status information
•	 any disciplinary, grievance and capability records, including investigation reports, collated 

evidence, minutes of hearings and appeal hearings, warning letters, performance improvement 
plans and related correspondence

•	 appraisals, including appraisal forms, performance reviews and ratings, targets and objectives set
•	 training records
•	 timesheets
•	 annual leave and other leave records, including details of the types of and reasons for leave 

being taken and related correspondence
•	 any termination of employment or engagement documentation, including resignation letters, 

dismissal letters, redundancy letters, minutes of meetings, settlement agreements and related 
correspondence

•	 information about your use of our IT systems, including usage of telephones, e-mail and the 
Internet

•	 photographs

The Company may also collect, use and process the following special categories of your personal 
information (as applicable):

•	 •	 information about your health, including any medical condition, whether you have a disability 
in respect of which the Company needs to make reasonable adjustments, sickness absence 
records (including details of the reasons for sickness absence being taken), GP or occupational 
health medical reports and related correspondence and vaccination status

•	 information about your racial or ethnic origin, religious or philosophical beliefs and sexual 
orientation

•	 trade union membership
•	 information about criminal convictions and offences
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How do we collect your personal information?

The Company may collect personal information about employees, workers and contractors in a 
variety of ways. It is collected during the recruitment process, either directly from you or sometimes 
from a third party such as an employment agency. We may also collect personal information from 
other external third parties, such as references from former employers, information from background 
check providers, information from credit reference agencies and criminal record checks from the 
Disclosure and Barring Service (DBS/PVG). 

We will also collect additional personal information throughout the period of your working relationship 
with us. This may be collected in the course of your work-related activities. Whilst some of the 
personal information you provide to us is mandatory and/or is a statutory or contractual requirement, 
some of it you may be asked to provide to us on a voluntary basis. We will inform you whether you are 
required to provide certain personal information to us or if you have a choice in this.

Your personal information may be stored in different places, including in your personnel file, on the 
Company’s HR management system and in other IT systems, such as the e-mail system. 

Why and how do we use your personal information?

We will only use your personal information when the law allows us to. These are known as the legal bases 
for processing. We will use your personal information in one or more of the following circumstances:

•	 where we need to do so to perform the employment contract, casual worker agreement, 
consultancy agreement or contract for services we have entered into with you 

•	 where we need to comply with a legal obligation
•	 where it is necessary for our legitimate interests (or those of a third party), and your interests or 

your fundamental rights and freedoms do not override our interests.

We may also occasionally use your personal information where we need to protect your vital 
interests (or someone else’s vital interests).

We need all the types of personal information listed under “What types of personal information 
do we collect about you?” primarily to enable us to perform our contract with you and to enable 
us to comply with our legal obligations. In some cases, we may also use your personal information 
where it is necessary to pursue our legitimate interests (or those of a third party), provided that 
your interests or your fundamental rights and freedoms do not override our interests. Our legitimate 
interests include: performing or exercising our obligations or rights under the direct relationship that 
exists between the Company and you as its employee, worker or contractor; pursuing our business 
by employing (and rewarding) employees, workers and contractors; performing effective internal 
administration and ensuring the smooth running of the business; ensuring the security and effective 
operation of our systems and network; protecting our confidential information; ensuring the health, 
safety and welfare of our clients, employees and other stakeholders; and conducting due diligence 
on employees, workers and contractors. We believe that you have a reasonable expectation, as our 
employee, worker or contractor, that we will process your personal information.

The purposes for which we are processing, or will process, your personal information are to:

•	 enable us to maintain accurate and up-to-date employee, worker and contractor records and 
contact details (including details of whom to contact in the event of an emergency)

•	 run recruitment processes and assess your suitability for employment, engagement or promotion
•	 comply with statutory and/or regulatory requirements and obligations, e.g. checking your right 

to work in the UK
•	 comply with the duty to make reasonable adjustments for disabled employees and workers and 

with other disability discrimination obligations
•	 maintain an accurate record of your employment or engagement terms
•	 administer the contract we have entered into with you
•	 make decisions about pay reviews and bonuses
•	 ensure compliance with your statutory and contractual rights
•	 ensure you are paid correctly and receive the correct benefits and pension entitlements, 

including liaising with any external benefits or pension providers or insurers
•	 ensure compliance with income tax requirements, e.g. deducting income tax and National 

Insurance contributions where applicable
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•	 operate and maintain a record of disciplinary, grievance and capability procedures and action 
taken

•	 operate and maintain a record of performance management systems
•	 record and assess your education, training and development activities and needs
•	 plan for career development and succession
•	 manage, plan and organise work
•	 enable effective workforce management
•	 operate and maintain a record of annual leave procedures
•	 operate and maintain a record of sickness absence procedures
•	 ascertain your fitness to work
•	 operate and maintain a record of maternity leave, paternity leave, adoption leave, shared 

parental leave, parental leave and any other type of paid or unpaid leave or time off work
•	 ensure payment of SSP or contractual sick pay
•	 ensure payment of other statutory or contractual pay entitlements, e.g. SMP, SPP, SAP and ShPP
•	 meet our obligations under health and safety laws
•	 make decisions about continued employment or engagement
•	 operate and maintain a record of dismissal procedures
•	 provide references on request for current or former employees, workers or contractors
•	 prevent fraud
•	 monitor your use of our IT systems to ensure compliance with our IT-related policies
•	 ensure network and information security and prevent unauthorised access and modifications to 

systems
•	 ensure effective HR, personnel management and business administration, including accounting 

and auditing
•	 ensure adherence to Company rules, policies and procedures
•	 monitor equal opportunities
•	 enable us to establish, exercise or defend possible legal claims

Please note that we may process your personal information without your consent, in compliance 
with these rules, where this is required or permitted by law.

What if you fail to provide personal information?

If you fail to provide certain personal information when requested or required, we may not be able 
to perform the contract we have entered into with you, or we may be prevented from complying 
with our legal obligations. You may also be unable to exercise your statutory or contractual rights.

Why and how do we use your sensitive personal information?

We will only collect and use your sensitive personal information, which includes special categories of 
personal information and information about criminal convictions and offences, when the law allows 
us to.

Some special categories of personal information, i.e. information about your health or medical 
conditions and trade union membership, and information about criminal convictions and offences, 
is processed so that we can perform or exercise our obligations or rights under employment law or 
social security law and in line with our data protection policy. Information about health or medical 
conditions may also be processed for the purposes of assessing the working capacity of an employee 
or medical diagnosis, provided this is done under the responsibility of a medical professional subject 
to the obligation of professional secrecy, e.g. a doctor and matching a Caregiver to a client in the case 
of vaccination status. Again this shall be in line line with our data protection policy. 

We may also process these special categories of personal information, and information about any 
criminal convictions and offences, where we have your explicit written consent. In this case, we will 
first provide you with full details of the personal information we would like and the reason we need 
it, so that you can properly consider whether you wish to consent or not. It is entirely your choice 
whether to consent. Your consent can be withdrawn at any time. 
The purposes for which we are processing, or will process, these special categories of your personal 
information, and information about any criminal convictions and offences, are to:

•	 assess your suitability for employment, engagement or promotion
•	 comply with statutory and/or regulatory requirements and obligations, e.g. carrying out criminal 

record checks
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•	 comply with the duty to make reasonable adjustments for disabled employees and workers and 
with other disability discrimination obligations

•	 record and assess your vaccination status to allow Caregiver and Client matching
•	 administer the contract we have entered into with you
•	 ensure compliance with your statutory and contractual rights
•	 operate and maintain a record of sickness absence procedures
•	 ascertain your fitness to work
•	 manage, plan and organise work
•	 enable effective workforce management
•	 ensure payment of SSP or contractual sick pay
•	 meet our obligations under health and safety laws
•	 make decisions about continued employment or engagement
•	 operate and maintain a record of dismissal procedures
•	 ensure effective HR, personnel management and business administration
•	 ensure adherence to Company rules, policies and procedures
•	 monitor equal opportunities

Where the Company processes other special categories of personal information, i.e. information 
about your racial or ethnic origin, religious or philosophical beliefs and sexual orientation, this is 
done only for the purpose of equal opportunities monitoring and in line with our data protection 
policy. Personal information that the Company uses for these purposes is either anonymised or is 
collected with your explicit written consent, which can be withdrawn at any time. It is entirely your 
choice whether to provide such personal information.

We may also occasionally use your special categories of personal information, and information 
about any criminal convictions and offences, where it is needed for the establishment, exercise or 
defence of legal claims.

Change of purpose

We will only use your personal information for the purposes for which we collected it. If we need 
to use your personal information for a purpose other than that for which it was collected, we will 
provide you, prior to that further processing, with information about the new purpose, we will 
explain the legal basis which allows us to process your personal information for the new purpose 
and we will provide you with any relevant further information. We may also issue a new privacy 
notice to you.

Who has access to your personal information?

Your personal information may be shared internally within the Company, including with members of 
the HR department, payroll staff, your line manager, other managers in the department in which you 
work and IT staff if access to your personal information is necessary for the performance of their roles.

The Company may also share your personal information with third-party service providers (and their 
designated agents), including:

•	 external HR support (Solutions for HR)
•	 external organisations for the purposes of conducting pre-employment reference and 

employment background checks
•	 payroll providers
•	 Software provider 
•	 benefits providers and benefits administration, including insurers
•	 pension scheme provider and pension administration
•	 occupational health providers
•	 external IT services
•	 external auditors
•	 professional advisers, such as lawyers and accountants
•	 Please provide the actual (named) recipients (i.e. Solutions for HR) rather than just the 

categories of recipients

The Company may also share your personal information with other third parties in the context of a 
potential sale or restructuring of some or all of its business. In those circumstances, your personal 
information will be subject to confidentiality undertakings.
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We may also need to share your personal information with a regulator or to otherwise comply with 
the law.

We may share your personal information with third parties where it is necessary to administer the 
contract we have entered into with you, where we need to comply with a legal obligation, or where 
it is necessary for our legitimate interests (or those of a third party).

How does the Company protect your personal information?

The Company has put in place measures to protect the security of your personal information. It 
has internal policies, procedures and controls in place to try and prevent your personal information 
from being accidentally lost or destroyed, altered, disclosed or used or accessed in an unauthorised 
way. In addition, we limit access to your personal information to those employees, workers, agents, 
contractors and other third parties who have a business need to know in order to perform their job 
duties and responsibilities. You can obtain further information about these measures from our our 
data protection officer

Where your personal information is shared with third-party service providers, we require all 
third parties to take appropriate technical and organisational security measures to protect your 
personal information and to treat it subject to a duty of confidentiality and in accordance with data 
protection law. We only allow them to process your personal information for specified purposes 
and in accordance with our written instructions and we do not allow them to use your personal 
information for their own purposes. 

The Company also has in place procedures to deal with a suspected data security breach and we 
will notify the Information Commissioner’s Office (or any other applicable supervisory authority or 
regulator) and you of a suspected breach where we are legally required to do so.

For how long does the Company keep your personal information?

The Company will only retain your personal information for as long as is necessary to fulfil the 
purposes for which it was collected and processed, including for the purposes of satisfying any 
legal, tax, health and safety, reporting or accounting requirements.

The Company will generally hold your personal information for the duration of your employment or 
engagement. The exceptions are:

•	 any personal information supplied as part of the recruitment process will not be retained if it has 
no bearing on the ongoing working relationship

•	 personal information about criminal convictions and offences collected in the course of the 
recruitment process will be deleted once it has been verified through a DBS/PVG criminal record 
check, unless, in exceptional circumstances, the information has been assessed by the Company 
as relevant to the ongoing working relationship

•	 it will only be recorded whether a DBS/PVG criminal record check has yielded a satisfactory or 
unsatisfactory result, unless, in exceptional circumstances, the information in the criminal record 
check has been assessed by the Company as relevant to the ongoing working relationship

•	 if it has been assessed as relevant to the ongoing working relationship, a DBS/PVG criminal 
record check will nevertheless be deleted after six months or once the conviction is “spent” 
if earlier (unless information about spent convictions may be retained because the role is an 
excluded occupation or profession)

•	 disciplinary, grievance and capability records will only be retained until the expiry of any warning 
given (but a summary disciplinary, grievance or performance management record will still be 
maintained for the duration of your employment).

Once you have left employment or your engagement has been terminated, we will generally hold 
your personal information for one year after the termination of your employment or engagement, 
but this is subject to: (a) any minimum statutory or other legal, tax, health and safety, reporting 
or accounting requirements for particular data or records, and (b) the retention of some types of 
personal information for up to six years to protect against legal risk, e.g. if they could be relevant 
to a possible legal claim in a tribunal, County Court or High Court. We will hold payroll, wage and 
tax records (including salary, bonuses, overtime, expenses, benefits and pension information, 
National Insurance number, PAYE records, tax code and tax status information) for six years after 
the termination of your employment or engagement. Overall, this means that we will “thin” the file 
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of personal information that we hold on you one year after the termination of your employment or 
engagement, so that we only continue to retain for a longer period what is strictly necessary.

Personal information which is no longer to be retained will be securely and effectively destroyed or 
permanently erased from our IT systems and we will also require third parties to destroy or erase 
such personal information where applicable.

In some circumstances we may anonymise your personal information so that it no longer permits 
your identification. In this case, we may retain such information for a longer period.

Your rights in connection with your personal information

It is important that the personal information we hold about you is accurate and up to date. Please 
keep us informed if your personal information changes, e.g. you change your home address, during 
your working relationship with the Company so that our records can be updated. The Company 
cannot be held responsible for any errors in your personal information in this regard unless you have 
notified the Company of the relevant change.

As a data subject, you have a number of statutory rights. Subject to certain conditions, and in 
certain circumstances, you have the right to:

•	 request access to your personal information - this is usually known as making a data subject 
access request and it enables you to receive a copy of the personal information we hold about 
you and to check that we are lawfully processing it

•	 request rectification of your personal information - this enables you to have any inaccurate or 
incomplete personal information we hold about you corrected

•	 request the erasure of your personal information - this enables you to ask us to delete or remove 
your personal information where there’s no compelling reason for its continued processing, e.g. 
it’s no longer necessary in relation to the purpose for which it was originally collected

•	 restrict the processing of your personal information - this enables you to ask us to suspend the 
processing of your personal information, e.g. if you contest its accuracy and so want us to verify 
its accuracy 

•	 object to the processing of your personal information - this enables you to ask us to stop 
processing your personal information where we are relying on the legitimate interests of the 
business as our legal basis for processing and there is something relating to your particular 
situation which makes you decide to object to processing on this ground

•	 data portability - this gives you the right to request the transfer of your personal information to 
another party so that you can reuse it across different services for your own purposes.

If you wish to exercise any of these rights, please contact our [data protection officer] [data 
compliance manager]. We may need to request specific information from you in order to verify your 
identity and check your right to access the personal information or to exercise any of your other 
rights. This is a security measure to ensure that your personal information is not disclosed to any 
person who has no right to receive it.

In the limited circumstances where you have provided your consent to the processing of your 
personal information for a specific purpose, you have the right to withdraw your consent for that 
specific processing at any time. This will not, however, affect the lawfulness of processing based on 
your consent before its withdrawal. If you wish to withdraw your consent, please contact our [data 
protection officer] [data compliance manager]. Once we have received notification that you have 
withdrawn your consent, we will no longer process your personal information for the purpose you 
originally agreed to, unless we have another legal basis for processing.

If you believe that the Company has not complied with your data protection rights, you have the 
right to make a complaint to the Information Commissioner’s Office (ICO) at any time. The ICO is the 
UK supervisory authority for data protection issues.

Transferring personal information outside the European Economic Area

The Company will not transfer your personal information to countries outside the European 
Economic Area. 
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Automated decision making

Automated decision making occurs when an electronic system uses your personal information to 
make a decision without human intervention. 

We do not envisage that any employment decisions will be taken about you based solely on 
automated decision making, including profiling. 

Changes to this privacy notice

The Company reserves the right to update or amend this privacy notice at any time, including 
where the Company intends to further process your personal information for a purpose other than 
that for which the personal information was collected or where we intend to process new types of 
personal information. We will issue you with a new privacy notice when we make significant updates 
or amendments. We may also notify you about the processing of your personal information in other 
ways.

I acknowledge receipt of this privacy notice and I confirm that I have read and understood it. 

Signed:

Print name:  

Dated:
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IT Handover 

As employee of Visiting Angels, you may be issued with equipment relevant to your role. Recorded below 
if the details of your personal equipment. By signing for this equipment, you recognise that you take full 
responsibility for these items including damage and loss that incurs a cost to the business.

Item Serial Number Date Signed 

Phone 

Sim Card 

Phone Charger 

Laptop 

Other

I 

Can confirm that I have read all the visiting Angels’ Top 10 listed above. I understand the expectations, my 
responsibilities and confirm that I will adhere to this Code of Conduct.
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Compliant Employee Onboarding Checklist  

Initials – box for all 

Recruitment & Selection 

Application form 

Pre Interview Screening 

Interview Questions 

Personality Profile Fit Report 

Equal Opportunities 

Onboarding 

4 reference requests – 2 personal, 2 professional 

4 references verbally confirmed. 

Right to Work in the UK form 

DBS/PVG 

Colour copy of DBS/PVG Identification – signed to state original seen & date

Colour Copy of Driving Licence 

MOT Certificate 

Business Class Insurance

Job description 

HMRC New starter form 

APP Log In & Usage

Training 

Induction Training & Competencies

Shadowing Shifts 

Visiting Angels Academy 

Terms of Employment Discussed 

Contract Employment signed.

Probationary period 

Pension Provision 

Absence Reporting Process

Holiday Request Process 

Supervisory Process 

Introduction to Line Manager 

Further Learning & Development Opportunities

Dress Code 

Health & Safety 

Emergency Procedures 

Incident Reporting 

Personal Safety 

Out of hours Reporting process
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Declaration
I certify that all the information contained in this form and any attachments is true and accurate and correct 
to the best of my knowledge.

Countersigned & Checked by

The managers are responsible to ensure that all sections are completed and are correct.

Visiting Angels Office

Signed

Name Date

Signed

Name Date

Signed

On behalf of Visiting Angels

Name Date

 Review date 12/2023 24V1


	Address: 
	Address of Next of Kin: 
	Text9: 
	Text10: 
	Text11: 
	Text12: 
	Text13: 
	Text14: 
	Text15: 
	Text16: 
	Text17: 
	Job Title: 
	Bank Address: 
	Postcode_3: 
	Text18: 
	Text28: 
	Text29: 
	Text30: 
	Text31: 
	Text32: 
	Text33: 
	Last 8 digit of Driving Licence NumberRow1: 
	Check code NumberRow1: 
	DBS NumberRow1: 
	DBS DateRow1: 
	Text34: 
	Text35: 
	Text36: 
	Text37: 
	Text38: 
	Text39: 
	Text40: 
	Check Box45: Off
	Check Box71: Off
	Check Box72: Off
	Check Box73: Off
	Check Box74: Off
	Check Box75: Off
	Check Box76: Off
	Check Box77: Off
	Check Box78: Off
	Check Box79: Off
	Check Box80: Off
	Check Box81: Off
	Check Box82: Off
	Check Box83: Off
	Check Box84: Off
	Check Box85: Off
	Check Box86: Off
	Check Box87: Off
	Check Box88: Off
	Check Box89: Off
	Check Box90: Off
	Check Box91: Off
	Check Box92: Off
	Check Box93: Off
	Check Box94: Off
	Check Box95: Off
	Check Box96: Off
	Check Box97: Off
	Text98: 
	Start AMMonday: 
	Finish AMMonday: 
	Start PMMonday: 
	Finish PMMonday: 
	Nights sleepingMonday: 
	Nights wakingMonday: 
	Start AMTuesday: 
	Finish AMTuesday: 
	Start PMTuesday: 
	Finish PMTuesday: 
	Nights sleepingTuesday: 
	Nights wakingTuesday: 
	Start AMWednesday: 
	Finish AMWednesday: 
	Start PMWednesday: 
	Finish PMWednesday: 
	Nights sleepingWednesday: 
	Nights wakingWednesday: 
	Start AMThursday: 
	Finish AMThursday: 
	Start PMThursday: 
	Finish PMThursday: 
	Nights sleepingThursday: 
	Nights wakingThursday: 
	Start AMFriday: 
	Finish AMFriday: 
	Start PMFriday: 
	Finish PMFriday: 
	Nights sleepingFriday: 
	Nights wakingFriday: 
	Start AMSaturday: 
	Finish AMSaturday: 
	Start PMSaturday: 
	Finish PMSaturday: 
	Nights sleepingSaturday: 
	Nights wakingSaturday: 
	Start AMSunday: 
	Finish AMSunday: 
	Start PMSunday: 
	Finish PMSunday: 
	Nights sleepingSunday: 
	Nights wakingSunday: 
	Comments: 
	Text99: 
	Text100: 
	Text101: 
	Text102: 
	What existing control measures are in place and are effective in managing the risk: 
	What additional sustainable actions are available to control risk: 
	in place: 
	Known early warning signs andor triggers: 
	Text1: 
	Text2: 
	Text3: 
	Text4: 
	Text5: 
	Check Box6: Off
	Check Box7: Off
	Check Box8: Off
	Check Box19: Off
	Check Box20: Off
	Check Box21: Off
	Check Box22: Off
	Check Box23: Off
	Check Box24: Off
	Check Box25: Off
	Check Box26: Off
	Check Box27: Off
	What existing control measures are in place and are effective in managing the risk_2: 
	What additional sustainable actions are available to control risk_2: 
	in place_2: 
	Known early warning signs andor triggers_2: 
	Text41: 
	Text42: 
	Text43: 
	Text44: 
	Check Box46: Off
	Check Box47: Off
	Check Box48: Off
	Check Box49: Off
	Check Box50: Off
	Check Box51: Off
	Check Box52: Off
	Check Box53: Off
	Check Box54: Off
	Check Box55: Off
	Check Box56: Off
	Check Box57: Off
	Check Box58: Off
	Check Box59: Off
	Check Box60: Off
	Check Box61: Off
	Check Box62: Off
	Check Box63: Off
	Check Box64: Off
	Check Box65: Off
	Check Box66: Off
	Check Box67: Off
	Check Box68: Off
	Check Box69: Off
	Check Box70: Off
	Name: 
	Completed by: 
	Date: 
	Review date: 
	HazardRow1: 
	People at RiskRow1: 
	Existing Control MeasuresRow1: 
	Action Required  Additional MeasuresRow1: 
	Person ResponsibleRow1: 
	Date for CompletionRow1: 
	HazardRow2: 
	People at RiskRow2: 
	Existing Control MeasuresRow2: 
	Action Required  Additional MeasuresRow2: 
	Person ResponsibleRow2: 
	Date for CompletionRow2: 
	HazardRow3: 
	People at RiskRow3: 
	Existing Control MeasuresRow3: 
	Action Required  Additional MeasuresRow3: 
	Person ResponsibleRow3: 
	Date for CompletionRow3: 
	HazardRow4: 
	People at RiskRow4: 
	Existing Control MeasuresRow4: 
	Action Required  Additional MeasuresRow4: 
	Person ResponsibleRow4: 
	Date for CompletionRow4: 
	HazardRow5: 
	People at RiskRow5: 
	Existing Control MeasuresRow5: 
	Action Required  Additional MeasuresRow5: 
	Person ResponsibleRow5: 
	Date for CompletionRow5: 
	HazardRow6: 
	People at RiskRow6: 
	Existing Control MeasuresRow6: 
	Action Required  Additional MeasuresRow6: 
	Person ResponsibleRow6: 
	Date for CompletionRow6: 
	HazardRow7: 
	People at RiskRow7: 
	Existing Control MeasuresRow7: 
	Action Required  Additional MeasuresRow7: 
	Person ResponsibleRow7: 
	Date for CompletionRow7: 
	HazardRow8: 
	People at RiskRow8: 
	Existing Control MeasuresRow8: 
	Action Required  Additional MeasuresRow8: 
	Person ResponsibleRow8: 
	Date for CompletionRow8: 
	Date_2: 
	Date_3: 
	Text117: 
	Text161: 
	Name_2: 
	email address: 
	Telephone number: 
	Address_2: 
	Signed: 
	Print name: 
	Dated: 
	Serial NumberPhone: 
	DatePhone: 
	SignedPhone: 
	Serial NumberSim Card: 
	DateSim Card: 
	SignedSim Card: 
	Serial NumberPhone Charger: 
	DatePhone Charger: 
	SignedPhone Charger: 
	Serial NumberLaptop: 
	DateLaptop: 
	SignedLaptop: 
	Serial NumberOther: 
	DateOther: 
	SignedOther: 
	Text118: 
	Check Box119: Off
	Check Box120: Off
	Check Box121: Off
	Check Box122: Off
	Check Box123: Off
	Check Box124: Off
	Check Box125: Off
	Check Box126: Off
	Check Box127: Off
	Check Box128: Off
	Check Box129: Off
	Check Box130: Off
	Check Box131: Off
	Check Box132: Off
	Check Box133: Off
	Check Box134: Off
	Check Box135: Off
	Check Box136: Off
	Check Box137: Off
	Check Box138: Off
	Check Box139: Off
	Check Box140: Off
	Check Box141: Off
	Check Box142: Off
	Check Box143: Off
	Check Box144: Off
	Check Box145: Off
	Check Box146: Off
	Check Box147: Off
	Check Box148: Off
	Check Box149: Off
	Check Box150: Off
	Text151: 
	Text152: 
	Text153: 
	Text154: 
	Text155: 
	Text156: 
	Text157: 
	Text158: 
	Text159: 
	Text160: 
	Text6: 
	Text7: 
	Text8: 
	Check Box9: Off
	Check Box10: Off
	Check Box11: Off
	Check Box12: Off
	Check Box13: Off
	Check Box14: Off
	Check Box15: Off
	Check Box16: Off
	Check Box17: Off
	Check Box18: Off
	Text19: 
	Text20: 
	Text21: 
	Text22: 
	Text23: 
	Yes: 
	No: 
	Yes_2: 
	No_2: 
	Yes_3: 
	No_3: 
	Yes_4: 
	No_4: 
	No of Days: 
	If you have answered yes to any of the questions above please provide further details below: 
	Text24: 
	Text25: 
	Text26: 
	Text27: 
	Check Box28: Off
	Check Box29: Off
	Check Box30: Off
	Check Box31: Off
	Check Box32: Off
	undefined: 
	Other Specify: 
	If yes please provide details: 
	Check Box34: Off
	Check Box39: Off
	Check Box40: Off
	Check Box41: Off
	Check Box42: Off
	Check Box43: Off
	Check Box44: Off
	Text45: 
	Text46: 


