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Safe Recruitment - Pre-employment Checks

Islington Council has a legal requirement to carry out a series of pre-employment checks before confirming an offer of appointment.  Therefore, all offers of appointment are provisional upon the following:

1. Meeting the requirements under Section 8 of the Asylum & Immigration Act 1996 and the Immigration (Restriction on Employment) Order 2004.

As a local authority, we are required to satisfy ourselves that all employees possess documentary evidence of their eligibility to live and work in the UK.  We do this by asking all potential employees to supply original documentation (i.e. NI card, birth certificate, passport, visa allowing you to work in the UK etc) for our consideration.  The documents are then photocopied and a copy placed on the individual’s personal file.

No assumption can be made about a person’s right to work or immigration status on the basis of their colour, race, nationality or ethnic origins.

Where a potential employee has a time limited work permit, a fixed term contract will be issued to coincide with the work permit.


2. Two references deemed satisfactory by Islington Council.

References are sought for all potential employees, once a provisional offer has been made.  One of the referees must be the individual’s current or most recent employer where possible.  Where the candidate has not worked for some time, other independent references may be requested.  The Council does not accept personal references.

References should include confirmation dates of employment, current salary, records of attendance and disciplinary action.


For internal candidates, the Council may accept one reference, which would normally be from their current line manager.  However, if their current line manager is on the interview panel, an alternative referee should be supplied.


Employment references are usually shared with the potential employee upon request, unless the referee provides a compelling reason as to why it should be edited or not released at all.

3. Occupational Health Clearance.

All potential employees must complete an Occupational Health questionnaire and they are then assessed for suitability of the post, according to the information provided.

The Occupational Health service look at the information provided by the candidate, together with potential hazards associated with the role, and make a decision.  They will either pass the individual fit for the post, make an appointment to carry out a medical assessment and/or request a report from the individual’s GP.


4. Satisfactory clearance from the Disclosure and Barring Service (DBS).

The protection of children and vulnerable adults is a matter of great concern at Islington Council.  We try to guard against potential abuse via careful selection procedures followed by robust management of success candidates.

All posts that have access to Children and/or Vulnerable Adults and/or their records, must undergo vetting by the DBS.  These posts will have been identified as exempt from the Rehabilitation of Offenders Act 1974, which protects individuals from having to disclose convictions after a certain length of time.

The Disclosure and Barring Service checks for past criminal records.
Once all checks are complete, HR will notify you so that you can agree a start date with the candidate.  A contract of employment will then be issued.

5 Further Information

If you require further information on any aspect of pre-employment checks you should contact HR Express on 0207 527 6070 or email: HR.Express@islington.gov.uk or your HR Business Partner.  

For detailed information on the DBS vetting process contact Anne Whittaker on 0207 257 4264 or email anne.whittaker@islington.gov.uk
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