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<Insert Company Name / Logo> 
<Insert Company Name / Logo> 

New Employee Details Form
	Full Name
	

	Date of Birth
	

	Marital Status
	

	National Insurance Number
	

	Home Address
	

	
	

	
	
	Postcode
	

	Home Phone Number
	

	Mobile Phone Number
	

	Nationality
	

	Job Title
	


Emergency Contact Details – in the event of an emergency please contact: 
	Full Name
	

	Contact Number
	

	Alternative Number
	

	Relationship to you
	

	Address

	

	
	


	Signed
	

	Date
	


Qualifications [This page is relevant to clients in the food industry only]
	Please indicate below which certificates you hold

	A valid Food Hygiene Certificate
	Yes
	
	No
	

	
	Date
	

	A valid Intermediate Certificate

	Yes
	
	No
	

	
	Date
	

	Any other valid Food Safety Certificate
	Yes
	
	No
	

	
	Details
	

	
	Date
	

	Any other valid Food Safety Certificate
	Yes
	
	No
	

	
	Details
	

	
	Date
	

	

	Please ensure you submit two copies of the relevant certificate/s you have.  One copy will be retained on file with your training record and the other copy will be displayed with all other staff certificates in the <shop/café>.

You should be aware that it is an offence to work in a food operation work place without appropriate food safety and hygiene knowledge.  After completion of a successful initial probation period, should it be required, we will arrange a suitable Food Hygiene course for you to attend.  You are required to pay for this course yourself, and as per your contract of employment the appropriate fee for the course will be deducted from your salary.


	

	Signed
	

	Date
	


Uniform Details [This page is relevant to clients who provide staff uniforms only]
	Full Name
	

	<Coat> size required
	XS
	S
	M
	L
	XL

	
	
	
	
	
	

	Number of <Coats> received
	

	<Hat> size required
	XS
	S
	M
	L
	XL

	
	
	
	
	
	

	Number of <Hats> received
	

	Number of <Aprons> received
	XS
	S
	M
	L
	XL

	
	
	
	
	
	

	

	Please Note:

<Coats, aprons and hats> are, and remain, the property of <insert company details>.  

In the event of you leaving the company, for any reason, you are required to return all company property that has been issued to you – including but not limited to the uniform listed above.  

As confirmed in your contract of employment, failure to return all company property as required, will result in the cost of each item being deducted from your final pay.




To be completed by Manager
	Employee start date
	

	Hourly rate
	

	Number of hours per week
	

	Actual working hours
	

	Normal working days
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	P45 received
	Yes
	
	No
	

	P46 completed (If No P45)
	Yes
	
	No
	

	Passport Provided
	Yes
	
	No
	

	
	Details of passport
	

	Work permit required?
	Yes
	
	No
	

	
	Work permit details
	

	Manager’s Signature
	
	Date
	


Equal Opportunities Monitoring Form

	Full Name
	

	Do you have a disability?
	Yes
	
	No
	

	
	Details
	

	Do you require any reasonable adjustments to be made at work?
	Yes
	
	No
	

	
	Details
	

	
	
	


Please ensure you notify <your manager/Head Office> immediately of any change in these details 
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