
This document will give employees step by step
guidance on completing the HMRC Starter Checklist. 

Completing the HMRC Starter Checklist
(For Invigilators)

The HMRC Starter Checklist can 
be accessed at the following link:

HMRC Started Checklist

Before Completing

Before employees complete this form it is important to read through the
Instructions for Employee on the first page of the form.

It is important that employees DO NOT send this form to HMRC.

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1106535/Starter_checklist.pdf


Employees Personal Details

 Last name
 First names
 What is your sex?
 Date of birth (DD MM YYYY)
 Home address (Including Postcode and Country)
 National Insurance Number (if known)
 Employment start date (DD MM YYY)

The first section of the form looks for the Employees Personal Details.  

Each sectioned is numbered and this makes the simple to follow and
complete.

1.
2.
3.
4.
5.
6.
7.



Employee Statement 

another job which has ended or any of the following taxable benefits  
Jobseeker’s Allowance (JSA)
Employment and Support Allowance (ESA)
Incapacity Benefit

The next section looks for your employee statement which includes;

8. Do you have another job?
9. Do you receive payments from a state, workplace or private pension?
10. Since 6 Aprilhave you recieved payments from:



Student Loans

you’re still studying on a course that your student loan relates to 
you completed or left your course after the start of the current tax
year, which started on 6 April 
you’ve already repaid your loan in full 
you’re paying the Student Loans Company by Direct Debit from your
bank to manage your end of loan repayments

The next section looks for information on any student loans;

11. Do you have a student or postgraduate loan?
12. Do any of the following statements apply:

13. To avoid repaying more than you need to, tick the correct student loan    
or loans that you have – use the guidance on the right to help you.



Declaration

Full name
Signature
Date (DD MM YYY) 

You should complete the Declaration;

Give the Form to your Employeer

Once completed you should submit the form to the People Operations
Team at the following email: 

ESCPeopleOperations@northlan.gov.uk

DO NOT SEND THIS FORM TO HMRC

mailto:ESCPeopleOperations@northlan.gov.uk

