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Overview 

Once interviews have been concluded and the successful candidate agreed upon, 

the Hiring Manager should forward on details of the successful candidate to allow 

initiation of all necessary pre-employment checks.  The following information is, 

therefore, required: 

 

 Completed Contract Offer Form - One for each successful candidate, if 

applicable. 

 

 Completed Interview Assessment Forms for the successful candidate - One 

from each member of the interview panel. 

 

 Completed Interview Assessment Control Form 

 

 Copy of Evidence of Eligibility to Work in the UK - Fully endorsed (if 

obtained during interview process) 

 

 Copy of Qualifications - Fully endorsed (if obtained during interview process) 

 

The above “successful candidate pack” should be scanned and emailed to the ESC 

Recruitment Team mailbox (ESC-RecruitmentTeam@gov.uk) timeously to initiate 

the Preferred Candidate Notification process without undue delay. 

 

Process 

The Hiring Manager will complete a 

Contract Offer Form for all successful 

candidates: 

 

To ensure that there is no delay in 

processing this paperwork, it is 

important that all necessary 

information is included on the 

Contract Offer Form, especially 

Position Numbers and all essential 

contractual information, e.g. start and 

finish times; work pattern, additional 

payments (night working allowance, 

non core hours payments, etc). 
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If all of the necessary information has been provided, the ESC Recruitment Team 

will issue the successful candidate with a Preferred Candidate Notification email 

which details all pre-employment checks which required to be met as part of their 

offer of employment, for example: 

 

Satisfactory references from the 

person(s) they have named as 

referees 

                  

Satisfactory confirmation that they 

are entitled to work in the UK 

 

Satisfactory health assessment 

questionnaire 

 

Satisfactory criminal convictions 

questionnaire 

 

RC Certificate of Approval (if 

applicable) 

 

Original copies of the qualifications 

they have detailed on their application 

form (if applicable) 

 

Satisfactory PVG / Disclosure 

Scotland vetting information check 

(if applicable) 

 

Proof of current earnings (if 

applicable) 

 

Confirmation of a mutually 

acceptable start date

 

Once all pre-employment checks have been received and confirmed as suitable, the 

ESC Recruitment Team will make contact with the Hiring Manager and advise that a 

start date can now be negotiated with the successful candidate in line with the 

service deadlines for payroll. 

 

If you need further support, please call the ESC People Helpdesk on 01698 403151 

or email ESC-Helpdeskteam@northlan.gov.uk 
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