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CANDIDATE INFORMATION 

 

DOCUMENTS TO BRING TO INTERVIEW 
 
External candidates and those from other government departments are asked to bring 
a range of documentation for the purposes of establishing identity and to aid any pre-
employment checks, including right to work in the UK. Checklist overleaf 
 
It is important that you bring this documentation to your interview as it will help ensure 
that your application progresses through the recruitment process. 

Important 
 
 

✓ Original documents only 

(no photocopies & no online versions i.e. online bank or utility bills) 

✓ All documents must be in your current name 

✓ One must verify your current address 

✓ One must include your date of birth 

✓ One must include a photo * 

✓ You may need to provide additional eligibility documentation stated within the 
advert, (e.g. qualification certificates) 

 

 

 
A valid Passport (or EU identification card) must be provided before an offer of 

employment can be made. 

  

* If you do not have a Passport (or European ID) card at the time of your interview, 

please bring on the day either a current photo driving licence or recent passport 

sized photo of yourself, along with two documents from Group B list (see overleaf).  

If successful, you will be expected to apply for a Passport (or European ID card) 

within five working days of being notified and return to show us the document when 

received.  Failure to do so may result in us withdrawing your application from the 

process. 
 

Reserved Posts for UK Nationals only - if appropriate, this will be clearly marked 

in the advert.  If a UK passport is not being presented, then candidates will need to 

provide alternative evidence of UK nationality in line with the Civil Service 

Nationality Rules. 
 
 

All documents provided will be checked and copied at interview.  
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DOCUMENT CHECKLIST   ✓ 
 
 

GROUP A: provide ONE of the following.            ✓ 

 

Full Valid Passport * 
(Note: see below if you have ILR)  

 

European Union Identification Card * 
 

 
 

GROUP B: provide TWO of the following.  At least one must include your current 

address (if two items contain your address, both addresses must be current and match). 

UK or EEA Bank/Building Society Statement (dated within last 3 months) 
 

Credit Card statement at given address (dated within last 3 months) 
 

UK Birth Certificate (original long version issued at time of birth) 
 

Adoption Certificate (issued within 42 days of adoption order)  
 

Driving Licence (photo card or paper version, UK or EU only) 
 

Utility Bill (dated within last 3 months) or Council Tax Bill (dated within the 

current tax year) sent to the candidate at their given address. 
(Note: Mobile Phone Bills are not accepted) 

 

 
 

National Insurance (NI) - candidates who have never worked in the UK will also be 

required to provide proof of their NI Number using ONE of the following:  

National Insurance Card 
 

Original letter confirming NI Number 
(Issued by Government Department and dated within last 3 months) 

 

 
 

Immigration Status - candidates who fall into the groups below will need to bring 
evidence of their immigration status:  
 
▪ British nationals who have been naturalised: Naturalisation certificate 

▪ EEA, Turkish and Swiss nationals: Residence permits (if held) 

▪ Commonwealth citizens with no restriction or time limit attached to their stay in 

the UK:  

- ILR stamp in current passport or Biometric Residence Permit (BRP) or 

- Original Home Office papers confirming indefinite leave to remain (ILR) 

 

(Note: A valid ILR stamp in an expired passport is not acceptable and an application for 
a BRP must be made to pass right to work checks.  A BRP must be presented if held) 

 
 

If you are unable to produce some of the documents mentioned above, please 

contact us at righttowork.grs@cabinetoffice.gov.uk for advice. 

mailto:righttowork.grs@cabinetoffice.gov.uk

