	NEW EMPLOYEE CHECKLIST

	
	
	
	
	
	
	
	

	Applicant's name _____________________________________________________
	Date
	_________________ 

	Applicant’s MOE # __________________
	
	

	
	
	
	
	
	
	
	

	1
	 
	Has the applicant's identity been checked using a primary and secondary identity document?
	

	
	
	a)
	Primary identity document
e.g. a passport or full birth certificate (see Notes for further options)
	

	
	
	b)
	Secondary identity document
e.g. driver's licence, IRD number, or recent utility bill (see Notes for further options)
	

	
	
	OR
	
	
	
	
	

	
	 
	Has the applicant's identity been checked electronically? e.g. RealMe
	 
	

	
	
	
	
	
	
	
	

	2
	 
	Has the applicant been interviewed?
	 
	

	
	
	
	
	
	
	
	

	3
	 
	Has the applicant's work history for the last five years been reviewed?
	 
	

	
	
	
	
	
	
	
	

	4
	 
	Has at least one independent referee been interviewed during the appointment process?
	

	
	
	
	
	
	
	
	

	5
	 
	Have the applicant's professional credentials been confirmed?
e.g. practising certificate or Teaching Council authorisation letter
	 
	

	
	
	Registration no. 
	 _____________________
	Certification expiry date:
	 
	

	
	 
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	

	6
	 
	Has a police vet been obtained?
	 
	 
	

	
	
	Note: Teachers are police vetted through the certification process. Confirm their EDUCANZ registration.

	
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	

	7
	 
	If the applicant is not a New Zealand citizen, has their visa status been checked?
	 
	

	
	
	Note: The EDUCANZ registration process is different to immigration status.
	
	

	
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	

	Risk assessment completed by principal
	 
	 
	 

	I have carefully considered all the information listed, and am satisfied that this person does not pose a risk to any child if employed or engaged.

	Principal (signature)
	 
	Date
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 




NOTES

Purpose of this checklist: Children’s worker safety checking
This checklist is designed to ensure that schools meet the “Children’s worker safety checking” requirements of the Vulnerable
Children Act 2014, which came into force on 1 July 2015.
· All new core workers must be verified using this process from 1 July 201 5.
· All new non-core workers must be verified using this process from 1 July 2016.
· All existing core workers must be verified to these standards by 1 July 2018.
· All existing non-core workers must be verified to these standards by 1 July 2019.

Definitions
The Vulnerable Children Act 2014 (Section 23) gives the following definitions:
      children’s worker means a person who works in, or provides, a regulated service, and the person’s work—
(a)   may or does involve regular or overnight contact with a child or children (other than with children who are co- workers); and
(b)   takes place without a parent or guardian of the child, or of each child, being present
	core worker means a children’s worker whose work in or providing a regulated service requires or allows that, when th e person is present with a child or children in the course of that work, the person—
(a)   is the only children’s worker present; or
(b)   is the children’s worker who has primary responsibility for, or authority over, the child or children present.
Identity checking
Schools can check a person’s identity using identity documents or an electronic check. 
See the  Teaching Council website for important information on proof of identity.

1)	Appropriate regulatory process – at least one form of identification must include a photograph. a)	Most common and acceptable primary identity documents:
· New Zealand passport
· overseas passport
· New Zealand firearms licence
· full New Zealand birth certificate, issued after 1 January 1998, with unique ID number 
b)	Most common and acceptable secondary identity documents:
· New Zealand driver’s licence
· 18+ card
· New Zealand student photo ID card
· IRD number and name
· New Zealand utility bill dated in the last six months
2)	Electronic identity credential
a) RealMe: www.realme.govt.nz  is an acceptable electronic check.

Police vetting
Police vetting is required for teachers and other staff employed in schools.
· Teachers are police vetted through the certification process.
· All non-teaching staff must be vetted by the school every three years. 
Schools should maintain a vetting register and check it regularly.
