
Identity verification
1. Purpose
Community Action Suffolk will check that all Learners identity is verified before they are registered with NOCN. This is to ensure that fraudulent applications are minimised and actively discouraged.
2. Persons affected

Learners, Tutors, Internal Assessors
3. Policy
3.1 Community Action Suffolk will inform all Learners and prospective Learners at the point of advertising and booking that they will be required to provide evidence of their identity and address in order to be registered for the course. Failure to provide this information would not necessarily exclude them from the course but would exclude them from being registered for the qualification.
3.2 Verification of Learners identity and address will be checked by the Trainer during the first session of a course, or as part of a relevant application/ pre-assessment criteria. 
· Community Action Suffolk will only accept valid, current and original documentation. Not photocopies
· We will not accept documentation printed from the internet e.g. internet bank statements
· identity information for the applicant’s name, date of birth and address provided in their application form
· we will in the first instance, seek documents with photographic identity (e.g. passport, new style driving licence, etc.) and this will be compared against the applicant’s likeness
· one document must confirm the applicant’s date of birth 
· one document must confirm the applicant’s current address as recorded in their application form
· a document from each of the groups should be included only once in the document count e.g. don’t accept two bank statements as two of the required documents, if they are from the same bank
· you should not accept the foreign equivalent of an identity document if that document is listed as ‘(UK)’ on the list of valid identity documents
The Learner must be able to show:

· one document from Group 1, below and 1 further document from either Group 1, or Group 2a or 2b, see Appendix A. 

3.3 Community Action Suffolk will take appropriate action regarding individuals found to have been involved in any incident of fraud or misrepresentation.  
3.4 Trainers will use the attached template at Appendix B and retain evidence of the identity checks and store these with the course files.

4. Revision history
Community Action Suffolk and its staff are committed to the integrity of its qualifications and will review this policy bi- annually.
Appendix A

Group 1: Primary identity documents

	Document
	Notes

	Passport
	Any current and valid passport

	Biometric residence permit
	UK

	Current driving licence photocard - (full or provisional)
	UK, Isle of Man, Channel Islands and EU

	Birth certificate - issued within 12 months of birth
	UK, Isle of Man and Channel Islands - including those issued by UK authorities overseas, for example embassies, High Commissions and HM Forces

	Adoption certificate
	UK and Channel Islands


Group 2a: Trusted government documents

	Document
	Notes

	Current driving licence photocard - (full or provisional)
	All countries outside the EU (excluding Isle of Man and Channel Islands)

	Current driving licence (full or provisional) - paper version (if issued before 1998)
	UK, Isle of Man, Channel Islands and EU

	Birth certificate - issued after time of birth
	UK, Isle of Man and Channel Islands

	Marriage/civil partnership certificate
	UK and Channel Islands

	HM Forces ID card
	UK

	Firearms licence
	UK, Channel Islands and Isle of Man


All driving licences must be valid.

Group 2b: Financial and social history documents

	Document
	Notes
	Issue date and validity

	Mortgage statement
	UK or EEA
	Issued in last 12 months

	Bank or building society statement
	UK and Channel Islands or EEA
	Issued in last 3 months

	Bank or building society account opening confirmation letter
	UK
	Issued in last 3 months

	Credit card statement
	UK or EEA
	Issued in last 3 months

	Financial statement, for example pension or endowment
	UK
	Issued in last 12 months

	P45 or P60 statement
	UK and Channel Islands
	Issued in last 12 months

	Council Tax statement
	UK and Channel Islands
	Issued in last 12 months

	Work permit or visa
	UK
	Valid up to expiry date

	Letter of sponsorship from future employment provider
	Non-UK or non-EEA only - valid only for applicants residing outside of the UK at time of application
	Must still be valid

	Utility bill
	UK - not mobile telephone bill
	Issued in last 3 months

	Benefit statement, for example Child Benefit, Pension
	UK
	Issued in last 3 months

	Central or local government, government agency, or local council document giving entitlement, for example from the Department for Work and Pensions, the Employment Service, HMRC
	UK and Channel Islands
	Issued in last 3 months

	EU National ID card
	-
	Must still be valid

	Cards carrying the PASS accreditation logo
	UK, Isle of Man and Channel Islands
	Must still be valid

	Letter from head teacher or college principal
	UK - for 16 to 19 year olds in full time education - only used in exceptional circumstances if other documents cannot be provided
	Must still be valid
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