	Pastoral a support checklist
	
	Who 
	When 
	Notes

	Arrange who will meet them at airport- It is good practice to have someone who they have met before during the interview process to welcome them, and always try and organise transport for them rather than explaining how to use public transport, which may be stressful and daunting.
	
	
	

	Arrange who will take them to accommodation- Take the overseas recruits to collect the keys for their accommodation and ensure any contracts or paperwork is completed and signed. It is good practice to provide up to four weeks’ accommodation and ensure the overseas recruit understands the process of repayment, if applicable. 
	
	
	

	Given basic foot package/ supplies and welcome pack Also provide essential groceries such as milk, eggs, rice, noodles, bread, butter, coffee and tea. As well as household essentials like linen, bedding, pillows, toilet paper, crockery and a kettle

	· Mugs 
• Glass tumblers 
• dinner set (bowls, dinners and plates)
• Plastic chopping board set
• Tea towels 
• Duvet set and pillow cases 
• Double duvet 
• Pair of pillows 
• Cotton hand towels 
• Cotton bath towels 
• Basic kitchen starter set (includes  sets of cutlery, basic kitchen equipment, pans and knife set)
	
	

	They are taken around the local area to show them local supermarket – provide map of area showing them the local places of worship.
	
	
	

	Banking and post office support
On their day of arrival, consider visiting the post office to pick up the Biometric Residence Permits and making them an appointment to set up a bank account.
Consider establishing a relationship with the local bank so appointments can be booked in advance 
	
	
	

	Getting their footprint in the UK
Encourage your staff to establish their footprint in the UK by registering for their National Insurance (NI) number and NHS number. Getting their NHS number quickly will not only enable them to see a GP, but under COVID-19 regulations will also enable them to get their COVID vaccination quicker and with less administrative burden.
	
	
	

	Financial support
It is good practice to provide some form of financial support to the overseas recruit on arrival. A salary advance of cash will ensure that the individual has access to money, in case there are any delays in the bank account being set up.
salary advance will provide much needed financial support. It is down to individual organisations to determine the reclaim period.
	
	
	

	Transportation
Consider purchasing a pre-paid travel card for your overseas staff. If your organisation reclaims for this, ensure this is explained. If your organisation does not provide this element of pastoral care, as a minimum, support the individual to purchase a travel card with their salary advance. 
	
	
	

	Welcome information pack
include information about the local area, nearby facilities, doctors, dentists,
emergency contacts etc.  New recruits will want to contact family and friends in their home country to let them know they have arrived safely, so consider providing access to Wi-Fi/mobile data on arrival.
	
	
	

	welcome chat is organised to get a feel for their hobbies and interests so suggestions can be made to help social integration and meet the team
	
	
	

	provide a simple guide to personal safety ( e.g not carrying large amounts of cash with them) Road safety, etc 
	
	
	

	Provide a list if Emergency contact details and work contact
	
	
	

	Check how long they can drive on a full valid non-GB license when arriving in UK. https://www.gov.uk/driving-nongb-licence
 
Arrange for Key workers application for emergency driving test. This does not include the theory test https://www.gov.uk/apply-emergency-driving-test 


	
	
	



	
