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Using TrustID

Thank you for your application to join NHS Professionals as a Bank Member.

To meet UK Employment laws, we will need to verify your identity documents via the TrustID portal.
These documents vary depending on the application you have submitted and you can view
information on these documents by clicking here.

Your Email to upload to TrustID:

You’ll receive an email from cloud@trustid.co.uk to submit your supporting documents via TrustID.
You may want to add this email address to your safe sender list.

To help you, there is an example of the email you may receive below - please put some time aside to
make sure you’ve read all the instructions in the email and gathered all the documents you’ll need.
You'll then be able to follow the link or scan the QR code and use TrustID to take pictures of your
documents, so they can be verified.

This section will show the documents you
will be required to submit, there are 2
examples of the type of email you will
receive from TrustID.

\

Dear

Thank you for applying to join NHS Professionals. We're excitedo welcome you on board and our aim is to get
you working as soon as possible.

Before then, there are a few steps we need you to complete.

Here's the first one:

Upload your identity (1D} documents by clicking ‘Get started’ or scanning the QR code below with your
mobile phone camera. The portal will guide you through the process, please make sure you have the
following documents to hand and are ‘selfie ready’ for your ID badge:

» Proof of Right to Work in the UK — for example, passport or share code
s  Two proofs of address - for example council tax letter, electricity bill or driving licence

For further guidance on what documents we can accept click here.

Click here to get started

Wkes a few minutes.

G

This link allows you to open TrustID
when you are reading the email from
Scan the QR code from your Phone your phone, laptop or tablet

or Tablet and follow the instructions

e ortablet camera— you'll be guided through the process step-by-step which
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Opening TrustID
Resubmit your

documents!
Once you've scanned the QR code, a link will pop up for you to follow to the TrustID

NHS Professionals would like you to
portal resubmit some or all of your
documents. Please refer to you
email or communications with NHS
Please note that this QR code is unique to you, and you should be using the link Professionals to ensure you
from the most recent email you have received from TrustID. If you have received resubmit the specific documents

required.

previous emails from TrustID you are advised to delete them and keep the most

recent one to upload your documents. You pc;ay need to
provide

P f of Right to Work
Make sure you have ALL documents ready when you start and follow the B

instructions on the TrustID portal.

Proof of address
Trust Payslip

Other Supporting
Once the portal opens, you'll see the screen to the right, which gives a handy Document

overview of your progress at the bottom and a reminder of what you may need to e

provide. When you're ready click Get Started. —

your identity

TrustID Privacy Policy

Please read carefully!
You’ll be taken to the next screen that asks you to read the information carefully as 168 LS ECVICE, We aet oL

consent. If you don't want to
you need to consent to the statement. consent, please stop now and

contact the requesting
organisation for further help.

Click I Consent once you have read the statement.

Your information will be encr

ind only ever

our identity
ill be shared with
ganisation. TrustiD wil

TrustID Privacy Policy
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Uploading Documentation:

10:40 % 5° B

) @ cloud.trustid.co.uk/v

Once you have clicked, | Consent, you’ll be taken to the next screen which will

. . «
show you a list of options to upload. F

Make sure you have your documents to hand and read the instructions for each 2= &
document type you have. You‘ll need to ensure that the picture you take with Please read carefully!
TrustID has all 4 corners showing in the photograph you take.

Please select which type of
document you have been asked
to re-submit. If you have been

If this is your first-time uploading documents using TrustID, then start with your asked to submit more than one

please select the first.

Right to Work as per the menu in the picture on the right.

£)  Right to Work I
If you’ve been asked to submit another document, just select the appropriate
option in the picture on the right. D) Proof of Address
Trust Payslip
Contract of

Employment

Supporting
Document

If you make a mistake, or need to start over, you can click the Restart option at
any point when using TrustID. =

10:40 % 5° @ B X Rl 82%m

(> @ cloud.trustid.co.uk/v

C Restart

Right to Work Documentation

The first question asked is if you’re a British or Irish National, if Yes, select the Yes Are you a British or Irish
option, this will take you to the appropriate options for your Right to Work. rasional?

If you’re not a British or Irish National, then select No and this will take you to the
appropriate options for your Right to Work documentation. =
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() @ cloudtrustidcoukv (2

British or Irish Nationality: & Restart

Where you have British or Irish Nationality, there are several options of '1_':'

documents you can use to support your Right to Work. —Q

You can use any of the
documents below to

Select the document you’re using from the list, and this will take you through to prove your Right to
the next screen which will prepare you to take a photo of the document you are Work
USing' please select the one you have

& UK or Irish Passport

UK Birth / Adoption
Certificate

\ Irish Birth /

Adoption
Certificate

Certificate of
Naturalisation

Irish Passport Card

82%m

C' Restart

Passport

IMPORTANT follow these tips to get

Once you select your Right to Work document, TrustID will prepare you to take the o Idertity NS it tine
photo and give you some handy tips on how best to photograph the document you

o, . e :
are using - it’s helpful to read these tips. %
all Document in View
When you're ready, click Upload Image and take the photo of your document. lake sure your ID s straight

and in view with nothing
covering it

Lo~

Once you confirm you’re happy with the picture, it will upload.
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Not British or Irish Nationality: e Restar

Where you’re using another document to support your Right to Work, and you've
clicked No to being a British or Irish National, you’ll be taken to the next option,
which is uploading your Sharecode, if you have one. You can view guidance on

Use a Sharecode

As a non UK national the easiest

Right to Work and supporting documents by clicking here. way to prove Right to Work s to

provide a share code

You can get o sharecode online
at www.gov.uk/prove-right-to-
work if you have one of these
documents:

Settled Status under the EU

If you have a Sharecode — select the | have a code option and you’ll be taken to Settlement Scheme

the screen shown below which will ask for your

e Date of Birth
e Sharecode

| don't have a code

Once you enter them, click Continue.

10:41 %5° B

)} @ cloud.trustid.co.uk/v

C Restart

Date of birth ﬁ
If you don’t have a Sharecode - select the | don’t have a code option and you'll

— be asked to select another document for your Right to
2 [/} Work: Online Share Code

dd/mm/yyyy

Do you have one of
these documents? If so
please select the one

you have
Continue

UK Visaina
pGSSpDﬂ

Online Share Code

Residence
Documentation

Immigration Status
Document

None of these
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Submitting Further Supporting Documents:

Once you've uploaded your Right to Work document, you’ll be asked to provide
other supporting documents; these are outlined in the email from TrustID (on

page 1).

You’ll be prompted to add additional documents with the screen shown to the

right.

If you have more documents to upload(this is outlined in the email received),
then select Yes, otherwise, select No.

Depending on which document type you select, the header on the screen may
differ, but each screen will show some top tips on taking the photograph of the
document. When you’re ready to take a photo of the document, select Upload

Image.

Supporting Document

IMPORTANT follow these tips to get
your identity veritied first time.

o

Keep it straight

If your ID is tilted we may not
be able to verify it properly

Upload image

You may need to supply several supporting
documents; you’ll have the option to upload
multiple documents.

NHS

Professionals

O @ cloud.trustid.co.uk/v

C Restart

L

Have you been asked to
submit any other
documents?

O @ cloud.trustid.co.uk/v

C Restart

Proof of NI Number

MPORTANT foliow these tips to get

your identity verified first time.

&
~

Full Document in View

Make sure your ID is as straight

as possible and in view with
nothing covering it
a
Upload image

Registered in England & Wales no. 6704614

Registered Office: NHS Professionals Ltd, Suites 1A& 1B Breakspear Park,
Breakspear Way, Hemel Hempstead, HP2 4TZ.

PUTTING PEOPLE IN PLACES TO mr@
—




NHS

Professionals

0 @ cloud.trustid.co.uk/v

The Selfie: C Restart
Upload Selfie
Once you've taken photos of your Right to Work and other supporting
MPORTANT follow these tips to get

documentation, the last step of the process is to take a selfie.

your identity verified first time.

When you're ready, click Take a Selfie, and prepare to follow the instructions ¢
given by TrustID, to take the photo o

Look straight ahead

Look straight at the camera

You'll be given the opportunity to Retake if you want to. with your head and face in view

Continue when you are ready to go to the next step.

FiniSh: {} @ cloud.trustid.co.uk/v

Once TrustID has finished uploading your Selfie you will get confirmation that
you’ve completed uploading your documents to TrustID. Finish

Your Right to Work and supporting documentation will be visible to us, NHS
Professionals, and one of our team will check that the documentation meets our

Vetting and DBS requirements.
Your ID has been

If your documents meet the Vetting and DBS requirements, you will be asked to sivniiind fur waeWicstion.
bring the original documents you have uploaded to TrustID to a face-to-face TREStVDN Donetin
meeting at one of our Local Offices in line with Government requirements. If
you need to locate your nearest NHSP office, click here.

window

If any of the documents you’ve submitted are not compliant, we will be in touch
for you to provide a further supporting document.
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