RIGHT TO WORK DOCUMENTS
____________________________________________________________
Legal Requirements

The Immigration, Asylum and Nationality Act 2006 came into effect on 29 February 2008. This strengthened the requirement for employers to check documents to establish a person's eligibility to work in the UK and compliance with any restrictions. Civil penalties were introduced with fines up to £10,000 for each illegally employed worker and unlimited fines and imprisonment of up to 2 years for knowingly employing illegal workers. 

Checking the Right to Work
Under the Act we are required to check eligibility to work in the UK for each new starter before they start work. All candidates must be asked to bring proof of their right to work to interview and for you to check and take a copy. If they do not currently have the right to work, and need to apply for a certificate of sponsorship they should note this on their application form and raise at interview. You should then liaise with HR Operations for the next steps.
For the successful candidate you will sign and date the copied documentation, confirming you have seen the original and forward to HR Operations with the starter information. For unsuccessful candidates you must shred and securely dispose of the documentation. If they forget to bring this documentation at interview you will ask them to bring the original to be checked before an offer can be made and contract sent. If the person is out of the country, or a distance from UCL they could send the documents by registered post or get a notary to sign that they are a certified copy.
What is Proof? 

On the following pages, information is given on what is acceptable proof, with example documents, stamps etc. 
For further advice on, or concerns about, approved documentation, contact The HR Employment Contract Administration Team.
LIST A

Single documentation: 

· A passport showing that the holder is a British citizen or a citizen of the United Kingdom and Colonies having the right of abode in the United Kingdom. 
Passport: 



Right of Abode sticker: 
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· A passport or national identity card showing that the holder is a European Economic Area (EEA) or Swiss national.

· Residence permit, registration certificate or Home Office or Border Agency  document indicating rights of permanent residence to  an EEA or Swiss national or family member
EEA document: 
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Swiss document: 
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· A passport, biometric ID card or other travel documents indicating the holder is exempt from immigration control, is allowed to stay indefinitely in the country or has no time limit on their stay. 
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Combination documentation: 

1. P45, P60, NI number card or letter from an approved Government agency. (Please note that a National Insurance number does not automatically indicate that the individual is eligible to work, and is not sufficient evidence), plus: 

P60: 
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P45
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· Immigration Status Document (ISD) with indefinite leave to remain, or
Copy all relevant parts of the ISD:
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· Full UK, Channel Islands, Isle of Man or Irish birth certificate, or
UK: 
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Jersey:
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Isle of Man: 
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Irish:
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· Full UK, Channel Islands, Isle of Man or Irish adoption certificate, or
UK
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Guernsey:
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· Certificate of registration or naturalisation as a British citizen, or
Naturalisation (pre 2004)    registration (post 2004)

[image: image22.emf] [image: image23.emf]
· Letter issued by the Home Office or UK Visas & Immigrationindicating indefinite leave to remain
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LIST B
Single documentation: 

· Passport or travel document endorsed for specific types of work, provided a CoS is not required

· Biometric Immigration document indicating the person is permitted to stay in the UK and do the work in question

· A residence card or document issued to a family member of a EEA or Swiss national
Residence cards / documentation
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Combination documentation: 
(you must provide one of the following three combination options)

1. **A certificate of sponsorship plus passport, ISD or other travel document indicating entry clearance / leave to remain. The CoS cannot be checked at interview. If the candidate needs certificate of sponsorship they should flag this up on the application form and at interview
ISD documents
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2. Certificate of application for a family member of a national of a EEA country or Switzerland stating that the holder is permitted to take employment which is less than 6 months old (this must be checked by the Border Agency Employer checking service), or 

An Application Registration Card issued by the Home Office or the Border Agency stating that the holder is permitted to take employment (applies to a limited number of asylum seekers). This must be checked by the Border Agency Employer checking service.


Registration Card
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There is a new generation of ARC, which will be issued shortly. The “Employment Permitted” wording printed on the ARC will be replaced with ‘Allowed to Work’ and the ‘Employment Prohibited’ wording printed on the card will be replaced with ‘Forbidden from Taking Employment.’

3. P45, P60, NI number card or letter from an approved Government agency plus ISD giving limited leave to remain or Letter from the Home Office or Border Agency confirming limited leave to remain
P60
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P45



NI card
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Plus: 
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or: 
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** This cannot be checked at interview. If you need a work permit / certificate of sponsorship please flag this up on your application form and at interview. See below

Change of Conditions
You may also be presented with the following ink stamp, which was formerly used by Immigration Officers to transfer a person’s conditions from an old passport into a new passport.
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If someone presents this ink stamp to you in their passport, you should require them to produce their previous passport containing their previous leave so you can be sure that they are permitted to take the employment you are offering.

NOT ACCEPTABLE

Asylum Seekers
Those asylum seekers who have been awarded refugee status or leave to stay here under a form of temporary protection, will not usually possess a national passport endorsed with leave to enter or remain in the UK.

In certain circumstances, they are able to apply to the Home Office for a travel document. Examples of the three Home Office travel documents are pictured below.
Travel or identity documents 
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Other non EEA nationals: 
Any non-EEA national who has the following endorsements in their passport is not able to work in the UK.
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