Document Checklist - showing a person’s entitlement to work

Step 1 – Document Request
All prospective employees to present their documents before they begin working for the University

All employees must provide you with

EITHER

· One of the single documents, or two of the documents in the specified combinations given in List A

OR

· One of the single documents, or two of the documents in the specified combinations given from List B

You should only accept original documents

Please check the document and take a copy

	List A
	Documents which show an ongoing right to work


	A1
	Passport showing that the holder, is a British citizen or a citizen of the UK and Colonies having the right of abode in the UK

	A2 
	Passport/National Identity card showing the holder, is a national of a European Economic Area country or Switzerland

	A3
	Resident Permit, registration certificate or document certifying or indicating permanent residence issued by the Home office or the Border and Immigration Agency to a national of a European Economic Area country or Switzerland

	A4
	Permanent Residence card issued by the Home Office or the Border and Immigration Agency to the family member of a national of a European Economic Area country or Switzerland

	A5
	Biometric Immigration Document issued by the Border and Immigration Agency to the holder which indicates that the person named in it is allowed to stay indefinitely in the UK, or has no time limit on their stay in the UK

	A6
	Passport or other travel document endorsed to show that the holder is exempt from immigration control, is allowed to stay indefinitely in the UK, or has no time limit on their stay in the UK

	
	


If a Document from List A is supplied – there is no requirement for additional documentation to prove the employee’s entitlement to work

	Combination Documents
	the following combination of documents are accepted to prove an employees entitlement to work

	
	


	NI
	Official Document issued by previous employer/government agency – A P45, P60, National Insurance number card, or a letter from a government agency may be acceptable to demonstrate a person’s permanent NI number

	NI+ISD
	Immigration Status document issued by the home office or the Border and Immigration Agency to the holder with an endorsement indicating that the person named in it is allowed to stay indefinitely in the UK or has no time limit on their stay in the UK

	NI+BC
	Full Birth Certificate issued in the UK, Channel Islands, Isle of Man or Ireland which includes the name of at least one of the holder’s parents

	NI + AC
	Full adoption certificate issued in the UK Channel Islands, Isle of Man or Ireland which includes the name of at least one of the holder’s adoptive parents

	NI + COR/N
	Certificate of registration or naturalisation as a British citizen

	NI + LHO
	Letter issued from the Home Office or the Border and Immigration Agency to the holder which indicates that the person named in it is allowed to stay indefinitely in the UK


	List B
	Documents which show a right to work up to 12 months


List B can demonstrate that a person is entitled to work in the UK for a limited period.

	B1
	Passport or travel document endorsed to show that the holder is allowed to stay in the UK and is allowed to do the type of work in question, provided that it does not require the issue of a work permit

	B2
	A Biometric Immigration Document issued by the border and Immigration Agency to the holder which indicates that the person named in it can stay in the UK and is allowed to do the work in question

	B3
	A Residence card or document issued by the Home Office or the Border and Immigration Agency to a family member of a national of a European Economic Area country or Switzerland


If a Document from List B is supplied – there is no requirement for additional documentation to prove the employee’s entitlement to work

	Combination Documents
	the following combination of documents are accepted to prove an employees entitlement to work


Combination 1

	WP
	Work Permit or other approval to take employment issued by the Home Office or Border and Immigration Agency

	AND

	WP+PP
	Passport or another travel document endorsed to show the holder is allowed to stay in the UK and is allowed to do the work in question

	OR

	WP+L
	Letter issued by the Home Office or the Border and Immigration Agency to the holder or the employer or prospective employer confirming the same


Combination 2
	COS
	Certificate of Application issued by the Home Office or the Border and Immigration Agency to or for a family member of a national or a European Economic Area Country or Switzerland stating that the holder is permitted to take employment which is less than 6 months old 

	AND

	COS+VHO
	Evidence of verification by the Border and Immigration Agency Employer Checking Service

	OR

	ARC+VHO
	Application Registration Card issued by the Home Office or the Border and Immigration Agency stating that the holder is permitted to take employment and evidence of verification by the Border and Immigration Agency Employer Checking Service


Combination 3

	NI
	Document issued by a previous employer or government agency which contains the National Insurance number and name of the holder – P45, P60, NI Card

	AND

	NI + ISD
	Immigration status document issued by the Home office or the Border and Immigration Agency to the holder with an endorsement indicating that the person named in it can stay in the UK, and is allowed to do the type of work in question

	OR

	NI + L
	Letter issued by the home office or the Border and Immigration agency to the holder or the employer or prospective employer, which indicates that the person named in it can stay in the UK and is allowed to do the work in question


Step 2 - Document Verification

You must take all reasonable steps to check that the document is valid and satisfy yourself that your prospective employee or current employee is the person named on the document, and check that the documents allow them to do the work in question

For each document presented you should:-

1. Check any photographs are consistent with the appearance of the employee (you must see them in person); and
2. Check any dates of birth listed are consistent across documents and that you are satisfied that these correspond with the appearance of employee; and
3. Check that the expiry dates of any limited leave to enter or remain in the UK have not passed; and
4. Check any UK Government endorsements (stamps, visas, etc.) to see if your prospective or current employee is able to do the type of work you are offering; and
5. Satisfy yourself that the documents are valid and genuine, have not been tampered with and belong to the holder; and
6. if your employee gives you two documents which have different names, ask them for a further document to explain the reason for this. The further document could be a marriage certificate, a divorce decree, a deed poll or statutory declaration.
Step 3 – Document Retention

You must make a copy of the relevant page or pages of the document, in a format which cannot be subsequently altered, for example, a photocopy or scan
In the case of a passport or other travel document, the following parts must be photocopied or scanned:

· the document’s front cover and any page containing

· the holder’s personal details. In particular, you should copy any page that provides details of nationality, his or her photograph, date of birth, signature, date of expiry or biometric details; and any page containing UK Government

· endorsements indicating that the holder has an entitlement to be in the UK and is entitled to undertake the work in question

Other documents should be copied in their entirety. You should then keep a record of every document you have copied. 

Specimen documents can be viewed in List A and List B in the Prevention of Illegal Working document 

http://www.ukba.homeoffice.gov.uk/sitecontent/documents/employersandsponsors/preventingillegalworking/
