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IDENTIFICATION REQUIRED FOR INTERVIEW – PLEASE READ CAREFULLY
Immigration, Asylum and Nationality Act 2006
Sections 15 to 25 of the Immigration, Asylum and Nationality Act 2006 require all employers in United Kingdom to make document checks on every person they intend to employ.  By making these checks, employers can be sure they will not break the law by employing illegal workers.  An employer who employs someone who is not entitled to undertake the work in question will be liable to pay a civil penalty of up to £10,000 per illegal worker.
Therefore all applicants are asked to bring a photocopy of their documentation together with the original(s) in order to confirm their eligibility to work in the United Kingdom and so that there is no delay in making offers of employment to successful applicants. 

No offer of employment will be made until the recruiting manager provides the HR Service Centre with a copy of the relevant identification, dated and signed as “original seen, true likeness”.  

All documentation will be verified and copies will be stored securely and confidentially. 
What documents prove my eligibility to work in the UK?

You are asked to provide an original document or combination of documents from EITHER List A (documents which establish an ongoing entitlement to work in the UK) OR  List B (documents which indicate restrictions on entitlement to work in the UK and establish an entitlement to work in the UK for up to 12 months).  
Please note that we only accept original document(s).
LIST A 
DOCUMENTS WHICH ESTABLISH AN ONGOING ENTITLEMENT TO WORK IN THE UK:
1).A current (in date) passport showing that the holder, or a person named in the passport as the child of the holder, is a British citizen or a citizen of the United Kingdom and Colonies having the right of abode in the United Kingdom.  When copying a passport please copy the page with your photograph on and also the front cover.
2).A current (in date) passport or national identity card showing that the holder, or a person named in the passport as the child of the holder, is a national of the European Economic Area or Switzerland. (See also under “Additionally” on page 3).
3).A residence 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. (See also under “Additionally” on page 3).
4).A 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. (See also under “Additionally” on page 3).
5).A Biometric Immigration Document or Identity Card 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 United Kingdom, or has no time limit on their stay in the United Kingdom.

6).A passport or other travel document endorsed to show that the holder is exempt from immigration control, is allowed to stay indefinitely in the United Kingdom, has the right of abode in the United Kingdom, or has no time limit on their stay in the United Kingdom.

List A Continued…
7).An 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 United Kingdom or has no time limit on their stay in the United Kingdom, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer.
8).A full birth certificate issued in the United       Kingdom which includes the name(s) of at least   one of the holder’s parents, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer.
9).A full adoption certificate issued in the United Kingdom which includes the name(s) of at least one of the holder’s adoptive parents when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer.
10). A birth certificate issued in the Channel Islands, the Isle of Man or Ireland, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer.

11).An adoption certificate issued in the Channel Islands, the Isle of Man or Ireland, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer.

12).A certificate of registration or naturalisation as a British citizen, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer.

13).A letter issued by 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 United Kingdom when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer.
LIST B 
DOCUMENTS WHICH INDICATE RESTRICTIONS ON ENTITLEMENT TO WORK IN THE UK AND ESTABLISH AN ENTITLEMENT TO WORK IN THE UK FOR UP TO 12 MONTHS.  

Please note that employees who have a restricted entitlement to work in the UK will be required to have their documents checked at least once every 12 months.
1).A passport or travel document endorsed to show that the holder is allowed to stay in the United Kingdom and is allowed to do the type of work in question, provided that it does not require the issue of a work permit.

2).A Biometric Immigration Document or Identity Card issued by the Border and Immigration Agency to the holder which indicates that the person named in it can stay in the United Kingdom and is allowed to do the work in question.

3).A work permit or other approval to take employment issued by the Home Office or the Border and Immigration Agency when produced in combination with either a passport or another travel document endorsed to show the holder is allowed to stay in the United Kingdom and is allowed to do the work in question, or a letter issued by the Home Office or the Border and Immigration Agency to the holder or the employer or prospective employer confirming the same.

List B Continued…

4).A Certificate of Application issued by the Home Office or the Border and Immigration Agency to or for a family member of a national of a European Economic Area country or Switzerland stating that the holder is permitted to take employment which is less than 6 months old when produced in combination with evidence of verification by the Border and Immigration Agency Employer Checking Service*.

5).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.

6).An Application Registration Card issued by the Home Office or the Border and Immigration Agency stating that the holder is permitted to take employment, when produced in combination with evidence of verification by the Border and Immigration Agency Employer Checking Service*.

7).An 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 United Kingdom, and is allowed to do the type of work in question, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer.

8).A 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 United Kingdom and is allowed to do the work in question when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer.

ADDITIONALLY:
Since 1st May 2004, applicants from 8 of the 10 EU accession states (Czech Republic, Estonia, Hungary, Latvia, Lithuania, Poland, Slovakia and Slovenia) must apply for the Workers Registration Scheme within one month of commencement of employment (unless they are exempt from doing so – for guidance on exemptions please contact Shaw Trust Human Resources). 
Similarly, since 1st January 2007, before work commencement, a work permit must be gained for workers from Bulgaria or Romania who must then apply for an Accession worker card (unless they are exempt from doing so – for guidance on exemptions please contact Shaw Trust Human Resources).
If you require any further information regarding the above, information is available on the Home Office website.  Alternatively, contact Shaw Trust Human Resources for further assistance.
WHERE TO GO FOR FURTHER INFORMATION
For further information on entitlement to work in the UK, contact the UK Borders Agency Employers Helpline on 0845 010 6677. For further information on the new identity cards which are being gradually phased in from November 2008, contact the UK Borders Agency Card Verification Helpline on 0300 123 4699. Alternatively visit the Home Office website or call the HR Service Centre on 01225 716331.
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