
APPENDIX 3.2

CONFIRMING POTENTIAL EMPLOYEES’ ELIGIBILITY TO WORK IN THE UK
1. Background



It is a criminal offence to employ a person who is not entitled to work or do a particular job 
in the United Kingdom. Employers are required to prove, upon request, that documentary 
evidence of the right to work in the UK relating to a potential employee was produced 
before employment began.
2. Responsibility for confirming eligibility to work in the UK



Chairs of Appointment Panels (or delegated representative) must check the status of all 
prospective employees (whether in full-time or part-time, permanent, fixed-term, part-time 
hourly paid, casual, one-off (EPP) or self-employed) by requiring them to provide 
documentary evidence of their permission to work in the UK, checking it and certifying a 
copy.  
Chairs should satisfy themselves that (a) the documents presented are authentic 
and provide evidence that a person is eligible to work in the UK and (b) the person is the 
rightful holder of the documents.

To ensure that the University is not open to allegations of racial discrimination, it is essential 
that all successful applicants are treated in the same way, including those who sound/look 
British. 

3. The key steps to follow are:

3.1
When inviting a candidate to interview ask candidates to bring such evidence with 

them. 


3.2
You must see the original document(s) (not a photocopy).  You must be satisfied through checking any photographs or dates of birth on the document that it relates to the individual concerned.  You should also check whether any expiry dates have passed and any UK stamps or endorsement to ensure the successful applicant is able to do the type of work being offered.  

3.3
You should photocopy the document(s) produced.  Where this is the passport you should photocopy the front cover; the personal details page where the photograph is; and the page showing any visa or work permit.


3.4
On each photocopy you must:


-
Write “This is to certify that I have seen the original document.”




-
Print your name




- 
Add your signature




-
Add the date you saw the original copy

3.5
Forward the copies to Human Resource Services with the Offer to Successful Applicant form (for core staff) or the Hourly paid Booking Form (for hourly paid staff).  

This must be done before the employee commences work.  Without it, Human 
Resource Services will not issue a contract of employment and Payroll will 

not be able to set up an EPP or self-employed status.

4. 
List A  -  Admissible Documentary Evidence of Permission to permanently work in 

   the UK: (i.e. need only be checked once)


4.1
A passport showing that the holder is a British citizen, or a citizen of the UK and 



Colonies having a right of abode in the United Kingdom.  




You should note that a passport describing the holder as a British Dependent 



Territories Citizen which states that the holder has a connection with Gibraltar is not 


acceptable as evidence of a person’s right to work as they do not confirm that the 


holder is a British citizen.




A passport stating that the holder is a ‘citizen of the United Kingdom and Colonies’ 


will only be acceptable if it includes the words: ‘holder has the right of abode in the 


United 
Kingdom.’


4.2
A passport or national identify card showing that the holder is a national of a 



European Economic Area (EEA) country or Switzerland.



4.3
A residence permit, registration certificate or document certifying permanent 



residence issued by the Home Office, the Border and Immigration Agency (BIA) or 


the UK Border Agency (UKBA) to a national from an EEA country or Switzerland.



4.4
A permanent residence card issued by the Home Office, the BIA or the UKBA to a 


family member of a national from an EEA country or Switzerland who is resident in 


the United Kingdom.

4.5 A current Biometric Residence Permit issued by the Home Office/UK Border 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.


4.6
A passport or other travel document endorsed to show that the holder is exempt 



from immigration control, can stay indefinitely in the United Kingdom, has the right of 


abode or has no time limit on their stay in the UK.



4.7
Document Combinations:



An official document giving the person’s permanent NI Number (temporary NI 



Numbers beginning with TN are not acceptable) and their name issued by a 



Government agency or a previous employer



And one of the following:




An Immigration Status Document or letter issued by the Home Office, BIA or the 



UKBA 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.




OR




 A full birth certificate or adoption certificate issued in the United Kingdom which 



includes the name(s) of at least one of the holder’s parents/adoptive parents



OR



A birth certificate or adoption certificate issued in the Channel Islands, the Isle of 



Man or Ireland 



OR



A certificate of registration or naturalisation as a British citizen 
5.
List B  -  Admissible Documents which show a right to work for up to 12 


months only (i.e. which should be checked again upon expiry)


5.1
A 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


5.2
A Biometric Residence Permit issued by the Home Office /UKBA which indicates 



that the holder named in it can stay in the UK and is allowed to do the work in 



question.



5.3
A residence card or document issued by the Home Office, the BIA, or the UKBA to a 


family member of a national of a European Economic Area country or Switzerland. 



5.4
Document Combinations



First Combination




A work permit or other approval to take employment issued by the Home Office, the 


BIA, or the UKBA


If HR have applied under the points based system (PBS) on behalf of the 
prospective employee HR will have a record for the migrant worker on the 
sponsorship management system which shows the 
Certificate of Sponsorship 
number.



And




A 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



a letter issued by the Home Office, the Border and Immigration Agency, or the UK 

Border Agency to the holder or the employer or prospective employer confirming the 

same



Second Combination



A certificate of application issued by the Home Office, the BIA or the UKBA to or 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 when 


produced in combination with evidence or verification by the UKBA Employer 


Checking Service.



OR



An Application Registration Card (ARC) issued by the Home Office, the BIA or the 

UKBA to an asylum seeker stating that the holder is permitted to take employment 

when produced in combination with evidence or verification by the UKBA 


Employer Checking Service.



Third Combination







A document issued by a previous employer or Government agency, e.g. HM 



Revenue and Customs, the Department for Work and 






Pensions, Jobcentre Plus, the Training and Employment Agency (Northern Ireland) 


or the Northern Ireland Social Security Agency, which contains the permanent 



National Insurance number (numbers beginning with TN are not acceptable) 



and name of the holder.



AND




An Immigration Status Document issued by the Home Office, the BIA or the UKBA 


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




A letter issued by the Home Office, the BIA or the UKBA 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.



Please contact HR if you require further advice.
6.
EEA Nationals


EEA Nationals who can work without restriction:

	Austria 

Belgium
Bulgaria
Cyprus 

Czech Republic 

Denmark 

Estonia 

Finland
	France 

Germany 

Greece 

Hungary 

Iceland 

Ireland 

Italy 
	Latvia 

Liechtenstein 

Lithuania 

Luxembourg 

Malta 

Netherlands 

Norway 
	Poland 

Portugal
Romania 
Slovakia 

Slovenia 

Spain 

Sweden




Nationals from Switzerland and their family members also have the same free movement 
and employment rights as EEA nationals.

7.
Croatian Nationals


Croatian nationals are only able to work in the UK if they hold a valid accession worker authorisation document or if they can prove they are exempt from authorisation. 
Before starting work Croatian workers must therefore provide either:


· Proof of exemption 
OR
· Purple registration certificate or a Blue registration certificate

Once we give the successful applicant a certificate of sponsorship (please indicate this on the Offer to Successful Applicant form), the EU2 worker must apply for a purple registration certificate (accession worker card) using the relevant form and including the fee with their application. 
If they start work before their certificate has been issued, they will be working illegally.
8.
Employing Students from outside the EEA

Students from outside the European Economic Area (EEA) who are studying a course at degree level or above are allowed to work up to 20 hours during term-time and full-time during vacations providing their visa conditions of entry to the UK allow this. Middlesex University students from outside the European Economic Area (EEA) who are studying a course at degree level or above may only work at Middlesex University for up to 16 hours a week. The only exception is if the student works full-time on placement as a necessary part of their degree course and with the agreement of Middlesex University. 


Please seek advice from Human Resources if they are studying a course below degree level.


Those studying here who have entered the UK as ‘student visitors’ are not allowed to work. 

Students from Croatia should hold a ‘yellow’ registration certificate which indicates that they are a full-time student on a course of study recognised by the UK Government before they can be eligible to work.
Although the immigration regulations allow non-EEA students to work for up to 20 hours per week during term-time, managers should note that Middlesex considers that 16 hours per week employment is a maximum for full time students if studies are not to be adversely affected.  Please refer to our policy on Employing Students. 
For further advice on any of the above, please contact HRS or refer to the Home Office’s Full Guide For Employers On Preventing Illegal Working In The UK.
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