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ELIGIBILITY COVER SHEET

At least 24 hours before any new of member of staff starts work the recruiting manager must see their original passport and original immigration documents. This form must be completed in full at that time. 

No member of staff must work in any capacity until this has been completed. 

No payment can be made in respect of the period before eligibility to work in the UK has been checked – even after it has been established.

Name of new employee/applicant……………………………………………………………………...

Employing Faculty/Directorate:………………………………………………………………………….

Please tick to indicate that you have completed the following:

· Enclosed photocopies of passport cover sheet, all personal details and relevant visa stamps plus any other documentation showing the right to work
· Photographs and birth dates on the documents match the appearance of the individual
· Documents appear to be genuine, belong to the holder and not to have been tampered with

Name of employee witnessing documents…………..:…………………………………………............
Signature:…………………………………………………………………………………………………..
Date: …………………………………………………………………………………………………………

