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Guidance on Proof of eligibility to work in the UK

Due to problems that we have had in the past, and the recent changes in the law regarding the prevention of illegal working, we are changing our procedure with regards to obtaining the required documentation. 

We will now be asking all candidates to bring their passport and all relevant visas and work permits to their interview with them. This will ensure that they are eligible to work in the UK and will speed up the process for issuing paperwork on appointment. All candidates are asked to do this to avoid discrimination.

Please ensure that you take a photocopy of all candidates passport and associated documents and forward them to HR along with all of the other documentation from interviews. If a candidate is unsuccessful at interview, the copies of their documents will automatically be destroyed and will not be kept on file. This must be made clear to all candidates. 

As interviews for casual staff are usually arranged by the relevant Manager, these guidance notes have been compiled to help you identify the correct documentation.

Visa Types
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The following visa stamps are examples of stamps that you will see if someone has no restriction on their entry to the country and are able to take up any employment for an indefinite period:
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They may have an additional page stuck in their passport showing a residences permit (as shown below) - this will actually state that there are no restrictions on their entry to the UK. 
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If someone has one of the following stamps in their passport, it means that there is a time restriction on their stay in the UK. We are able to employ them as long as it is within the time stated. 
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If a candidate is a student, they are likely to have one of the following stamps in their visa. 
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You need to confirm that the person is a student. If this is the case, they are able to take up employment with us as long as their hours do not exceed 20 hours per week during term time, and 37 hours per week during vacations.

If they are not a student, they should also have a work permit which will be a separate document. In the work permit it will state whether they are eligible to work in a particular field / number of hours etc, or if they only have a permit for a particular employer. If they only have a permit for a particular employer (the name will be stated on the document), we are not able to employ them. If they are unable to provide their work permit, again, we are not able to employ them. 

The following stamps mean that they are prohibited from taking up any form of employment. 
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