
	PRE-EMPLOYMENT SCREENING


	Introduction:


Pre-employment screening is part of the Council’s recruitment and selection process.  All offers of employment with the Council must be made on a conditional basis, subject to pre-employment screening.  For most appointments, Human Resources will carry out pre-employment screening, in conjunction with the recruiting manager.  However, where Human Resources are not involved in the recruitment process (e.g. casual and relief staff) the recruiting manager will be responsible for the screening process.  The purpose of screening is to confirm that a candidate is suitable for the job that s/he has been offered e.g. that the candidate has not committed offences that would preclude him / her from working with children or vulnerable adults.    

	Principles:


In accordance with the Council’s Recruitment Policy, a successful candidate shall be sent a letter offering him / her employment with the Council, subject to receipt of satisfactory clearances (such as references).  

	Application:


This policy applies to all candidates who are offered employment with the Council, with the exception of school-based staff who, under local management arrangements are covered by procedures adopted by the Governing Body of each school.

The policy also applies to those who are offered casual work.  Although they are not Council employees they must be screened prior to working for the Council.
Managers who undertake the recruitment (for paid or unpaid work) of such persons as casual or relief workers, students, consultants, volunteers are responsible for verifying the identity of the person concerned and establishing that s/he is suitable for the work being offered.  The section of this policy entitled Suitability for Employment or Engagement refers.  For further information about engaging casual workers please refer to the Council’s  Casual Working Policy.
Managers who engage workers via a third party (e.g. recruitment agency) must ensure that they see evidence of identity and that they have confirmation from the agency  / service provider that the required checks (which will depend on the job) have been made.  Most agency hire arrangements are covered by the Council’s agreement with Matrix.  For details of how screening is carried out by Matrix prior to their supplying a temporary worker, please refer to the documents / links below:
Hiring Manager's Guide to Matrix Contract



Managers must also ensure that the responsibilities that contractors have for screening their workers is stipulated in the contract / service level agreement and that contractors are clear that they may not subcontract work without prior express consent (this should be covered in the contract / service level agreement).

	Suitability for Employment or Engagement:


Confirming whether a person is suitable for Council employment, or engagement for other work within the Council (e.g. casual work) entails obtaining:

All offers of employment / engagement:

1. Proof of his / her identity

2. Evidence that s/he has the legal right to work in the United Kingdom  

3. References about past performance, conduct and attendance (the section entitled References on page 3 refers)

4. Information about any convictions or cautions that s/he has or any court cases that are pending – please note that the Council is committed to protecting the welfare of children, young people and vulnerable adults – the Commitment to Safeguarding Statement refers.

5. Evidence of professional qualification/s and registration, where applicable 

6. Completed Occupational Health Pre-employment Questionnaire 
7. Evidence of Driving Licence, where applicable
Employees only:

8. Information about other work s/he may be doing (known as secondary employment)

9. Continuous Service Declaration

10. Confirmation of receipt of Code of Conduct

11. Equal Opportunities in Employment Declaration 

12. Criteria for sponsorship is met (Applies to migrant workers only.  Sponsorship replaces work permits).  For further information please refer to The Council’s Sponsorship (Tier 2) Guidelines

Other workers only:

13. Signed Confidentiality Agreement (which should be completed by agency workers, students, contractors etc who may have access to sensitive data).  Appendix B refers

For further details about the checks listed above, please refer to the next section.  

Where the person concerned is being offered employment, the information and evidence that must be obtained (as listed above) is requested in an offer letter.

Where Managers are responsible for the recruitment exercise (e.g. for casual workers), to ensure compliance with current employment legislation and Council policy any offer of work must be made using the model offer letter.  Appendix 1 of the  Casual Working Policy refers.  

	Safeguarding Children, Young People and Vulnerable Adults:


“This authority is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share in this commitment”.  
This commitment is expressed through the following requirements:

Recruitment - Failure to adhere to the following requirements means that an applicant will not be employed to work with children, young people or vulnerable adults in Enfield:

· Applicants for all relevant posts which involve work with children and young people or vulnerable adults will be required to undertake a CRB (Criminal Records Bureau) check if an offer of employment is made and will not be able to take up post until a satisfactory check has been received. 
· Applicants are required, when completing an application for a post within these services, to supply full education and employment history since leaving secondary school, with explanations for any gaps

· An applicant’s personal commitment to safeguarding children, young people, or vulnerable adults will be explored through the interview process

· Successful applicants must show proof of identity, qualifications, and, if relevant to the post, registration with the General Social Care Council, along with various other pre-employment clearances before a firm offer of employment is made

· Prior to taking up post, applicants will be expected to sign the Council’s Code of Conduct, which commits them to upholding the highest standards in public life, both in the way they undertake their professional duties, and in their personal conduct.

Employment - Failure to adhere to the following requirements may result in summary dismissal:

· To participate in induction processes, professional supervision and annual appraisal where the employee’s ability to safeguard children, young people or vulnerable adults through professional involvement and personal conduct will be guided and assessed

· To undertake mandatory training, including child protection or adult protection training, as appropriate to their duties

To familiarise themselves with all relevant policies and procedures, produced by the relevant services or by the Enfield Children’s or Adults’ Safeguarding Boards, including procedures for managing allegations against staff
Vetting and Barring Scheme

Under the provisions of the Vetting and Barring Scheme from November 2010 the Council will have a duty to ensure that all employees recruited to work with children, young people and vulnerable adults are registered with the Independent Safeguarding Authority (ISA).  Therefore from 26 July 2010 the Council will check the status of potential employees with the (ISA) prior to making any formal offer of employment.  Where candidates are not registered with the ISA the Council will ask the individual to apply for registration.  Employment with the Council will not be offered until such time that the individual is appropriately registered.
Where checks reveals that a candidate is ‘barred’ the individual will not be offered employment with the Council.

	Pre- employment Screening:


The information and evidence regarding suitability for employment / engagement is to be obtained, as follows:

1 & 2 Proof of identity and the right to work in the UK 

Employers have a legal duty to establish that individuals they employ have a right to work in the United Kingdom.  Failure to take appropriate steps could result in a fine, under Section 15 of the Immigration, Asylum and Nationality Act 2006.  To knowingly employ someone who does not have a legal right to work in the UK is a criminal offence, with a maximum penalty of two years imprisonment and / or a fine.  For details of the documents that are accepted by the Home Office (Borders and Immigration Agency) and actions that must be taken, please refer to Appendix A. 

3. References

External Candidates - Where the candidate is employed for less than 5 years in his / her current/most recent job, the HR Recruitment Consultant is to obtain two employer references, one of which must be from the current/most recent employer.  Otherwise, only one employer reference is required, from the current employer.

Where the candidate cannot provide a suitable second employer referee, for example, due to short-term periods of employment, the Recruitment Consultant should consider obtaining an External Reference Non-employer.  This type of reference would be obtained from an individual such as a college or university tutor, form teacher or voluntary work supervisor. This will only be appropriate if the tuition, voluntary work or other activity was undertaken in the last 5 years. 

Where a standard reference is submitted (of the type commonly provided by banks, temp agencies etc which only provides basic information, such as confirmation that the person worked for the organisation, the dates and his / her job title), the Recruitment Consultant is to obtain a supporting reference from the person the candidate worked for (e.g. the manager who hired the agency temp), using the standard letter External Reference Non-employer.  Where the Recruitment Consultant encounters difficulty in obtaining a supporting reference, the recruiting manager should be advised and the options discussed, such as obtaining references from other employers / referees.
Where the post requires a CRB check, two references should be sought.  

In compliance with the Protection of Vulnerable Adults Scheme, additional checks may be required concerning those who are offered employment as care workers in Council homes.  Where this applies, the recruiting manager should discuss reference requirements with the Recruitment Consultant. 

When completing a reference, referees are asked to state how many days and occasions the applicant was absent due to sickness during the previous 12 months. 

If the applicant’s sickness absence exceeds 10 days, or there have been more than two occasions of sickness, the Recruiting Manager may request that the Recruitment Consultant investigates this further.  

If a manager requests this, the Recruitment Consultant will contact the candidate and advise that there are concerns about sickness absence and ask that s/he provides more information.  
Depending on the information given the Recruiting Manager will use his / her discretion as to whether to proceed with the offer of employment, seek further advice from occupational health or withdraw the offer of employment.  Any proposal to withdraw an offer must be discussed with the Recruitment Centre Team Leader, or HR Recruitment Manager.
Internal Candidates - Where the candidate is a Council employee, only one reference from the current line manager is required.

Where the appointment is made within the same team and there is no change of line manager a reference is not required.  

Redeployees - If an employee is offered a job and s/he is on the Council’s redeployment register for health-related reasons, e.g. employee is unable to do full duties of the current job because of a disability, the recruiting manager should refer the employee to Occupational Health, e.g. for advice about the duties and responsibilities of the job under offer and whether any adjustments need to be made.

Please refer to the Redeployment Policy for further information.
Concerns about the content of a reference - References should be checked against the application form for any discrepancies.  For example, has the candidate overstated their current role, duties and responsibilities?  If yes, is there a possibility that the candidate does not have the experience and skills that are required for the job s/he has been offered?  Where the Recruitment Consultant and/or the manager have concerns about the content of the reference/s the Recruitment Consultant should at the earliest opportunity seek advice from the Recruitment Centre Team Leader or the Recruitment Centre Manager.  Should either of them decide that the job offer is to be withdrawn, the Recruitment Consultant will prepare a withdrawal of offer of employment letter for approval and signing. 

Authenticating References - The Recruitment Consultant must ensure that the source of references has been authenticated.  If the reference is submitted by email it must come from the organisations email account. In all other circumstances, the reference should be signed, bear the organisations logo or stamp and be returned to the Recruitment Consultant by fax.  This is specified in the Reference Cover Letter.   Where a candidate will be working within either the Adoption Service or Fostering Service the manager must also make telephone enquiries of each referee to verify the written references, in accordance with the National Minimum Standards governing staff recruitment.    

4. Information about Criminal Records:

Candidates who have been offered work that will not entail working with children and vulnerable adults are required to complete a form entitled Declaration of Unspent Criminal Offences.  They must declare details of any criminal convictions, cautions, reprimands, final warnings and any court cases that are pending.  Note that candidates with a criminal record who are asked whether they have any previous convictions can lawfully answer 'no' if, under the Rehabilitation of Offenders Act 1974, the convictions are regarded as ‘spent’.  

The Rehabilitation of Offenders Act enables some criminal convictions to become 'spent' after a set period of time has elapsed from the date of conviction.  This period is known as the rehabilitation period.   Details of rehabilitation periods are provided in Appendix C.  After the relevant period has elapsed, an ex-offender is not obliged to mention the conviction when applying for a job, and it would be unlawful discrimination not to employ him / her because of a ‘spent’ conviction, unless the position applied for is an exception listed in the Act.  

Exceptions listed in the Act include occupations involving working with children or vulnerable adults (as defined and listed below):

· Over the age of 65

· Suffering from serious illness or mental disorder of any description

· Addicted to alcohol or drugs

· Have a visual, hearing or speech impairment

· Substantially and permanently disabled by illness, injury or congenital deformity

· Employment concerned with the provision of health services 

· Any employment concerned with the provision to persons aged under 18 of accommodation, care, leisure and recreational facilities, schooling 

The Criminal Records Bureau website holds a list of all the professions, offices, employments, work and occupations that are known as exceptions to the Rehabilitation of Offenders Act.  .  The list is updated occasionally.  To access a copy of the current list of positions for which a CRB check is appropriate, please refer to the CRB website, www.crb.gov.uk under Disclosure Access Category Codes.

Criminal Records Information – Candidates required to work with children, young people or vulnerable adults
The following clearances are required for candidates whose job will entail working with children, young people or vulnerable adults:

· Declaration of Spent/Unspent Criminal Offences (candidates must declare on this form all offences, cautions, reprimands, warnings and cases pending) 

· Criminal Records Bureau (CRB) Disclosure – To obtain this, the candidate completes an application form.  Human Resources check the form, authorise it and send it to the CRB.  

· Note that the Council does not recognise or accept CRB Disclosures obtained by other organisations.  

The Council’s Criminal Records Team (CR Team) manages the process of obtaining, and retaining Disclosure information, in accordance with the CRB’s Code of Practice and the Police Act 1997.  If any information about offences is recorded on a Disclosure, the Team provide advice on what steps a manager should take.  For further information, the CR Team’s contact details are on the Human Resources intranet site under HR Systems and Management Information / What We Do. 

· Evidence of registration with the Commission for Social Care Inspection – This applies to managers of certain services and establishments, such as Home Care Managers and managers of care homes that provide personal and / or nursing care   

5. Professional Qualifications and Registration

Where holding a particular qualification and being registered with a professional association are essential for the job being offered, all candidates must produce evidence of qualification and registration.  With regard to: 

· Social Worker Registration - The candidate must provide the original certificate of GSCC registration.  This should then be checked against the information on www.gscc.org.uk. 

· Occupational Therapist Registration - The candidate must provide the original certificate of OT registration.  This should then be checked against the information on Health Professions Council - Online Register
6. Occupational Health Pre-employment Questionnaire
All successful candidates are sent an Occupational Health Pre-Employment Questionnaire - HM 30 for completion and return directly to Occupational Health for review.

The OHS advises the Council whether the candidate is medically fit for the job concerned and whether any reasonable adjustments need to be made to the work station, equipment etc, for example, if the candidate has a hearing impairment.  

The information supplied by the candidate is confidential.  Occupational Health Service (OHS) will contact the candidate directly if any further information is needed and arrange an appointment with the OHS nurse or doctor, where necessary.

7. Driving Licence

It is essential that a candidate who would be required to drive as part of their job provides evidence that they hold the appropriate licence. Appendix D 

8. Secondary Employment 

All candidates are required to declare whether they are doing any work – known as secondary employment.  This is to ensure that the candidate’s working hours (when added to the working hours of the post under offer) do not exceed an average of 48 hours (in the interests of their wellbeing and in accordance with Working Time Regulations).

9. Continuous Service Declaration

All candidates are asked whether they have any previous service, such as service with other local authorities, as this could affect their entitlement to annual leave (e.g. entitled to additional days), occupational sick pay and occupational maternity pay.

The Recruitment Consultant obtains confirmation of this in writing from the organisations concerned, either by completion of a Transfer of Employment Form or from a reference (where the dates of employment stated on the reference agree with the employee’s declaration).

10. Employee Code of Conduct

All new employees will be sent a copy of the Code of Conduct.  
Managers who engage temporary personnel (e.g. from an agency) should advise them of the standards of behaviour that are expected (e.g. timekeeping, dealing with customers, use of the internet and equality at work).  As a guide, reference can be made to the Employee Code of Conduct which is available on the intranet.
11. Certificate of Sponsorship

From 27 November 2008, migrant workers who would have required a work permit to work in the UK will need to be sponsored instead.  The Council’s Sponsoring a Migrant Worker – Tier 2 – Guidelines refer.
12. Confidentiality Agreement

This Confidentiality Agreement is for completion by agency workers, students, consultants and external secondees etc who will have access to sensitive data.  Appendix B refers. 
	Appendix A - Right to Work in the United Kingdom


Employers are required to establish that candidates have a legal right to work in the UK.  The information that follows explains the actions that must be taken and the documents that must be produced.

It is a criminal offence to employ someone who has no right to work in the United Kingdom, or no right to do the work that the Council is offering. 

Penalties for committing an offence - Immigration, Asylum and Nationality Act 2006

The penalties that applied under section 8 of the Asylum and Immigration Act 1996 have been repealed.  

The penalties under Section 15 of the Immigration, Asylum and Nationality Act 2006 apply.  A fine can be imposed of up to £10,000 per illegal worker and an employer who has knowingly employed an illegal worker could receive the maximum penalty of two years imprisonment. 

Definition of 'employer' for the purposes of the legislation

An 'employer' is defined as a person who employs an individual under a contract of employment. This can be a contract of service or apprenticeship, whether orally agreed or in writing.

However, whilst casual / relief workers are not Council employees they are on the Council’s payroll and the UK Borders Agency would hold the Council responsible for any failure to carry out right to work checks.

Checking Documents

All those who have been offered employment with the Council must be asked to produce appropriate original documents as evidence of their right to work in the UK, except for: 

· Council employees whose employment commenced prior to 27 January 1997, which is before the provisions of the Asylum and Immigration Act 1996 took effect

· Council employees whose right to work in the UK without limitation (as to the nature of work they can do or the period) was confirmed when they joined the Council.   (Note that where an employee’s employment is subject to a work permit
 and / or Leave to Remain and this is due to expire, or the work the employee has been offered differs from the type of work for which the work permit was granted, consent from the Home Office will be required to change or extend employment.)

Checking and copying certain original documents provides:

· Verification of the identity of the candidate, and 

· Protects the Council and service users from the risks inherent in employing an illegal worker.

The documents that the candidate needs to provide will depend on a candidate's individual circumstances.   

The documents that can be accepted are listed in Lists A and B of this appendix.  

Please note:  There are additional checks to be made if a candidate states or produces documents to state that s/he is seeking asylum (applying for refugee status).  The addendum at the end of this appendix applies. 

The candidate must provide proof of National Insurance Number and:

List A - one document from this list (see page 12) which will demonstrate that the individual has unlimited right to work in the UK

Or

List B – one document from this list (see page 13), which will demonstrate a right to work for a specified period only.  Please note that there is a legal duty to recheck the individual’s circumstances every 12 months.

When checking documents, reasonable steps must be taken to confirm that the candidate is the rightful holder of any documents that s/he presents. Also check whether there are limitations on the work that the employee is allowed to do, which may preclude him /her from doing the type of work that is being offered.
Reasonable steps include checking:

· Any photographs and the date of birth are consistent with the appearance of the candidate 
· Documentation (e.g. passport) has not expired 

· Any United Kingdom Government stamps or endorsements to establish whether the candidate is allowed to do the type of work being offered  
· The document is water marked 
· For quality paper (most passports are expensive items made with quality paper)
If in any doubt about the passport, ID card or other documentation consult Human Resources, Recruitment Centre or contact the UK Border’s Agency Employers’ Helpline.  The employers’ helpline number is 0845 010 6677.  
If the candidate presents a document in one name and another document in a different name, the candidate must provide a further document to explain the reason for this. This could be a marriage certificate, divorce document, deed poll, adoption certificate or statutory declaration.

Where a document that the candidate provides is a passport, take a copy of:
· The front cover and all of the pages which give the candidate’s personal details.  In particular, copy the page with the photograph and the page which shows his or her signature; and 
· any appropriate page containing a United Kingdom Government stamp or endorsement that states that the candidate can undertake the type of work that is being offered. 

Nationals from the European Economic Area 

Subject to their providing requisite original documents as listed in either List A or List B, nationals from many European Economic Area (EEA) countries can enter and work in the United Kingdom without any restrictions.   These countries currently are:
Austria, Belgium, Cyprus, Denmark, Finland, France, Germany, Greece, Iceland, Ireland, Italy, Liechtenstein, Luxembourg, Malta, Netherlands, Norway, Portugal, Spain, Sweden, Switzerland, United Kingdom.
However, the Government has set up a Worker Registration Scheme to monitor the participation in the UK labour market of workers from eight of the ten countries that joined the EEA on 1 May 2004.  When an individual from one of these countries starts works it is the employer’s responsibility to ensure that s/he registers with the Home Office unless s/he is exempt.  The list below currently refers:  

Czech Republic, Estonia, Hungary, Latvia, Lithuania, Poland, Slovakia, Slovenia – referred to by the Home Office as A8 countries

If the employee claims that s/he is exempt for whatever reason, e.g. because s/he has legally been working in this country for at least 12 months, s/he must produce evidence of this, as listed in List C (page 14).  

Within one month of the employee starting work, the Council must: 

· Issue confirmation of employment in writing (letter or employment contract) 

· Take a copy of the registration application and retain this until the Home Office notifies the Council that the employee has been registered 

· Once the registration certificate has been received, retain a copy of it. 
Romania and Bulgaria

It is important to note that candidates from Romania and Bulgaria (referred to by the Home Office as A2 countries) are required to obtain authorisation from the Home Office before they start work.  This entails the prospective employer obtaining a work permit and the candidate obtaining an Accession Worker Card.  
If the candidate claims that s/he is exempt for whatever reason, e.g. because s/he has legally been working in this country for at least 12 months, s/he must produce evidence of this, as listed in List C (page 14).  

The above may be subject to change as employment of A8 and A2 nationals comes under regular Government review.  Consequently, when offering employment to A8 and A2 nationals, the latest position should be checked on the website referred to below.  

www.ukba.homeoffice.gov.uk
With effect from 27 November 2008 work permits are replaced by Certificates of Sponsorship, except for Romanian and Bulgarian nationals, as explained above.  Migrant workers will still need to apply to the Home Office for leave to enter and remain in the UK, but their applications will need to be supported by a Certificate of Sponsorship.  For further details, see the Council’s Sponsoring a Migrant Worker – Tier 2 – Guidelines.
	Documentary Evidence


In accordance with the Immigration, Asylum and Nationality Act 2006 and Council Policy it is a Council audit requirement that all candidates who are offered employment produce:

A document issued by a previous employer, Inland Revenue, the Department for Work and Pensions' Jobcentre Plus, the Employment Service, the Training and Employment Agency (Northern Ireland) or the Northern Ireland Social Security Agency, which contains the National Insurance number of the person named in the document.  The document must show a permanent National Insurance number, rather than a temporary one. A temporary number is a National Insurance number beginning with TN, or ending with a letter between E and Z.  Please note that a card or certificate issued by the Inland Revenue under the Construction Industry Scheme is not acceptable.  The overwhelming number of job applicants who do not possess passports but are able to work here will already have been given a National Insurance Number the Department for Work and Pensions' Jobcentre Plus.   A person can apply for a National Insurance Number at their local Jobcentre Plus office.
And (in accordance with legislation):
List A

1. A valid 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 UK and Colonies having the right of abode in the UK.

2. A valid 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 (EEA1) or Switzerland.

3. A residence permit, registration certificate or document certifying or indicating permanent residence, issued by the Home Office or the Border & Immigration Agency to a national of an EEA country or Switzerland.

4. A permanent residence card issued by the Home Office or the Border & Immigration Agency to the family member of a national of an EEA country or Switzerland.

5. A Biometric Immigration Document issued by the Border & Immigration Agency to the holder that indicates that the person named in it is allowed to stay indefinitely in the UK, or has no time limit on his or her stay in the UK.

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

Important Note:

Please see this update from the UK Border’s Agency website.

The UK Border Agency has reviewed its policy on whether indefinite leave to remain (ILR), in an expired passport can be accepted by employers as evidence of right to work. Under our illegal working civil penalty regime, from 2 August 2010 it has been decided that if you are an employer you can accept indefinite leave to remain (ILR), in an expired passport as evidence of right to work.

You should undertake the same checks in relation to expired passports that you currently undertake in relation to valid (in date) passports.
7. An Immigration Status Document issued by the Home Office or the Border & 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 his or her stay in the UK

8. A full birth certificate issued in the UK that includes the name(s) of at least one of the holder's parents

9. A full adoption certificate issued in the UK that includes the name(s) of at least one of the holder's adoptive parents 

10. A birth certificate issued in the Channel Islands, the Isle of Man or Ireland 

11. An adoption certificate issued in the Channel Islands, the Isle of Man or Ireland 

12. A certificate of registration or naturalisation as a British citizen 

13. A letter issued by the Home Office or the Border & Immigration Agency to the holder that indicates that the person named in it is allowed to stay indefinitely in the UK

List B

If the individual does not have the above documents we can accept one of the documents from the list below. However please note that the Council will be required at least once every 12 months to request updated information and a failure to do so may result in the employment / engagement being terminated.

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, provided that it does not require the issue of a work permit.

2. A Biometric Immigration Document issued by the Border & Immigration Agency to the holder that indicates that the person named in it can stay in the UK 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 & 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 UK and is allowed to do the work in question, or a letter issued by the Home Office or the Border & Immigration Agency to the holder or the employer or prospective employer confirming the same.

4. A certificate of application issued by the Home Office or the Border & Immigration Agency to or for a family member of a national of an EEA country or Switzerland stating that the holder is permitted to take employment that is less than six months old when produced in combination with evidence of verification by the Border & Immigration Agency Employer Checking Service.

5. A residence card or document issued by the Home Office or the Border & Immigration Agency to a family member of a national of an EEA country or Switzerland.

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

7. An Immigration Status Document issued by the Home Office or the Border & 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, when produced in combination with an official document giving the person's permanent national insurance number and his or her name issued by a government agency or a previous employer.
8. A letter issued by the Home Office or the Border & Immigration Agency to the holder or the employer or prospective employer that indicates that the person named in it can stay in the UK and is allowed to do the work in question
List C

If a candidate states s/he is exempt from registering under the Workers’ Registration Scheme the candidate must provide documentary evidence of exemption.   Only the following documents are acceptable as evidence of exemption:

A Residence Permit issued by the Home Office confirming the holder is an EEA national or national of Switzerland; or 

A national passport or travel document containing an endorsement which states that the holder is also a dual national of the UK, Switzerland or one of the EEA countries listed above, that is not an A8 country (see page 7 of policy); or 

A national passport or travel document containing a valid endorsement which states that the holder is a family member of an EEA national or Swiss national.; or 

A national passport or travel document containing a valid endorsement which shows that the holder has Indefinite or Exceptional Leave to Enter or Remain in the UK, or has been granted Limited Leave to Enter or Remain with no immigration restrictions on employment; or 

A8 nationals here on a self-employed basis (for the purpose of the Worker
Registration Scheme, an A8 worker is regarded as employed, if an employer directly pays their wages); or 

A8 and A2 nationals who have been employed legally and without interruption in the UK for 12 months.  (This means any periods of unemployment within those 12 months do not exceed 30 days in total). This can be proven by official documents such as a P60, or previous worker registration certificates. 

Remember to:

1. CHECK, COPY AND RETAIN CERTIFIED (I TOOK THIS COPY OF AN ORIGINAL DOCUMENT ON…. SIGNED… PRINT NAME) COPY OF DOCUMENTATION
2.
IF IN ANY DOUBT ABOUT THE DOCUMENTS TO BE PRODUCED OR VALIDITY OF DOCUMENTATION, ADVICE IS AVAILABLE FROM THE EMPLOYER’S HELPLINE 0845 010 6677
	Asylum Seekers


The term ‘Asylum Seeker’ refers to an individual who has applied for refugee status.

An Asylum Seeker has no right to work unless the UK BA has given him/her specific permission to do so.  Only small numbers are permitted to work whilst their refugee status is being investigated (which could take years).

Those who are granted permission to work will be given a Home Office Application Registration Card (ARC) stating ‘allowed to work’ or ‘employment permitted’ on both sides.
This is not, however, sufficient evidence of the right to work.  Anyone considering offering any type of work to an asylum seeker must verify the individual’s right to work with the UK Borders Agency.

Only when the right to work has been verified by the UK Borders Agency (they will send a verification letter to the employer to confirm this) can work of any kind be offered.
Where permission has been given, this will only be valid for a limited period and a further check must be made with the UK Borders Agency 12 months after the date on the verification UK Borders Agency letter. 

A standard immigration letter or acknowledgement is not evidence that an asylum seeker has the right to work and the recruiter must inform the UK Borders Agency if anyone presents these documents.
It is important, to ensure that you are following current UK Borders Agency requirements, that you refer to the latest guidance.  This provides details of how to contact the UK Border’s Agency to obtain verification of an asylum seeker’s right to work in the UK and what the registration card – ARC – looks like. Click on the link to go to the UK Borders Agency website.  Guidance about Employing Asylum Seekers

	Appendix B - Confidentiality Agreement


I, ____________________ acknowledge that during the course of my engagement I may have access to information of a sensitive or confidential nature relating to the London Borough of Enfield.

I accept that careless or improper use of any sensitive or confidential information may be recognised as a breach of confidence and a breach of this agreement, and may also constitute a criminal offence.  As a result, the London Borough of Enfield may terminate my engagement and may take other action against me.

By signing this agreement, I UNDERTAKE:

1. Not to disclose confidential/sensitive information to any third parties at any time during the term of my engagement or at any time following termination of the engagement, except for the purposes of carrying out the terms of my engagement.

2.
To return all sensitive/confidential information in my possession upon the termination of my engagement or when requested to do so.

3    Not to make any copies, drawings, notes, sketches or other reproductions of the sensitive/confidential information in my possession without express written authority.

CONFIDENTIAL INFORMATION, shall include, but shall not be limited to the following:

All data subject to the Data Protection Act 1998, text, financial data, systems information and know-how, processes, procedures, flow charts, quality manuals, spread sheets, graphs, drawings, diagrams, testing procedures, security systems, software specification, images or sound embodied or carried in any electronic tangible or intangible medium.

I understand that breach of any of the above undertakings could result in the termination of my engagement and could further result in legal action being taken against me.

NAME:       

   

SIGNED:
DATE:

	Appendix C - Rehabilitation Periods

	Sentence
	Time elapsed since conviction

	Prison sentence (including suspended sentences) or detention in a youth offenders’ institution (formally known as youth custody) of more than 6 months to 2½ years.
	10 years*

	Prison sentence (including suspended sentences) or detention in a youth offenders’ institution (formally known as youth custody) for 6 months or less.
	7 years*

	Borstal (abolished in 1983)
	7 years

	Fine or other sentence for which the Act does not specify a different rehabilitation period e.g. community service order, combination order, community punishment order, compensation order,  action plan, curfew, drug treatment and testing, and reparation orders

.
	5 years*

	Probation order 
	5 years*

	Order for detention in a Detention Centre.
	3 years

	Conditional discharge or bound over.
	1 year or until order expires (whichever is the longest)

	Care order or supervision order.
	1 year or until order expires (whichever is the longer)

	Order for custody in a remand home, approved school order or an attendance centre order.
	1 year after order expires

	A hospital order (with or without a restriction order).
	5 years, or 2 years after the order expires (whichever is the longest)

	Referral Order
	Once the order expires

	Caution
	3 Years

	Absolute Discharge.
	6 months


* The above time periods are halved if the offender was under 18 when the offence was committed.

EXEMPTIONS

Please note that the following sentences are excluded from rehabilitation and therefore can never be spent.  This means that you must declare them:

(a)
Life imprisonment.

(b)
Imprisonment or detention in a young offenders institution or corrective training for a term exceeding 2½ years.

(c)
Preventative detention.

	Category


	Description of vehicles in the category
	Old group(s) or class (es)

	A

B

B1

C

C1

D

D1

B plus E

C plus E†

C1 plus E

D plus E

D1 plus E

F

G

H

K

L**

N**

P
	Motor bicycles 

Motor vehicles, other than vehicles in category A, F, K, or P, having a maximum authorised mass (mam) not exceeding 3.5-tonnes and not more than eight seats in addition to the driver’s seat, including:

i) a combination of any such vehicle and a trailer where the trailer has a mam not exceeding 750kg, and 

ii) a combination of any such vehicle and a trailer where the mam of the combination does not exceed 3.5 tonnes and the mam of the trailer does not exceed the unladen weight of the tractor vehicle.

A sub-category of B comprising motor vehicles having three or four wheels and an unladen weight not exceeding 550kg

Motor vehicles having a mam exceeding 3.5 tonne, other than vehicles falling within category D, F, G or H, including any such vehicle drawing a trailer having a mam not exceeding 750kg

A sub-category of C comprising motor vehicles having a mam exceeding 3.5 tonne but not exceeding 7.5 tonne, including any such vehicle drawing a trailer having a mam not exceeding 750kg 

Motor vehicles constructed or adapted for the carriage of passengers having more than eight seats in addition to the driver’s seat, including any such vehicle drawing a trailer having a mam not exceeding 750kg. 

A sub-category of D comprising motor vehicles having more than eight but not more than 16 seats in addition to the driver’s seat, including any such vehicle drawing a trailer with a mam not exceeding 750kg

Combinations of a motor vehicle in category B and trailer but the combination does not fall within that category (trailer over 750kgs etc)

Combinations of a motor vehicle in category C and trailer where the trailer has a mam exceeding 750kg

Combinations of vehicles with a mam of up to 7.5 tonne and its trailer has a mam of over 750kg provided that the mam of the combination thus formed does not exceed 12,000kg and the mam of the trailer does not exceed the unladen mass of the towing vehicle. (If you passed your category B test prior to 1 January 1997 you will be restricted to a total weight not more than 8250kg)

Combination of a motor vehicle in category D and a trailer with a mam exceeding 750kg

Combination of a motor vehicle in category D1 and a trailer with mam exceeding 750kg but not more than the unladen weight of the drawing vehicle. The combination mam may not exceed 12 tonnes

Agricultural of forestry tractors, but excluding any vehicle in cat H

Road roller

Track-laying vehicles

Mowing machines and pedestrian controlled vehicles 

Vehicles propelled by electrical power

Vehicles covered by the former ‘six miles a week’ or new ‘limited use’ VED categories 

Mopeds
	D

A

C and J

hgv 2 or 3

A

psv 1,2 or 3*

A*

A

hgv 1

A (up to 8.25t combination)

psv 1 or 2

A

F

G

H

K

L

N

E

	*  See passenger transport in Environment, Street Scenes Drivers Licence Policy (page 258)

** Not covered on licences issued on or after 1 January 1997

†  Holders of licences based on old class 2 or 3 entitlement will have C plus E entitlement limited to drawbar trailers only. This is shown as category restriction 102 on the licence. 











� With effect from 27 November 2008, Certificates of Sponsorship will replace work permits, except in the case of Rumanian and Bulgarian nationals.  The Council’s ‘Sponsoring a Migrant Worker – Tier 2 – Guidelines’ refer.


1 Austria, Belgium, Bulgaria**, Cyprus, Denmark, Finland, France, Germany, Greece, Iceland, Ireland, Italy, Liechtenstein, Luxembourg, Malta, Netherlands, Norway, Portugal, Rumania**, Spain, Sweden, Switzerland, United Kingdom, Czech Republic*, Estonia*, Hungary*, Latvia*, Lithuania*, Poland*, Slovakia*, Slovenia*.





Please note that any successful applicant taking up employment from any of the countries marked *, will be required to register their employment with the Home Office as soon as they begin working, within one month of starting work at the latest, and give the Council a copy of the registration application.


Romania & Bulgaria** – applicants must have permission to work before starting work
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