Queen’s Register of Support Providers

‘Right to Work’ and the Non-staff Payment System at Queen’s

Under current immigration regulations, an employer is required to check and hold evidence of having checked, the right of individuals to work in the UK.  As such, the University has a responsibility to ensure that anyone working for Queen’s (including those without a contract of employment) is entitled to do so.  Failure to undertake these checks may result in significant fines and adverse publicity for the University.  

This requirement now includes anyone who, for whatever reason, receives payments through the University’s Non Staff Payments System (NSP).  As the majority of Support Providers are paid directly by the Education and Library Boards, this will affect only those Support Providers who are giving support to: 

· ESF funded students whose monies are paid directly to the University 

· Students who are ineligible for DSA and whose support is paid for by Queen’s Disability Services 

· Students who are funded by GB Local Education Authorities where the support is paid for by Queen’s and then reclaimed at a later date from the authorities in question. 

· Students whose lectures have been cancelled by the University and where payment for the cancellation will be made by the University
· Administrative errors where the support will be paid for by Queen’s Register of Support Providers
In order to comply with UK Border Agency requirements, anyone receiving payments through the above via the NSP system must now provide original documentary evidence (see over) of their right to work.  This applies to everyone, not just those people who appear to be non-UK nationals.  These documents will be checked in your presence (to confirm your identity) and copies will be taken of the documentation provided.  These will be held on file for the duration of the work period and for two years after the work finishes.
You will be advised at the time if you are matched with a student who is ESF, GB or Disability Services-funded so if you are not happy with the ‘Right to Work’ document-checking arrangement, please let Queen’s Register of Support Providers know as soon as possible.  
Unfortunately, as we have no control over lectures cancelled by the University or over administrative errors, anyone due payments because of these through the NSP system will be asked at the time of their Work Record submission to produce the relevant documentation so their claims may be processed.  
Please bring the relevant documentation (see below) to the Reception/Information Desk in the Student Guidance Centre.  There, it will be checked in your presence and photocopies of the documentation will be taken.  These will be passed to Queen’s Register of Support Providers and the information will be held securely for the duration of your time with Queen’s Register of Support Providers and for a period of two years after you have indicated that you would like withdraw permanently from the Register.

For further information, please contact:

Queen’s Register of Support Providers

Disability Services, Student Guidance Centre

Queen’s University, Belfast, BT7 1NN

Tel: 028 90 972864   Email: supportprovider@qub.ac.uk
Web: www.qub.ac.uk/directorates/sgc/disability/SupportProviders/ 

Documents that may be Used to Demonstrate your ‘Right to Work’
	LIST A – Documents Relating to Permanent Entitlement to Work in the UK

	1.
	A 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.  

	2.
	A 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.

	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.

	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.

	5.
	A Biometric Immigration Document 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.

	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 (issued by a Government agency or a previous employer) giving the person’s permanent National Insurance Number and their name.

	9.
	A birth certificate issued in the Channel Islands, the Isle of Man or Ireland, when produced in combination with an official document (issued by a Government agency or a previous employer) giving the person’s permanent National Insurance Number and their name.

	10.
	An adoption certificate issued in the Channel Islands, the Isle of Man or Ireland, when produced in combination with an official document (issued by a Government agency or a previous employer) giving the person’s permanent National Insurance Number and their name.

	11.
	A certificate of registration or naturalisation as a British citizen, when produced in combination with an official document (issued by a Government agency or a previous employer) giving the person’s permanent National Insurance Number and their name.

	12.
	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 (issued by a Government agency or a previous employer) giving the person’s permanent National Insurance Number and their name.


	LIST B – Documents relating to Temporary Entitlement to Work in the UK

	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 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.

	4.
	A certificate of application (less than 6 months old) 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, 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, in combination with an official document (issued by a Government agency or a previous employer) giving the person’s permanent National Insurance Number and their name.

	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, in combination with an official document (issued by a Government agency or a previous employer) giving the person’s permanent National Insurance Number and their name.


