
 

Royal Academy of Dance® is a charity registered in England and Wales No. 312826  

Entitlement to 
Work and Study in 

the UK 



Royal Academy of Dance® is a charity registered in England and Wales No. 312826

Entitlement to work and study in the UK 

Policy 

1. As an employer and education provider the Royal Academy of Dance (RAD) has a legal
responsibility to prevent illegal migrants working or studying in the UK.

2. The Immigration, Asylum and Nationality Act 2006 places a responsibility on employers and
educational institutions to check and make copies of original identity documents before
someone starts work or study in order to ensure that the person concerned is entitled to
work or study in the UK.

3. The RAD will be liable for a civil penalty if they employ someone or allow someone to study
who is subject to immigration control and not entitled to undertake the work or study in
question.

4. In cases where someone is unable to supply the required documentation, it will not be possible
for the RAD legally to employ, engage or enrol that person.

Procedure for Checking Documentation 

1. Appropriate documentation will be required as follows:

a. All candidates interviewed for a permanent position based in the UK will be
required to show their documentation to the HR representative of the Interview
Panel who will take note of the specific documents seen.

b. All personnel who are offered and take up appointment as a permanent employee in
the UK (following successful interview) will be asked to bring documentation to
induction where photocopies will be taken and kept on file by the HR Department

c. All personnel engaged as a temporary worker in the UK either from a private
source or through an employment agency will be asked to bring documentation to
induction where photocopies will be taken and kept on file by the HR Department.

d. All personnel being considered for a freelance engagement in the UK will be asked
to show original documentation in advance of taking up an engagement.
Photocopies will be taken and kept on file by the HR Department.

NB Separate written advice is available from the Faculty of Education regarding the procedure for supplying and checking 
student documentation. 

2. In cases where a person has a time limit on their stay in the UK, repeat checks on
documentation will be carried out by the HR Department (employees) and Faculty of
Education Registrar (students) on an annual basis.

Appropriate Documentation 

1. The Border and Immigration Agency lists documents which establish someone’s entitlement to
work in the UK as: List A and List B.  Individuals therefore need to provide, and the RAD need
to check and keep copies of EITHER
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a. one of the single documents or two of the documents in the specified combination from 
List A (Documents which show an ongoing right to work).OR 

b. one of the single documents or two of the documents in the specified combination from 
List B (Documents which show a right to work for up to 12 months). 

List A 

List A: Single Documents 

1. A passport showing that the holder is a British citizen or a citizen of the United Kingdom (UK) 
and Colonies having the right of abode in the UK. 

2. A passport or national identity card showing the holder is a national of a European Economic 
Area (EEA)1 country or Switzerland. 

3. A passport or national identity card showing the holder is a national of EU2 or A2 countries 
(Bulgaria or Romania)2 or Croatia (from 1 July 2013) where the worker holds a valid accession 
worker authorisation card or is exempt. 

4. A residence permit, registration certificate or document certifying or indicating permanent 
residence issued by the Home Office or the Border and Immigration Agency, or the UK Border 
Agency to a national of EEA country, Switzerland or Croatia (from 1 July 2013)  (A blue or pink 
permit carrying a photograph and personal details). 

5. A permanent residence card or document issued by the Home Office or the Border and 
Immigration Agency or the UK Border Agency to the family member of a national of an EEA 
country,  Switzerland or Croatia (from 1 July 2013). 

6. A Biometric Residence Permit 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 UK or has no 
time limit on their stay in the UK. 

7. A 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 this stay in the UK. (A Guide to UK Government Immigration Stamps and 
Endorsements will be used as reference) 

8. A Blue Registration Certificate, indicating  

List A: Document Combinations 

An official document issued by a previous employer or government agency (HMRC, 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 and name of the person.  (e.g. a P45, P60, National Insurance card or a 
letter from a government agency may be acceptable) 

                                                            
1 Nationals from EEA counties refers to Austria, Belgium, Cyprus, Czeck Republic, Denmark, Estonia, 
Finland, France, Germany, Greece, Hungary, Iceland, Ireland,  Italy, Latvia, Liechtenstein, Lithuania, 
Luxembourg, Malta, Netherlands, Norway, Poland, Portugal, Slovakia, Spain, Sweden.   
 
2 Bulgaria and Romania are part of the EEA and these countries and workers are referred to as EU2 countries 
and EU2 workers.  They are also sometimes referred to as A2 nationals. 
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PRESENTED IN COMBINATION WITH ONE OF THE FOLLOWING DOCUMENTS (7 – 13 below) 

9. An Immigration Status Document (ISD) 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 UK or has no time limit on their stay in the UK.  (ISD’s were 
phased out in December 2003, but are still valid) 

10. A full birth certificate issued in the UK which includes the name(s) of at least one of the holder’s 
parent.  (Short birth certificates which do not have details of either of the holder’s parents are 
not acceptable.) 

11. A full adoption certificate issued in the UK which includes the name(s) or a least one of the 
holder’s adoptive parents. 

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

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

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

15. A letter issued by the Home Office or the Border and Immigration Agency or the UK Border 
Agency to the holder which indicates that the person named in it is allowed to stay indefinitely in 
the United Kingdom and that the holder is entitled to take up employment. 

List B 

List B: Single Documents 

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.  This refers to those 
nationals from outside the EEA who are subject to immigration control and who have been given 
current leave to work in the UK. The national passport or travel document will have a UK 
Government stamp or endorsement.   Those with limited leave to enter or remain, may have a 
restriction on the length or type of work a person can do according to their immigration status. 

2. A Biometric Residence Permit issued by the UK Border Agency to the holder which indicates 
that the person named in it can stay in the UK and is allowed to do the work in question. 

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

List B: Document Combinations 

1. Combination ONE : Along with the actual permission from the Border and Immigration 
Agency or the UK Border Agency for the person to take the employment in question the work 
permit holder or PBS (Points based System) applicant must have leave to remain in the UK.  This 
will be in the form of either: 

a. a passport or other travel document endorsed to show that the holder is allowed to 
stay in the United Kingdom and is allowed to do the work in question.   The passport 
should show a stamp stating that they are able to “work as authorised by the Secretary 
of State.” OR 
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b. a letter issued by the Home Office or the Border and Immigration Agency or the UK 
Border Agency to the holder or the employer or prospective employer confirming the 
same. 

2. Combination TWO: A Certificate of Application issued by the Home Office or the Border 
and Immigration Agency 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 OR an 
Application Registration Card issued by the Home Office or the Border and Immigration Agency 
stating that the holder is permitted to take employment.   THESE DOCUMENTS ARE ONLY 
VALID if they have been verified through the Employer Checking Service.   The HR Department 
or Faculty of Education would carry out such a check with the Border and Immigration Agency.  
Once positive verification had been granted, the Border and Immigration Agency would provide 
the applicant with a new document which would state entitlement to work in the UK. 

3. Combination THREE: A document issued by the previous employer or government agency 
(HMRC, 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 permanent National Insurance number and name of the 
person.  (e.g. a P45, P60, National Insurance card or a letter from a government agency may be 
acceptable) 

PRESENTED IN COMBINATION WITH ONE OF THE FOLLOWING TWO DOCUMENTS: 

a. An Immigration Status Document (ISD)3 issued by the Home Office or the Border and 
Immigration Agency or the UK Border 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. OR 

b. 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 UK and is allowed to do the type of work in question. 

 

Information Source:  

Home Office: Border Agency: Preventing Illegal Working in the UK May 2012 

Hom Officer: Border Agency: Guidance for employers on preventing Illegal Working in 
the UK: Croatian Nationals (July 2013) 

RAD Policy document reviewed July 2013 (Reviewed as and when necessary) 

 

                                                            
3 Immigration Status Documents (ISDs) are replaced by Biometric Residence Permits from 2012 onwards, ISDs 
will still be in circulation and may be valid. 
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