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ST CATHERINE’S COLLEGE

RIGHT TO WORK CHECKS: NON-ACADEMIC STAFF



INTRODUCTION
These Right to Work (RTW) procedures relate only to permanent and casual non-academic appointments under the overall supervision of the Home Bursar. For the purpose of these procedures this will also include student volunteers for Development Office activities and ad hoc appointments related to the annual Carol Service. 
Academic appointments – permanent or otherwise and student helper/volunteer appointments ancillary to Academic Office activities – fall under the supervision of the Academic Registrar.
1	Permanent and Fixed Term Contractual Appointments
Interviewees for permanent/fixed term positions will be asked, by the Personnel Advisor, in their interview invitation letter/email, to bring in with them to interview documentation sufficient to prove their right to work in the UK. They will be referred to the RTW checklist lodged on the College website at https://www.stcatz.ox.ac.uk/policies-procedures/hr-policies. They will be told that failure to bring with them the necessary documentation will mean that the College will be unable to proceed with an interview.
Interviewees will have documentation checked and copied prior to interview by the Personnel Advisor. Verification of documents shall be as laid down in the RTW checking and copying procedure lodged on the College website at https://www.stcatz.ox.ac.uk/policies-procedures/hr-policies. Care should be taken to ensure that the date and other details on passports, visas and all other documents copied under the RTW procedures are clearly legible in the copy.
Where, in the opinion of the Personnel Advisor and the person chairing the interview, the documentation meets the RTW criteria or where remediable minor deficiencies are present in documentation, interviews shall proceed. Where, in the view of the Personnel Advisor and person chairing the interview, irremediable deficiencies are present, the interview shall not proceed.
On an offer of appointment being made, an electronic and paper file will be set up for the appointee in which the RTW documentation (signed and dated qualifying documents and the RTW guidance/checklist) will be lodged. An acceptance of an offer shall be accompanied by a new starter form.
All permanent/fixed term non-academic contracts are signed by the Home Bursar. When these are given to the Home Bursar for signature they shall be accompanied by the RTW documentation (correctly signed and dated qualifying documents together with the RTW guidance/checklist). 
Permanent /fixed term employment will be recorded on the non-academic staff establishment list kept by the Personnel Advisor. That list shall record the start date (and leaving date) of each and every non-academic appointment.
2	Casual Appointments (Including volunteer appointments covered by these procedures)
Casual non-academic appointments may only be initiated by the following members of staff who, for the purpose of these procedures will be designated as “the relevant manager”:-
Hall Supervisor in respect of Hall and servery staff
Chef in respect of kitchen staff
Operations Manager in respect of teaching rooms staff
Assistant Bursar (Housekeeping/Lodge) in respect of housekeeping and lodge staff
Bar Manager in respect of bar staff
Assistant Librarian in respect of library invigilation staff
SCR Butler in respect of SCR staff
Director of Development (or as delegated to a member of the Development Office team) in respect of volunteer staff.
Home Bursar in respect of the Carol Service.
All other non-academic departments (IT, Gardens, Maintenance, Accounts, Master’s Office) will direct appointees to the Personnel Advisor for completion of RTW procedures.
2.1 	Advertising
Where a general email invitation to apply for casual work in College is issued, or an advertisement is placed in any media, it shall refer interested parties to the need to bring in with them to any interview they may be invited to documentation sufficient to prove their right to work in the UK. They will be referred to the RTW checklist lodged on the College website at https://www.stcatz.ox.ac.uk/policies-procedures/hr-policies. They will be told that failure to bring with them the necessary documentation will mean that the College will be unable to proceed with an interview.
These details shall also be included in all further particulars for posts
2.2	Interviews
Where an interview takes place, interviewees for permanent positions will be asked, by the relevant manager, in an interview invitation letter/email (template to be provided by the Personnel Advisor), to bring in with them to interview documentation sufficient to prove their right to work in the UK. They will be referred to the RTW checklist lodged on the College website at https://www.stcatz.ox.ac.uk/policies-procedures/hr-policies. They will be told that failure to bring with them the necessary documentation will mean that the College will be unable to proceed with an interview.
Interviewees will have documentation checked and copied prior to interview by the relevant manager. Verification of documents shall be as laid down in the RTW checking and copying procedure lodged on the College website at https://www.stcatz.ox.ac.uk/policies-procedures/hr-policies. Care should be taken to ensure that the date and other details on passports, visas and all other documents copied under the RTW procedures are clearly legible in the copy.
Where, in the opinion of the relevant manager, the documentation meets the RTW criteria or where remediable minor deficiencies are present in documentation, interviews shall proceed. Where, in the view of the relevant manager (after consulting with the Personnel Advisor), irremediable deficiencies are present, the interview shall not proceed.
On an offer of appointment being made, an electronic and paper file will be set up for the appointee in which the RTW documentation (signed and dated qualifying documents and the RTW guidance/checklist) will be lodged. An acceptance of an offer shall be accompanied by a new starter form.
2.3	On the Day Appointments
Whilst it is accepted that operational needs will mean that casual appointments might take place immediately following an informal interview, relevant managers are asked to give thought to future planning which will allow for an interview to take place separated in time from the first working day and for regular advertising rounds (email and/or media) which are designed to sustain a pool of casual to be drawn from. By proceeding in this manner, relevant managers will be able to avail themselves of the assistance of the Personnel Advisor in making decision on RTW checks
Where “on the day appointments” are anticipated, the relevant manager will specifically set aside a period of time prior to the beginning of the relevant work shift the time necessary to check documentation.
The prospective employee will be asked, by the relevant manager, to bring in with them to the workplace documentation sufficient to prove their right to work in the UK. They will be referred to the RTW checklist lodged on the College website at https://www.stcatz.ox.ac.uk/policies-procedures/hr-policies. They will be told that failure to bring with them the necessary documentation, or any perceived deficiencies with the documentation, will mean that under no circumstances will the employment be allowed to start.
The prospective employee will have documentation checked and copied prior to commencement of any work by the relevant manager. Verification of documents shall be as laid down in the RTW checking and copying procedure on the College website at https://www.stcatz.ox.ac.uk/policies-procedures/hr-policies. Care should be taken to ensure that the date and other details on passports, visas and all other documents copied under the RTW procedures are clearly legible in the copy.
Only where, in the opinion of the relevant manager, the documentation meets the all the RTW criteria shall employment commence. If there is any doubt at all the employment will not be allowed to commence.
The RTW guidance/checklist used in the case of “On the day appointments” shall have appended to it a new starter form.
2.4	Telethon Appointments
Prospective Telethon employees will be asked by the Director of Development (or as delegated to a member of the Development Office team) to bring with them to interview the workplace documentation sufficient to prove their right to work in the UK. They will be referred to the RTW checklist lodged on the College website at https://www.stcatz.ox.ac.uk/policies-procedures/hr-policies. 
Interviewees who cannot physically present their RTW documentation at interview will be asked to email a scanned copy of their documentation. Physical presentation of their documents will be required on or before commencement of employment.
They will be told that failure to bring with them the necessary documentation, or any perceived deficiencies with the documentation, will mean that under no circumstances will the employment be allowed to start.
The prospective employee will have documentation checked and copied prior to commencement of any work by the Director of Development (or as delegated to a member of the Development Office team). Verification of documents shall be as laid down in the RTW checking and copying procedure lodged on the College website at https://www.stcatz.ox.ac.uk/policies-procedures/hr-policies. Care should be taken to ensure that the date and other details on passports, visas and all other documents copied under the RTW procedures are clearly legible in the copy.
Only where, in the opinion of the Director of Development (or as delegated to a member of the Development Office team), the documentation meets the all the RTW criteria shall employment commence. If there is any doubt at all the employment will not be allowed to commence.
2.5	Casual Records 
The relevant manager shall give the Personnel Advisor – within 24 hours of the completion – 
(1) completed RTW guidance/checklist, which shall also have on the final page of the document the new starter’s details for entry into the payroll system.
(2) The letter of appointment with a relevant start date for the employment
The Personnel Advisor shall counter-sign and date the foot of the RTW guidance/checklist on receipt. The Personnel Advisor shall check that the documentation provided is complete and compliant. Rectification shall be sought immediately any problem is noted. If rectification poses problems the matter is to be brought to the immediate attention of the Home Bursar.
The RTW documentation shall be lodged, together with the letter of appointment, in an electronic and paper file for each casual appointee. The electronic file will be titled by the name of the appointee followed by the tag (dd.mm.yy) describing the start date. The directory for these electronic files will constitute the definitive register of casual staff appointments. There will be a new file for each new casual appointment held by any individual and there will be new checks for each and every new appointment.
3	Verification of Documentation
The Personnel Advisor or relevant manager should sign, date and clearly print their name of documents verified by them (Please see Step 3 of the RTW guidance/ checklist.
4	Limited Proof of Right to Work
Where the RTW check procedure indicates that a right to work is time limited the repeat check date shall be noted in on the RTW guidance/checklist. That date shall be entered in a diary specifically kept for the purpose of recording repeat check dates by the Personnel Advisor.
5	Training of Staff
All relevant managers will be trained on the procedures. There shall be a termly meeting involving the Home Bursar, Personnel Advisor and relevant managers to refresh understanding of procedures. This set of procedures will be given to all relevant managers and will also be available electronically to them.
All “relevant managers” will be required to attend the University’s RTW training for colleges.
6	Staff Responsibilities
[bookmark: _GoBack]Failure to carry out duties outlined in these procedures compromise the ability of the College and the wider University to carry out their core mission – the education of students and the conduct of research by attracting the very best talent from across the world. Given the importance of compliance and the risks of non-compliance where staff fail to adhere to these procedures this will be considered to be a very serious disciplinary event.
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