
 
 

 

 
 
 
 
 
24 May 2011 
 
 
 
Freedom of Information Request - RFI20110583 
 
Thank you for your request under the Freedom of Information Act 2000 (the Act) received on 18 
May 2011, seeking the following information: 
  

Please note that I am only interested in information which relates to the period 18 May 2010 to 
the present day. 
 
Please note that  I am not seeking the names of any employees.  
 
1,…During the aforementioned period has the organisation discovered or been alerted to the fact 
that one or more of its employees does not have the legal  right to work in the UK. 
 
2….If the answer to the above question is yes could you please state how many employees were 
discovered to be working for the organisation even though they did not have the legal right to work 
within the UK.  
 
3.…In the case of each employee could you please state their country of origin?     Could you 
please state their job title with the organisation?  Could you please state for how long they had 
been working for the organisation?  
 
4….Could  you please state what happened to the employee (s) once it was discovered they had 
no legal right to remain in the country. 
 
5…During the aforementioned period has the organisation discovered that agency or contract 
staff supplied to the organisation by another firm have been found to be working on its premises 
even though they have no legal right to be in the country. 
 



 

6…If the answer to the above question is yes could you please state how many contract or agency 
staff were discovered to be working on the organisation’s premises even though they had no legal 
right to be in the country?  
 
7…In the case of each of the relevant contract or agency staff could you please state their country 
of origin?   Could you please state their job title? Could you please state for how long they had 
been working for the organisation?   

 
We only hold data relating to individuals employed directly by the BBC and are not aware of any 
such cases as outlined above.   
 
Under the terms of Section 8 (Prevention of Illegal Working) of the Asylum and Immigration Act 
1996, we are required to check the eligibility of all external candidates to take employment.  New 
legislation came into force on 29th February 2008 regarding changes to the Asylum and 
Immigration Act whereby employers are required to undertake further checks to ensure 
employees have the necessary documentation.  Since 29th February 2008, all BBC employees and 
casual workers have been required to provide evidence of their right to work in the UK either 
before they join or on their first day at work.  Individuals may not start their job or be paid until 
this check has been satisfactorily carried out. 
 
Therefore, we can state that all staff (those employed on permanent and fixed-term contracts) and 
casuals working for the BBC in Britain have the right to work in the country. 
 
Please find attached the following documents which you may find helpful: 
 

• Disclosure Document 1 - How to do a Right to Work check guide for hiring managers 
• Disclosure Document 2 – Right to Work Header Sheet sent to BBC HR Direct upon 

completion by hiring managers 
 
With regards to companies that contract their services to the BBC, they are also required to 
follow such procedures as laid out in clause 11.5 of the BBC’s standard Terms of Trade for the 
purchase or hire of goods, facilities and services (PC3) which can be found at the following: 
 
http://www.bbc.co.uk/supplying/pc3.pdf 
 
Similarly with agency staff, all agencies are required to carry out 'Right to Work' checks on all 
candidates they work with and therefore could be put forward for roles at the BBC.  Please find 
attached a copy of the BBC Supplier Audit Pack (Disclosure Document 3) which details the pre-
employment checks necessary for temporary workers/contractors supplied to the BBC.  Please 
refer to Section 3 – Proof of Right to Work. 
 
I hope this response satisfies your request. 
 
 
 
 



 

Appeal Rights 
 
 
If you are not satisfied with this response, you have the right to an internal review by a BBC senior 
manager.  Please contact us at the following address: BBC Freedom of Information, Room 2252, 
White City, 201 Wood Lane, London W12 7TS, explaining what you would like us to review and 
including your reference number. 
 
If you are not satisfied with the internal review, you can appeal to the Information Commissioner, 
whose contact details are: 
 
Information Commissioner's Office, 
Wycliffe House,  
Water Lane,  
Wilmslow, 
Cheshire 
SK9 5AF 
 
Telephone: 01625 545 700 
Website: http://www.ico.gov.uk/ 
 
 
Yours sincerely 
 
 
Rachel Currie 
BBC People 
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BBC People 

Updated 05/06/09 

How to do a Right to Work check 

Right to Work is one of the most important checks for a new joiner. In order to gain legal protection for the BBC, 
the check must be finished on or before the day they join. This is a vital step, as the BBC could be fined more than 
£10,000 if it is not done.  
 
Managers have three steps to take for Right to Work.  These can be done on or before the first day of work. 
 

1) Check original passport and/or other original documentation for the new joiner.   
2) Make a copy or scan of the passport and/or other documentation, and send it to HR Direct using this cover 

sheet: http://explore.gateway.bbc.co.uk/peoplepolicies/default.aspx?page=2354.  
 
For passports, you must copy: 

- Front cover (due to UK Border Agency regulations) and pages showing personal details. 
- Any page containing a UK government stamp/Home Office stamp, visa or other endorsement. 

      Check the following: 
- Name in passport matches the employee. 
- Photograph is a good likeness of employee. 
- Date of birth matches with the age and appearance of employee 
- Document has not been tampered with (eg pages do not align, signs of re-stitching, gold block on 

the front of the passport aligned, signs the photograph has been replaced).  
 
      Check the copy is legible 
                        If the passport is faded or damaged provide details of the damage on the cover sheet 
                        The copy must be legible so that HR Direct can enter the details on the employees records. 
 
       For birth certificates, you must provide a copy of: 

- Full birth certificate together with a P45/P60 or other tax form which details their permanent NI 
number. 

 
3) Send a legible copy of the relevant document to HR Direct in Belfast together with the fully completed, 

signed and dated cover sheet. You can: 
- Scan and email it to hr@bbchrdirect.co.uk Include the words: “Returned- RTW” in the email title 

Fax it to 02890 444151 
- Post it to BBC HR Direct, 5th Floor, The Metro Building, 6-9 Donegall Square South, Belfast BT1 5JA 

 
Please see below for an example of a legible, scanned copy of a passport which includes passport front and visa. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://explore.gateway.bbc.co.uk/peoplepolicies/default.aspx?page=2354
mailto:hr@bbchrdirect.co.uk
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Passport Front Cover 

 
 

 
 
 Page on passport with personal details   Page on passport with visa details 
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Right to Work Check: Header Sheet 

Name of Employee  
 
 
Staff Number (If Known)  
 
 
Check carried out by:  
 
 
Contact Number:  
 
 
Job Title:   
 
 
The best way to get your Right to Work documents to HR Direct is to scan and email them to the following address: 
 
 
 
 
Alternatively they can be faxed to the number below (please add the number of pages including this page): 
 
 
 
  
 
YOU MUST COPY:  The front cover; 

The photo page and any pages containing personal details and nationality; and 
Any visa/work permit page (if applicable); OR 
The full birth certificate and P45/60  

      
Validation Checklist Tick 
Passport / Work Permit / Visa: (Validation of either)  
I have seen the Original Passport / National Identity Card and any accompanying original 
document authorised by the Border and Immigration agency (Visa / Work Permit) and 
attach a copy 

 

The date of birth/age on the above document matches the appearance of the employee 
and any details already provided  

 

The photograph in the passport is a good likeness of the employee  
If the passport has been damaged or is faded and can not be clearly scanned/copied give 
details here 

 

IF LIMITED RIGHT TO REMAIN: The expiry date of leave to enter/remain in the UK has 
not passed 

 

OR Birth Certificate: (Validation)  
I confirm that I have seen a FULL British birth certificate together with a P45/P60 and 
attach copies of these. 

 

  
 
SIGNED:  
DATE: 

 

 

 

 

hr@bbchrdirect.co.uk  
Include the words: “Returned- RTW” in the title of the email 

      02890 444151   _____ (Pages) 

 

 

 

 

 




