Chapter 4
Employment
and Benefits
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Working in the UK

Finding a job in the UK will not only increase your income
but will help you to settle into your new life in the UK.
There are many different kinds of jobs. Major industries

in the UK include agriculture, production and services.

Some will require qualifications or skills including
speaking English. It may take time to build your skills
and gain experience until you find a suitable job.

Many jobs require you to work ‘normal working hours;
often Yam to 5pm Monday to Friday. Your normal
working hours will be fixed by your employment
contract. For some jobs you may be expected to work in
the evenings, weekends or at night.

Part-time jobs are also available. Some people may
choose to work part-time in order to look after children,
support themselves while studying or alongside another
full-time or part-time job to increase their earnings.

Most people between 18 and 65 years old are
expected to find work unless they are studying, caring
for children or other family members or unable to work
due to health issues. From the age of 16, it is possible to
start to work for a few hours alongside studies, or take
on an apprenticeship.

16 - 65 years old
Working age

9:00am to 5:00pm
Normal working
hours

=y
%

You have the right to work from your first day
in the UK. However, you will not automatically

be given a job when you arrive.
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Getting 3 job

In order to work in the UK, you will need your National
Insurance number (NINO or NI number), which will
be printed on your BRP. This is a unique number for
each person. It records the tax and National Insurance
contributions you make, which pay for your healthcare

and other public services. You cannot work or receive
benefits without your NI number.

To get help to find a job, you should:

Visit your local Jobcentre Plus — the Jobcentre can
help you find jobs or direct you to training to help
you get a job

Access Universal Jobmatch, a free online service that
enables you to search and apply for jobs

Look in local and national newspapers or
recruitment websites where jobs are advertised

Register with a recruitment agency who can find jobs
for you

Ask friends and relatives if they know of any
available jobs where they work

The organisation supporting you will help you look for
and apply for a job.
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Visit Jobcentre Plus

T+

Look in newspapers
or recruitment
websites
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Applying for a job

Once you have identified a job you want fo do, you
must submit an application. You must carefully read
what the employer requires you to submit as part of an
application. Usually this is either an application form,
or a CV (curriculum vitae) and a covering letter.

A CV is a formal list of your qualifications and
experience. A cover letter is a short description that
states why you are applying for the job and why you
think you meet the requirements in the job description
advertised. Your Jobcentre Plus work coach can
arrange help for you to prepare these if required.

Once the application is submitted, you may be invited
to an interview. The format of interviews can vary. For
example, you may be asked a series of questions in a
face-to-face meeting or you may be given a trial shift
where you do the job for a day or part of a day. You
should pay close attention to the instructions for any
interview you are offered.

Employers may also ask to see your documentation. If
will help if you can bring your original documents such
as your BRP which is evidence of your right to work in
the UK, college diplomas and any other proof of your
qualifications and experience to show to employers.
Employers may also ask for references from people who
can verify your suitability for employment (such as a
former manager, teacher or colleague).
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Skills and language

Many newcomers to the UK face challenges in finding
employment. There are other people in the UK also
looking for jobs, and you will face competition for jobs

you apply for.

Any skills and experience you have will help you

to apply for jobs. Restrictions will apply to certain
professions such as medicine, law and engineering.
You may have to take exams to obtain the required
licence to practise. If you are already trained or have
qualifications in a profession, you may be able to
practise in the UK as long as your qualifications are
recognised in the UK.

Diplomas from your country are not automatically
recognised in the UK so you should contact a potential
employer or seek advice from your Jobcentre Plus work
coach to ask if your qualifications will be accepted.

English is the usual working language in the UK. Most
iobs will need employees to speak a minimum level
of English. Learning and improving your English will
increase job opportunities for you and will also help
you to settle into your new life in the UK.

While nearly everyone in Wales speaks English,

the Welsh language also has official status in Wales.
The number of Welsh speakers can vary from region

to region. Some jobs in Wales may require you to speak
a minimum level of Welsh.

Your Jobcentre Plus work
coach can help arrange
specific skills training to help

you find a job.
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for specific skills |

Learn and improve
your English
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Benefits - supporting
you to find work

When you arrive in the UK you will be given cash to
last until you receive your first benefit payment from

the Department for Work and Pensions (DWP) or the
Northern Ireland Social Security Agency. This may take
a few weeks so you will need to budget well.

The organisation supporting you will help you register
and make an appointment with Jobcentre Plus, where
you can apply for benefits. Benefits are monetary
payments from the UK government to help you and
your family live in the UK. The Jobcentre will explain
the different benefits you are eligible to apply for under
the UK's social security system and help you apply.

Benefit payments can be used to pay for your living
expenses such as food, clothing, transport, household
bills (see Chapter 5 — Housing and Services) and
anything you want to buy. The amount you receive
will depend on your circumstances.

To receive some benefits you need to show

that you are actively looking for work. If you
are between the ages of 18 and 65 and healthy
you will not receive certain benefit payments
unless you are looking for work or caring for
young children.

If you are in poor health there are other benefits you
may be able to apply for. Any claim you make will be
assessed by a healthcare professional so that DWP or
the Northern Ireland Social Security Agency can work
out how much help you need.

You will also be eligible to apply for housing benefit
(see Chapter 5 — Housing and Services).

Age 18 - 65

Actively looking
for work

Approved

7

Receive support

7

Receive benefits
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Paying tax

Everyone working in the UK has a responsibility fo

pay the right amount of income tax. Income tax is a set

percentage of your yearly income. If you are employed
by someone else, it is often deducted directly from your
monthly salary through a system called Pay As You Earn
(PAYE).

If you are not employed by a company or another
person but earn an income, you have a responsibility
to declare that income and pay the right amount of tax.

The amount of tax you pay depends on how much
you earn.

Voluntary work

Voluntary work is working for any organisation without
being paid a wage. This could be a charity, voluntary
organisation or associated fund-raising body or
statutory body.

Voluntary work can be very useful for a
person who is looking to develop skills and
experience in order to increase their chance

of getting a job. It is particularly useful for
someone who has not worked in the UK and is
looking to build up their confidence and skills
at the same time.
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Your rights and
protection at work

When you go to work, you have the right to be treated
fairly and work in a safe environment. You also have the
right to be able to work without fear or harassment from
your employer, colleagues or customers.

Workers over the age of 18 are usually entitled to
three types of break - rest breaks at work, daily rest
and weekly rest.

If you work more than six hours in a day, you have the
right to one uninterrupted 20 minute rest break during
your working day. The break doesn't have to be paid

— it depends on your employment contract.

You also have the right to 11 hours rest between
working days (e.g. if you finish work at 8pm, you
shouldn't start work again until 7am the next day) and
the right to either:

* An uninterrupted 24 hours without any work
each week

e An uninterrupted 48 hours without any work
each fortnight

Almost all workers are legally enfitled to 5.6 weeks
paid holiday per year (known as statutory leave
entitlement or annual leave). An employer can include
bank holidays (also known as public holidays) as part
of statutory annual leave.
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Every employer in the country must pay their employees Muintmum
a minimum amount per hour. How much this is depends wage:
on how old you are.

The rates in place until 31 March 2019 are 25 and over

shown below. After this date, some rates may
change. Please check www.gov.uk/national-
minimum-wage-rates for the most up-to-date

information.
A R T
25 and over £7.83
21 to 24 £7:38
18 to 20 £5:90
Under 18 £4.20
Appre.ntice 370

The terms and conditions of your work will be outlined in
your contract. Make sure you read this carefully, with an
interpreter if necessary, before you sign.

You can get further advice about your rights
and employers’ responsibilities by contacting
ACAS on 0300 123 1100 or the Labour Relations
Agency if you are living in Northern Ireland on
028 9032 1442.

Apprentice

£3.70
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Equality and
discrimination in the
workplace

Organisations and businesses in the UK have a legal
duty to treat everyone fairly in the workplace and in the
way they recruit people for jobs. Men and women have
the right to work and men and women have equal rights
and duties in employment.

You have the right to be safe at work and be free from
threat or violence. You should also keep your passport or
ID — your employer does not have the right to keep them.

It is illegal to discriminate against anyone in the
workplace or in applying for a job on the basis of
gender, race, religion, being married or in a civil
partnership, disability, age, sexual orientation or if they
are pregnant.

Employers must therefore respect the needs of an
employee as long as it does not interfere with the

work they are employed to do. For example, Muslim
women will be allowed to wear a hijab and employers
must make reasonable adjustments to accommodate
disabled people.
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If you think you have been unfairly discriminated
against you can:

e Complain directly to the person or organisation

* Use someone else to help you sort it out (called
mediation or alternative dispute resolution)

e Make a claim in a court or tribunal

You can get further advice and support from the Equality
Advisory Service: www.equalityadvisoryservice.
com

If you are being forced to work or your employer isn't
willing to respect your rights, you can also get advice
from the Modern Slavery Helpline by calling

0800 0121 700.




pSi€aid (Jale p uall () gaa et 2 () gaind 23S 1))

Aozl padills pilie (5 S aais

SIS o yay) Alsall 52 Ja 6 aSine Lusdd HAT Gaddy Llatul)
(81330 o) Jadl of ddalis 5l

(hmd ulaa ol daSaa plaf Al ai ;o

4ot Ji (e e dll 5 miliail) (e 3 el e J geandl aSiSa,

:(Equality Advisory Service) 8! sbusall &l L

www.equalityadvisoryservice.com

Al AaY Jasll Calia slasiul ade 5 Jaall e oS jla) Alls =Y
saebuall o (e zilaill e J peandl Wl 2SS0 ¢S gia

A = (Modern Slavery Helpling) &aall 23 sually (yalall
.0800 0121 700




Summary
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