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Connecting People, Skills and Jobs in Scotland

A Guide for EEA Jobseekers 
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Countries of the European Economic Area

 Austria



Latvia
 Belgium
 Bulgaria      

                      Liechtenstein

 Cyprus



Lithuania

 Czech Republic 


Luxembourg

 Denmark



Malta

 Estonia



Norway

 Finland



Poland

 France


            Portugal

                                                       Romania

 Germany



Slovakia

 Greece



Slovenia

 Hungary   



Spain

 Iceland



Sweden

 Ireland


          *Switzerland


 Italy




The Netherlands






United Kingdom 

* Although Switzerland is not part of the EEA it has entered into agreements with EEA member states to allow free movement for Swiss nationals.


Introducing Scotland

Scotland is part of the United Kingdom but has its own banking, legal and education systems. The Scottish Parliament has responsibility for certain policy areas such as healthcare, transport and education. English is the first language of the majority of the population. Gaelic is spoken mainly in the Highlands and Islands. The ability to speak English is essential for almost all jobs.

Scotland is a country of natural beauty with a clean environment. Its scenic landscape of mountains, lakes and forests and windswept moors contrast with bustling and historic cities and towns, which bridge the gap between tradition and modern technology. With a population of some five million people, Scotland is actively seeking a flow of “Fresh Talent” to live, work and study alongside native-born Scots and secure its place as an essential part of the global economy.

Edinburgh is the capital and is the second largest city in Scotland after Glasgow. Despite the economic downturn job opportunities are still available in the healthcare, food processing, energy and bio-technics industries. Scotland also offers a variety of career possibilities for pharmacists, vets and chemical engineers. For more information on Scotland and its economy contact:

www.scotland.gov.uk
www.talentscotland.co.uk
Culture

You should remember that the way of life, customs, educational methods and standards in other countries can be very different from those at home and you will feel at a disadvantage if you do not speak the language of the country you are in. The laws and norms governing personal and business relations, driving, internal travel buying and selling and other aspects of daily life can be quite alien to what you are used to. You should be prepared to research thoroughly the current situation in Scotland/United Kingdom and contact some of the organisations listed throughout this booklet to assist you in adapting to a new way of life.

The Scottish Executive Relocation Advisory Service can offer you help and information on moving to Scotland. You can contact them at 

www.scotlandistheplace.com or by telephoning +44 141 248 2808

The Euro guidance centre can also offer you assistance.

www.euroguidance.net/index.htm
Currency

The unit of currency is pounds sterling (British Pound).

Time

Local time in the United Kingdom is GMT/BST. This is 1 hour behind most EEA countries.

International Dialling Codes

UK to elsewhere
00 followed by the country code, area code and number

Elsewhere to UK

00 44 followed by the area code (minus the first “0”) and number.

In Case of Emergency

Dial 999 and you will be asked if you need Police, Ambulance or the Fire Service or dial 112 European Emergency number – it works from mobile or landlines. You can also contact a local police station in case of an emergency. 

Finding Somewhere to Live

Accommodation in certain areas of Scotland can be very expensive and difficult to find. It is advisable to arrange temporary accommodation before you arrive in Scotland. 

At the very least you should bring the names, addresses and telephone numbers of approved hostels and estate agents. For rented accommodation, one to two months rent or similar amount is often required as a deposit. A list of addresses and telephone numbers for accommodation can be found in the Yellow Pages Directory or at www.yell.com. Local newspapers are also a useful source for rented accommodation as is the Scottish Solicitors Property Centre www.sspc.co.uk and Gumtree www.gumtree.com
For information on short-term accommodation visit the Scottish Tourist Board website: www.visitscotland.com or try The Scottish Youth Hostel Association at www.syha.org.uk 

How much money do I need?

In addition to your travel costs you will need enough money to cover food, accommodation and daily travel expenses until you receive your first payment from your employer. Even if you get a job immediately you can expect to wait up to a month before your first payment.

Transport

Scotland has a comprehensive transport network. As well as an extensive rail and road network, Scotland has international airports in Glasgow, Prestwick and Edinburgh. Most places can be reached by road and rail. Details can be found at: www.citylink.co.uk for information on bus travel in Scotland.

               www.scotrail.co.uk for information on rail travel in Scotland.

               www.firstgroup.com for bus and rail travel in Scotland. 

The Health System

A reciprocal agreement between member states enables you to get urgent medical treatment free in Scotland/UK. In order to claim this treatment you will needs to have a European Health Insurance card (EHIC) from your country of origin. For more details please go to the Department of Health website at www.dh.gov.uk
 Free medical services are available to EU/EEA nationals in employment or seeking employment in the UK.

You should apply to your local health centre to be registered with a National Health Service (NHS) doctor.  

In the UK there are charges for prescribed medicines, dental services and spectacles.  However, if you are on a low income or already receiving other state benefits you may be able to get help with the cost of these items.   

Education

Scotland has a good standard of education with the highest proportion of young people in the UK leaving secondary education and going on to university. All children receive compulsory education between the ages of 5 and 16 but the system also meets the needs of those who choose to stay on until the age of 18.

Scotland is home to world-class universities and an extensive network of Further Education Colleges, which provide vocational and academic training.

For information on schools, courses, universities and English classes check the following web addresses –

www.learndirectscotland.com
www.ucas.com/studyuk/index.html
www.englishinbritain.co.uk
 Childcare

Every child aged four and over in the UK has the right to a free place in a state run nursery school. Nursery provision for three-year-olds in the state sector is at the discretion of the Local Education Authority although this is likely to become national policy in the future. You usually have to pay for places in voluntary or private pre-school establishments for children under three years old.


To find out the contact details for childcare in your area visit:

www.childcarelink.gov.uk
Work Permits

Jobseekers from outside the EEA are required to have a work permit before they can take up employment in Scotland. It is normally the employer’s responsibility to apply for a work permit on behalf of the potential employee. 

Nationals from the EEA including Swiss nationals do not need a work permit; they can work in Scotland/UK without any restrictions.

Members from the 8 accession countries (A 8) Czech Republic, Estonia, Hungary,

Latvia, Lithuania, Poland, Slovakia and Slovenia are required by law to register with the Home Office within 1 month of starting work – under the Workers 

Registration Scheme – (WRS). Applicants can download an application form from www.ukba.homeoffice.gov.uk/workingintheuk/eea/wrs  or can call 08705210 224. 

Please note you will not be subject to the Workers registration Scheme if you are self-employed and not undertaking any paid employment. You will have to register (free) with HMRC after starting self- employment. Contact Inland Revenue by telephone 0845 915 4515 or visit their website at www.hmrc.gov.uk for further information.

Bulgaria and Romania
 European Economic Area (EEA) nationals Bulgarians and Romanians can move and reside freely in any Member State. They will not require leave to enter or remain to reside legally in the UK and no visas will be required to come to the UK. Bulgarian and Romanian nationals will go through the same controls as British citizens when entering and can enter on proving their nationality. Their passports are not stamped.

They will have a right of residence in any Member State for their first 3 months of residence on an unrestricted basis and remain legally resident in that state as long as they wish if exercising a treaty right as a student, a self- employed person, or if not economically active and self-sufficient. But they will not have a right to reside as a worker. 
Bulgarian and Romanian Nationals wanting to work in the UK will still need to obtain permission to work before starting any employment. 

They will not need permission to work on a self-employed basis.
Worker Authorisation Scheme
The UK requires that workers from Bulgaria and Romania, except where they are exempt from the requirement, obtain a work authorisation document before they commence employment in the United Kingdom. 

Those qualifying for such a document will generally be those skilled workers who meet the criteria for the issue of a work permit under the existing work permit arrangements.  However, work authorisation documents will also be issued to lower skilled workers coming to undertake seasonal agricultural work and employment in the food-processing sector. 

If you are a Bulgarian or Romanian national an employer will either need to obtain a work permit for you and if this is approved you can obtain a worker authorisation document, or, in certain circumstances, you will able to apply for the worker authorisation document for a specific job without a work permit.

For further details visit the website at 
www.ukba.homeoffice.gov.uk/workingintheuk/eea/bulgariaromania
Finding Work in Scotland

Jobseekers from the EEA should start looking for work before leaving their country of residence. Many vacancies can be found through the European Employment Services System (EURES) www.ec.europa.eu/eures
 As well as job vacancies there is a facility to register your CV on line where prospective employers can view your CV and contact you directly. You can also check out learning opportunities and living and working information for every country in the EEA. 

If you have already arrived in Scotland then there are various ways of finding work.  You can visit one of the many Jobcentre Plus offices throughout Scotland or check the website www.direct.gov.uk/jobseekers
 Alternatively, call Jobseeker Direct on 0845 606 0234. Employment agencies are an important source of jobs in Scotland/UK in most towns and cities.  Look in the Yellow Pages directory under the heading ‘Employment Agencies’. Many of the agencies are members of a professional body called the Recruitment and Employment Confederation (REC). REC members can be obtained by contacting www.rec.uk.com or by telephoning 0207 0092100.

The Press in Scotland

Another important way to look for work is to check Scottish newspapers;

The Scotsman – www.scotsman.com
The Herald – www.theherald.co.uk
Scottish Recruitment – www.scottishrecruitment.co.uk
Internet 

The Internet is another useful source of job information and there are many different websites for looking for jobs in Scotland. Examples of these websites are:

   www.s1jobs.com
   www.monster.com
www.scottishappointments.com. 

Applying for Jobs

The procedure for applying for jobs may differ, depending on the type of work and the employer. When applying through EURES you normally need a CV and a covering letter. Please remember to quote the vacancy reference 

number, job title and state your availability for the post. Help with CV`s can be found on the following websites:

www.europass.cedefop.eu.int
www.prospects.ac.uk
Application Forms

When applying for a job, many employers require a completed company application form. The use of such forms is wide spread, particularly with large organisations, but they tend to follow a similar format. Standard questions may cover education and training, work experience, hobbies and personal interests. Companies in the UK like to get an idea of what you do outside work as this might provide an insight into the qualities you could bring to the job. Questions requiring longer answers may ask about your motivation for the job, your interest in the sector and why you wish to work for that particular company. Photographs are not normally required.

The Interview

The job interview will focus on the reasons why you are applying for the vacancy. You should therefore expect to be asked why you have chosen this particular company. Another question candidates are often asked is to list some of their positive and negative characteristics. Most interviews are conducted by two or three interviewers. At the end of the interview you will be given the opportunity to ask your own questions.

Contacts for Translating Qualifications

The Europe Open for Professions` link on www.dfes.gov.uk/europeopen is a useful source of information where you can obtain details on the recognition of your qualifications. 

NARIC - is a network of National Academic Recognition Information Centres in the European Economic Area and beyond. For more details visit:

www.enic-naric.net/
The British NARIC is:

UK NARIC

Oriel House

Oriel Road

Cheltenham

GL50 1XP

Tel: 0870 990 4088

Website: www.naric.org.uk/   Email: info@naric.org.uk
Also for Vocational Qualifications – 

www.uknrp.org.uk/
Europass – is also a way of helping people to make their skills and qualifications clearly and easily understood in Europe. It is available in all EEA languages. For more information visit: www.europass.cedefop.eu.int/
National Insurance

When you start work in Scotland/UK you will need a National Insurance number, which is personal to you, and one else should use. To apply for your National Insurance number you should telephone 0845 6000 643. You will be invited to an interview at a local Jobcentre Plus office where you will be asked to provide evidence of your identity, address and job. If you have difficulty with the English language, translators can be made available to you. More information on this can be found on the Direct Government website www.direct.gov.uk
National Insurance contributes towards supplementing out of work benefits e.g. Sickness Benefit, Retirement Pension, and Jobseekers Allowance etc. National Insurance contributions will be taken from your gross salary before you receive it if you are working for an employer. This is usually about 11% of your salary. Self- employed people pay a fixed weekly rate of National Insurance. 

Taxation 

Tax is also deducted from your salary before you receive it and it is charged at rates of 20%or 40%. 

Personal allowance     £6,475                                   (2010/11 rates)  

Basic rate (20%)      £1-£37,400       
Higher rate    (40%)     over £37,401-£150,000 

Additional rate (50%)  over £150,000                                 

You will start to pay National Insurance contributions and Tax as soon as you start work. When you arrive in the UK you should complete form P86 to inform the tax department that you have started work here. If you leave your job for any 

reason you will be issued with a P45 that gives details of all tax you have paid in the tax year. A tax year runs from April – April and if you are still in employment after 5th April you will receive P60 with details of all tax you have paid in the tax year. When you are leaving the UK you should complete P85(s) in order to claim any potential tax rebate. More information can be found at www.hmrc.gov.uk/migrantworkers/index.htm
Self-Employment

If you are self-employed you will be expected to pay National Insurance and Income Tax on your income. To do this you will need to register with HM Revenue and Customs. You can register by calling the helpline for the newly self-employed on 0845 9154515. People who trade as sole traders and those who are working as a partnership are treated as self-employed for tax purposes.


If you work in the construction industry you also need to obtain a Construction Industry Scheme (CIS) Registration Card. This entitles you to be paid with a deduction from your National Insurance and Income Tax.  For further details contact www.hmrc.gov.uk/cis 
In Scotland we are proud of our entrepreneurial culture and support is available for new and growing businesses. The main business support agency is Scottish Enterprise www.scottish-enterprise.com. You can find out more about their services at http://www.bgateway.com
Opening a Bank Account

Salaries are normally paid into a bank or building society so you will need to open a bank account in the UK. You need proof of identity when opening a bank account. Detailed information can be found on www.bba.org.uk. 

You can now open a bank account on line with HSBC bank if you are coming to the UK within the next three months or you have been in the UK for less than four months. There is a charge of £8.00 per month. Full details can be found at: www.hsbc.co.uk/1/2/personal/current-accounts/passport. 

Income -related Benefits

You may be entitled to certain benefits if you are working. If you are on a low income you may be entitled to help with your rent, and council tax. To see if you are eligible for this help you should visit www.direct.gov.uk. Working tax credit is a benefit to supplement low wages. For more information see www.hmrc.gov.uk/taxcredits. Child benefit is payable at a fixed rate if you have children and is not related to your earnings. To check if you are eligible for this visit www.hmrc.gov.uk/childbenefit. 

Employment Legislation

The UK has a flexible and de-regulated labour market. The number of part-time and fixed-term contracts has increased in recent years. 

Contracts

Working conditions are agreed between the employer and employee. Contracts can be written or verbal. However, most employees are entitled by law to a written statement setting out the main particulars of their employment within two months of starting a job. Both the employer and employee are normally entitled to a minimum period of notice of termination of employment. After one month’s employment, an employee must give at least one week’s notice; this minimum is unaffected by longer service. An employer must also give an employee notice, which ranges from one week to a maximum of 12 weeks depending on the length of service. 


Everyone at work in the UK enjoys the following rights from their first day of work: 

The National Minimum Wage 

Working Time Rights

Health and Safety Protection

The Right to Join a Union and

Protection from Unfair Discrimination 

The minimum holiday entitlement in the UK is 28 days for someone in full-time employment. There are also public holidays, although employers are not legally obliged to recognise these. 

The maximum weekly working hours in the UK are 48. This limit is averaged over a 17-week period. You can however opt-out of this. Regular night workers should not work more than eight hours in each 24-hour period averaged over a 17-week period.

You have the right to a 20-minute rest break if your working day is longer than 6 hours. 

The National Minimum Wage

There are three effective rates (2010)

16-17 year olds £3.64 per hour

18-20 year olds £4.92 per hour

Aged 21+ £5.93 per hour

Tips given directly to you do not count, but any paid into your salary do. These levels can be affected by the provision of accommodation and accredited training. If accommodation is provided for you, a maximum of £31.57 per week can be deducted (or £4.52 per day where less than a full week’s accommodation is provided). This doesn’t mean you can’t be charged more, but only this amount can be taken off your pay before working out whether you are getting the Minimum Wage.

No deductions can be made for meals or other refreshments that are provided. If transport is provided to get you to and from work, a deduction can be made. There is no limit on the amount that can be deducted for transport.

For more information call the National Minimum Wage Enquiry line 0845 6000 678. Information is also available at:  www.direct.gov.uk
ACAS (Advisory, Conciliation and Arbitration Service) provide up-to date information, independent advice and work with employers and employees to solve problems at work. They also produce free leaflets on all aspects of UK Employment Legislation which can be downloaded from their website www.acas.org.uk. The ACAS helpline answers your employment questions in one confidential phone call 08457 474747.  

Further information is also available from the Business Innovation and Skills and the Trade Union Congress websites:

www.bis.gov.uk
www.worksmart.org.uk This website is also available in, Hungarian, Estonian, Czech, Latvian, Slovakian and Polish. To request a copy of their leaflet in one of these languages, e-mail your name, address and language you require to ctp@tuc.org.uk
Further Help

Citizens Advice Bureaux (CAB) gives free, confidential, impartial and independent advice on a limitless range of subjects including those related to employment. Visit www.cas.org.uk/ for more information. When you arrive in Scotland you can find the number of your nearest local office in the phone book or on the website.

E and U Forms

These are used and recognised by all EU/EEA Member States. 

The forms are available from the Centre for Non-Residents Tel: 0845 915 4811 (from the UK), +44 191 203 7010 (from abroad.

Examples of such forms:

E104 Records of periods of work, insurance and residence in a particular member state

E106 Certifies the right to healthcare in a country other than the one where you are normally insured

E128 A healthcare document for those going to study or work as an au-pair in another member state

European Health Insurance card – This entitles you to emergency treatment, hospitalisation and the purchase of medical drugs during short stays

U1/E301 Details the period to be taken into account in calculating unemployment benefits 


U2/E303 Concerns the retention of the right to unemployment benefit when transferring unemployment benefit between Countries

E119 Certifies your right (if unemployed) to healthcare and benefits whilst abroad, looking for work. It is used in conjunction with the E303.

If you are unemployed and looking for work, it is the country where you were last employed which pays your unemployment benefit, not the member state where you are seeking work. This is subject to conditions, so needs to be checked before going abroad. If you are eligible to export your benefits you can do so for a maximum of 3 months. 

To find your nearest Jobcentre Plus offices in Scotland visit www.jobcentreplus.gov.uk
To make a claim for benefit call 0800 055 6688.

Other Useful Websites and Contacts

EURES – Scotland

Alison Carmichael

Jobcentre Plus
Argyle House

3 Lady Lawson Street
Edinburgh

EH3 9SD
Tel: 0131 221 4114
E-mail: Alison.Carmichael@jobcentreplus.gsi.gov.uk
Celia Pappas

Glasgow City Jobcentre

Corruna House,
39 Cadogan Street

Glasgow

G2 
Tel: 0141 800 3316
E-mail: celia.pappas@jobcentreplus.gsi.gov.uk
Careers Scotland

www.careers-scotland.org.uk
Jobseekers and Benefit Enhancement Section

JBES Room TC103
International Pensions Centre

Tyneview Park
Whitley Road

Newcastle upon Tyne

NE98 1BA
Tel: 0044 (0) 191 218 7120

Child Benefit

www.hmrc.gov.uk/childbenefit
Tax Credits

www.hmrc.gov.uk/taxcredits
Tel: 0845 300 3900

Accommodation and Travel

www.visitscotland.com
www.travelinescotland.com
Driving

www.dvla.gov.uk/drivers
www.highwaycode.gov.uk
Embassies/Consulates 

Polish Consulate General

2 Kinnear Road

Edinburgh

EH3 5PE

Tel: 0131 552 0301

E-mail: Edinburgh@polishconsulate.org
Website: www.polishconsulate.org
Irish Consulate

16 Randolph Crescent

Edinburgh

EH3 7TT

Tel: 0131 226 7711

French Consulate

11 Randolph Crescent

Edinburgh

Tel: 0131 225 7954

Spanish Consulate General

63 North Castle Street

Edinburgh

EH2 3LJ

Tel: 0131 220 1843

Italian Consulate

32 Melville Crescent

Edinburgh

EH3 226 3631

Tel: 0131 226 3631

German Consulate

16 Eglington Crescent

Edinburgh

EH12 5DG

Tel: 0131 337 2323

The Hungarian Consulate

25 Manor Place

Edinburgh

Tel: 0131 225 2089

Czech Republic Consulate

12a Riselaw Cres

Edinburgh

Tel: 0131 447 9509

Lithuanian Embassy

84 Gloucester Place

London

Tel: 020 7486 6401

Latvian Embassy

45 Nottingham Place 

London

Tel: 020 7312 0040

Estonian Embassy

16 Hyde Park Gate

London

Tel: 020 7589 3428

Slovakian Embassy

25 Kensington Palace Gardens

London

Tel: 020 7313 6470

Slovenian Embassy

10 Little College Street

London

020 7222 5400

European Commission Representation in Scotland

9 Alva Street

Edinburgh

EH2 4PH

Tel: 0131 225 2058

Website: www.cec.org.uk/scotland
Scottish Chambers of Commerce

Tel: 0141 204 8316

E-mail: admin@scottishchambers.org.uk
Website: www.scottishchambers.org.uk
Federation of Small Businesses
Website: www.fsb.org.uk
Rampant Scotland – a directory that contains links to websites in all business categories in Scotland  www.rampantscotland.com
This information is correct to the best of our knowledge. Jobcentre Plus cannot be held responsible for any errors or for any changes to the details that are contained in it.

