Home Office

Nameofperson: | TyMon —ALI T
_Date of check: W-68—-2el4  ~— A-3-202.0
- Type of check: | Initial check nefore eer{;.p_igy_{{agﬂg;:g ___Follow-up check on an empl
You may conduct a physical document check or perform an online check to establist
work
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* You must obtain original documents from either List A or List B of acceptable documen:
a manual right to work check

1. =1 A passport showing the hoider, or a person named in the passport as the chil
or.a citizen of the UK and Colonies having the right of abode in the UK,

2. A passport or national identity card showing the holder. or a person named in the pa
older, s a national of a European Economic Area country or Switzerlang, .. B
3. 10 A Registration Certificate or Document Certifying Permanent Residence issued by the Home ¢
national of & European Economic Area country or Switzer - -
41 A Permanent Residence Card issued by the Homes Offica. @ vhe family member of 3 nati
Economic Area country or Switzedand. —
5. U A current Biometric Immigration Document {Biometric Rasidence Permit) issued by the Home
holder indicating that the person named is allowed to stay indefinitaly in the UK, or has no time i
L=l N B
6. LA current passport endorsad fo show that the holder is exempt from imm
Indefinitely in the UK, has the right of abode in the UK, o has ne time limit on ¢ eir stay in the
7. A current Iimmigration Status Document issued by the Home Office to the holder with an enc
indicating that the named person is allowed to stay indefinitely in the UK or has no time limit on the
together with an ofticial document giving the person’s permanent National insurance number and ¢
QY.?LQQY?@E’]@.ﬁ__a_gf?—ﬁPY_Q"QE,‘,’?Y*QU53?[?19_593!@!‘;,_ e L
8. L1 A birth (short or long) or adoption certificate issued n the UK, together with an official document
person’s permanent National Insurance number and their name issued by a Government agency or 4
o P
9. LI A birth (short or long) or adoption certificate issued in the Channel Istands, the tsle of Man or lrela
with an official document giving the person’s permanent National Insurance number and their na
Government agency or a previous employer.

their st

Vil

it wior

10. L. A certificate of registration or naturalisation as a British citizen, together with an of
persan’s permanent National Insurance numbear @ind their name issued by a Government GENCY or @ ©
employer.

= o]

]

1. z(A current passport endorsed o show that the holder is allowed to stay i1 the UK and = currentiy i
hetypeofworkingueston. o
2. _l A current Biometric Immigration Document (Biometric Residence Permit) issued by the H
holder which indicates that the named person can currently stay in the UK ; nd is allowed io
200 A current Residence Card (inciuding an Accession Residen~e Card or 3 Derivative
the Home Office to a non-European Economic Area nationz! wha is member of a
Economic Area country or Switzerland or who has a derivative right of residence B ,
4. 1 A current Immigration Status Document containing a photograph issued by the Home Office
a valid endorsement indicating that the named nerson may stay in the UK, and is allowed to
guestion, together with an official document giving the person’s permanant National
name issued by a Government agency or a previous employer.

i {0y

1. U A Certificate of Application issued by the Home Office under regulation 17(3) or 18A (2
(European Economic Area) Regulations 2006, to a family member of 2 national of a Eurone
country or Switzerland stating that the holder is permiited to Eke employmeant which s less

together with a Positive Verification Notice from the Home Office Employer Checking !
2. .1 An Application Registration Card issued by the Home Office stating that the holder is pe
employment in question, together with a Positive Verification Notice from the Home O
OE

ervice,




3. 7] A Positive Verification Notice issued by the Home Office Employer Checking Service fo the
prospective employer, which indicates that the named person may stay in the UK and is permitted i«
question,

* You must check that 7thé“dd¢'u'rﬁe'nt's are ‘géh'l}i_n-e and that tﬁé'per’éorz presenting t

prospective employee or employee, the rightful holder and allowed to do the type of work
_are offering.

1. Are photographs consistent across documents and with the T Yes # No L N/A

_person’s appearance?

- 2. Are dates of birth consistent acrossﬁd'o‘fc'ij%ﬁénts and with the _V93/ Ne: 1 NjA

Person’s appearance? e
3. Are expiry dates for time-limited permission tc be in the UK inthe  ves [  No
future Le. they have not passed (if applicable)?

4. Have you checked work restrictions to determine if the person js Yes ] Nol| aps

able to work for you and do the type of work you are offering? (for

students who have limited permission to work during term-times,

you must also obtain, copy and retain details of their academic term

and vacation times covering the duration of their period of study in

the UK for which they will be employed) IO

5. Are you satisfied the document is genuine, has not been tampered Yes-*] No .
with and belongs tothe holder? SR

6. Have you checked the reasons for any different names across Yes || HNo |
documents (e.g. marriage certificate, divorce decree, deed poll)?

(Supporting documents should also be photocopied and a copy

retained)

| You must make a clear copy of each document in a format which cannot later be alterad aru
the co ecurely: electronically or in hardcopy. You must copy and retain-

1. [F"Passports: any page with the document expiry date, nationality, date of birth, signarn
expiry date, biometric details and photograph, and any page containing information |
holder has an entitiement to enter or remain in the UK and undertake the work in que

2. [ All other documents: the document in full, both sides of a Riometric Residence Payyit

o ____Know the type of excuse you have

if you have correctly carried out the above 3 steps you will have an excuse against |

penalty if the above named person is found working for you illegaily. However, you .

of the type of excuse you have as this determines how long it lasts for, and if, and when vo
- required to do a follow-up check.

' The documents that you have checked and copied are from:

1. ListA Eﬁou have a continuous statutory excuse for the full duration of the cerso
employment with you. You are not required to carr
_person.

2. List B: Group 1 [ You have a time-limited statutory excuse which expirss wh :
permission to be in the UK expires. You should carry out a follow-up check when the rce o
‘evidencing their permission to work expires.

X

E N
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3. List B: Grc;up 2 [0 You have a time-limited statutory excuse vﬁ_%:;—i_é{érxp_é_rég 6 months ‘1o

date specified in your Positive Verification Nofice. This means that you should carry out 4 700

up check when this notice expires
; You must obtain original documents fé’—aﬁ;é?iﬁé?ﬁgiﬁ_gfijﬁ_:B:)i'fyé'?cgég}ﬁéii*:é;a;'
_documents for a manual right to work check

Home Office online right to work checking service =~
For an online right to work check (available in respect of those with a biometric reside

- @ biometric residence card or have status issued under the EU settlement scheme
- three basic steps to conducting an online right tc work check:

1. use the Home Office online right to work checking service (the ‘View a job apphcar

to work details’ page on gov.uk) in respect of an individual and oniy emplc

continue to employ an existing employee, if the online check confirms they are epil

do the work in question:

2. satisfy yourself that any photograph on the online right to work check is of the -

presenting themselves for work: and

3. retain a clear copy of the response provided by the online right to work check (i

response securely, electronically or in hardcopy) for the duration of employmen!
two years afterwards.
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ome Office Right to Work Checklist

DILARY AL
Z29-63~-1¥% = RS-0 090
Initial check before employment [~ Follow-up check on an employee [J

You may conduct a physical document check or perform an online check to establish a right to
work

: i : ___ Step 1 for physical check :
* You must obtain original documents from either List A or List B of acceptable documents for
a manual right to work check

i e List A ni = s
1. [4°A passport showing the holder, or a person named in the passport as the child of the holder, is a British citizen
or a citizen of the UK and Colonies having the right of abode in the UK.

2. U1 A passport or national identity card showing the holder, or a person named in the passport as the child of the
holder, is a national of a European Economic Area country or Switzerland.

3. [ A Registration Certificate or Document Certifying Permanent Residence issued by the Home Office, to a
national of a European Economic Area country or Switzerland.

4. L1 A Permanent Residence Card issued by the Home Office, to the family member of a national of a European
Economic Area country or Switzerland.

5. LI A current Biometric Immigration Document (Biometric Residence Permit) issued by the Home Office to the
holder indicating that the person named is allowed to stay indefinitely in the UK, or has no time limit on their stay in
the UK. ;

6. [J A current passport 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 their stay in the UK.

7. I A current Immigration Status Document issued by the Home Office to the holder with an endorsement
indicating that the named person is allowed to stay indefinitely in the UK or has no time limit on their stay in the UK,
together with an official document giving the person’s permanent National Insurance number and their name issued
by a Government agency or a previous employer.

8. LI A birth (short or long) or adoption certificate issued in the UK, together with an official document giving the
person’s permanent National Insurance number and their name issued by a Government agency or a previous
_employer. i
9. LI A birth (short or long) or adoption certificate issued in the Channel Islands, the Isle of Man or Ireland, together
with an official document giving the person’s permanent National Insurance number and their name issued by a
Government agency or a previous employer.

10. U A certificate of registration or naturalisation as a British citizen, together with an official document giving the

person’s permanent National Insurance number and their name issued by a Government agency or a previous
employer.

: i List B Group 1 : :
1. [4"A current passport endorsed to show that the holder is allowed to stay in the UK and is currently allowed to do
the type of work in question.
2. L1 A current Biometric Immigration Document (Biometric Residence Permit) issued by the Home Office to the
holder which indicates that the named person can currently stay in the UK and is allowed to do the work in question.
3. [ A current Residence Card (including an Accession Residence Card or a Derivative Residence Card) issued by
the Home Office to a non-European Economic Area national who is a family member of a national of a European
Economic Area country or Switzerland or who has a derivative right of residence.
4. [T A current Immigration Status Document containing a photograph issued by the Home Office to the holder with
a valid endorsement indicating that the named person may stay in the UK, and is allowed to do the type of work in
question, together with an official document giving the person’s permanent National Insurance number and their
_name issued by a Government agency or a previous employer.
e T U B otoupR : - : '
1. U A Certificate of Application issued by the Home Office under regulation 17(3) or 18A (2) of the Immigration
(European Economic Area) Regulations 20086, to a family member of a national of a European Economic Area
country or Switzerland stating that the holder is permitted to take employment which is less than 6 months old
 together with a Positive Verification Notice from the Home Office Employer Checking Service.
2. L1 An Application Registration Card issued by the Home Office stating that the holder is permitted to take the

employment in question, together with a Positive Verification Notice from the Home Office Employer Checking
Service.




>
3. ETA Positive Verification Notice issued by the Home Office Employer Checking Service to the employer or _
prospective employer, which indicates that the named person may stay in the UK and is permitted to do the work in
guestion.

o You must check that the documents are genuine and that the béfsbﬁ"pr'eéé'ﬁfiﬁﬁ-tﬁém is fhé
prospective employee or employee, the rightful holder and allowed to do the type of work you
are offering.

1. Are photographs consistent across documents and with the ~ Yes & Nol NADO
snsselienle s el D R R L e L e s
' 2. Are dates of birth consistent across documents and with the Yes B Noll NALD

sl a e Tele on RN e R S Rk T L I Tt e
3. Are expiry dates for time-limited permission to be in the UK in the YesO Nol NAHET
future i.e. they have not passed (ifapplicable)? |
‘4. Have you checked work restrictions to determine if the personis  Yes &~ No [l N/AL
“able to work for you and do the type of work you are offering? (for
- students who have limited permission to work during term-times,
' you must also obtain, copy and retain details of their academic term
'and vacation times covering the duration of their period of study in
the UK for which they will be employedy | | s
‘5. Are you satisfied the document is genuine, has not been tampered Yesﬂ/ No [l NAO
Witiandiclondeda e ialdeiil o B o R ST s T ,,
' 6. Have you checked the reasons for any different names across Yes[1 No[l NAFE
documents (e.g. marriage certificate, divorce decree, deed poll)?
' (Supporting documents should also be photocopied and a copy
retained.)

You must make a clear copy of each document in a format which cannot later be altered, and retain
the copy securely: electronically or in hardcopy. You must copy and retain:

1. ["Passports: any page with the document expiry date, nationality, date of birth, signature, leave
expiry date, biometric details and photograph, and any page containing information indicating the
holder has an entitlement to enter or remain in the UK and undertake the work in question.

2. [ All other documents: the document in full, both sides of a Biometric Residence Permit.

You must also record and retain the date on which the check was made.

If you have correctly carried out the above 3 steps you will have an excuse against liability for a civil
penalty if the above named person is found working for you illegally. However, you need to be aware

of the type of excuse you have as this determines how long it lasts for, and if, and when you are
required to do a follow-up check.

The documents that you have checked and copied are from:

1. List A E%u have a continuous statutory excuse for the full duration of the person’s

employment with you. You are not required to carry out any repeat right to work checks on this
person.

2. List B: Group 1 [ You have a time-limited statutory excuse which expires when the person’s

permission to be in the UK expires. You should carry out a follow-up check when the document
evidencing their permission to work expires.




3. List B: Group 2 (I You have a time-limited statutory excuse which expires 6 months from the
date specified in your Positive Verification Notice. This means that you should carry out a follow-
up check when this notice expires

For an online right to work check (available in respect of those with a biarhét'rlév feSIdeﬁ'Ce permit,
a biometric residence card or have status issued under the EU settlement scheme).There are
three basic steps to conducting an online right to work check:

1. use the Home Office online right to work checking service (the ‘View a job applicant's right
to work details’ page on gov.uk) in respect of an individual and only employ the person, or
continue to employ an existing employee, if the online check confirms they are entitled to
do the work in question:

2. satisfy yourself that any photograph on the online right to work check is of the individual
presenting themselves for work: and

3. retain a clear copy of the response provided by the online right to work check (storing that
response securely, electronically or in hardcopy) for the duration of employment and for
two years afterwards.
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Home Office nght to Work Checklist

oi]loq 1% v ADA570
Initial check before employment = Follow-up check on an employee [

You may conduct a physical document check or perform an online check to establish a right to
work

: ] ~ Step 1 for physical check :
e You must obtain original documents from either List A or List B of acceptable documents for
a manual right to work check

. e - . List A i
1. [4 A passport showing the holder, or a person named in the passport as the child of the holder, is a British citizen

or a citizen of the UK and Colonies having the right of abode in the UK.

2. [1 A passport or national identity card showing the holder, or a person named in the passport as the child of the

holder, is a national of a European Economic Area country or Switzerland.

3. [J A Registration Certificate or Document Certifying Permanent Residence issued by the Home Office, to a

national of a European Economic Area country or Switzerland.

4. [J A Permanent Residence Card issued by the Home Office, to the family member of a national of a European

Economic Area country or Switzerland.

5. [1 A current Biometric Immigration Document (Biometric Residence Permit) issued by the Home Office to the

holder indicating that the person named is allowed to stay indefinitely in the UK, or has no time limit on their stay in
the UK.

6. L1 A current passport 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 their stay in the UK.

7. L1 A current Immigration Status Document issued by the Home Office to the holder with an endorsement

indicating that the named person is allowed to stay indefinitely in the UK or has no time limit on their stay in the UK,

together with an official document giving the person’s permanent National Insurance number and their name issued

by a Government agency or a previous employer.

8. LI A birth (short or long) or adoption certificate issued in the UK, together with an official document giving the

person’s permanent National Insurance number and their name issued by a Government agency or a previous

employer.

9. L A birth (short or long) or adoption certificate issued in the Channel Islands, the Isle of Man or Ireland, together

with an official document giving the person’s permanent National Insurance number and their name issued by a

Government agency or a previous employer.

10. LI A certificate of registration or naturalisation as a British citizen, together with an official document giving the

person’s permanent National Insurance number and their name issued by a Government agency or a previous
employer.

List B Group 1
e holder is allowed to

N7 current passport eorsed to show that th say in the UK and is currently allowed to do

the type of work in question.
2. [1 A current Biometric Immigration Document (Biometric Residence Permit) issued by the Home Office to the
holder which indicates that the named person can currently stay in the UK and is allowed to do the work in question.
3. [0 A current Residence Card (including an Accession Residence Card or a Derivative Residence Card) issued by
the Home Office to a non-European Economic Area national who is a family member of a national of a European
Economic Area country or Switzerland or who has a derivative right of residence.
4. XA current Immigration Status Document containing a photograph issued by the Home Office to the holder with
a valid endorsement indicating that the named person may stay in the UK, and is allowed to do the type of work in
question, together with an official document giving the person’s permanent National Insurance number and their
_name issued by a Government agency or a previous employer.
- List B Group 2

1. [ A Certificate of Application issued by the Home Office under regulation 17(3) or 18A (2) of the Immigration
(European Economic Area) Regulations 2006, to a family member of a national of a European Economic Area
country or Switzerland stating that the holder is permitted to take employment which is less than 6 months old
_together with a Positive Verification Notice from the Home Office Employer Checking Service.
2. LI An Application Registration Card issued by the Home Office stating that the holder is permitted to take the

employment in question, together with a Positive Verification Notice from the Home Office Employer Checking
Service.




prospective employer, which indicates that the named person may stay in the UK and is permitted to do the work in

_ﬁ. [7'A Positive Verification Notice issued by the Home Office Employer Checking Service to the employer or ]
question.

e You must check that the documents are genuine and that the perééﬁ" br‘ésehf'irigdthé‘rh is the
prospective employee or employee, the rightful holder and allowed to do the type of work you
are offering.

1. Are photographs consistent across documents and with the Yes Nol NAD
ipersonsappeaiapess ar g e e b T A e s e
' 2. Are dates of birth consistent across documents and with the Yes [~ No[d NAQO

person’s appearance? A g S L A L S T T e
' 3. Are expiry dates for time-limited permission to be in the UK in the Yesd Nol[+ NA[O
future i.e. they have not passed (if applicable)? s R Y v WS __

4. Have you checked work restrictions to determine if the personis  Yes [~ No [ N/A (]
- able to work for you and do the type of work you are offering? (for

- students who have limited permission to work during term-times,

you must also obtain, copy and retain details of their academic term

and vacation times covering the duration of their period of study in

the UK for which they will be employed) Bty e S P i

5. Are you satisfied the document is genuine, has not been tampered Yes & No [] N/A [
wih gnd belongs tothe hiolder? > .~ o 7 e ARG 2 :
6. Have you checked the reasons for any different names across Yes[] Nol[l N/A
- documents (e.g. marriage certificate, divorce decree, deed poll)?

(Supporting documents should also be photocopied and a copy

retained.)

You must make a clear copy of each document in a ormat which cannot later be altered, and retain
the copy securely: electronically or in hardcopy. You must copy and retain:

1. [T Passports: any page with the document expiry date, nationality, date of birth, signature, leave
expiry date, biometric details and photograph, and any page containing information indicating the
holder has an entitiement to enter or remain in the UK and undertake the work in question.

2. [ All other documents: the document in full, both sides of a Biometric Residence Permit.

You must also record and retain the date on which the check was made.

=L oa L s Knowithelype ofektuseveunave . 0T
If you have correctly carried out the above 3 steps you will have an excuse against liability for a civil
penalty if the above named person is found working for you illegally. However, you need to be aware
of the type of excuse you have as this determines how long it lasts for, and if, and when you are

required to do a follow-up check.

The documents that you have checked and copied are from:

1. List A IZT/\/’ou have a continuous statutory excuse for the full duration of the person’s

employment with you. You are not required to carry out any repeat right to work checks on this
person.

2. List B: Group 1 [J You have a time-limited statutory excuse which expires when the person’s

permission to be in the UK expires. You should carry out a follow-up check when the document
evidencing their permission to work expires.




(N
3. List B: Group 2 [J You have a time-limited statutory excuse which expires 6 months from the |

date specified in your Positive Verification Notice. This means that you should carry out a follow-
up check when this notice expires

Offi |
For an online right to work check (available in respect of those with a biometric residence permit,
a biometric residence card or have status issued under the EU settlement scheme).There are
three basic steps to conducting an online right to work check:

1. use the Home Office online right to work checking service (the ‘View a job applicant’s right
to work details’ page on gov.uk) in respect of an individual and only employ the person, or

continue to employ an existing employee, if the online check confirms they are entitled to
do the work in question:

2. satisfy yourself that any photograph on the online right to work check is of the individual
presenting themselves for work; and

3. retain a clear copy of the response provided by the online right to work check (storing that

response securely, electronically or in hardcopy) for the duration of employment and for
two years afterwards.









