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	Pre-Employment Screening Identification Evidence Sheet 

(Right to Work)
	

	If you have been authorised to undertake right to work (RTW) ID checks, you should complete this form and return it with copies of ID documents or online check and the interview outcome form to: recruitment@carmarthenshire.gov.uk   

If you need any help or advice please contact the Recruitment Team at the above email address.
BEFORE UNDERTAKING RTW ID CHECKS YOU SHOULD:

1. Read The Home Office employer’s guide which can be found at the following link: https://www.gov.uk/government/publications/right-to-work-checks-employers-guide
2. Familiarise yourself with the list of ID documents which are accepted.

3. Understand that RTW checks are a legal requirement and noone can commence employment until the correct checks have been undertaken.

4. Be the Recruiting Manager (or nominated Officer) where you have seen the applicant in person either online or face to face.

5. Have original ID documents in your possession (or be provided with a code if checking online) at the time of meeting the applicant in person. N.B. Currently, the online service is limited to checks in respect of those who hold: • a biometric residence permit; • a biometric residence card; • status issued under the EU Settlement Scheme • status issued under the points-based immigration system; • British National Overseas (BNO) visa; or • Frontier workers permit


	1.– APPLICANT DETAILS 

	Applicants Name:
	

	Applicant Number:
	

	Applicant Address:
	

	Date of Birth:
	

	Job Title
	

	Post number/Location 
	


	2. – MEET WITH APPLICANT, VIEW, CONFIRM AND COPY ORIGINAL ID DOCUMENTS  – FOLLOW THE STEPS BELOW AND SIGN DECLARATION AT END  (MANUAL CHECKS)
	

	Step 1 - Obtain the person’s original documents (See Lists of acceptable docs below) - Tick
Step 2 - Check them in the presence of the holder
Step 3 - Make a clear copy of the full document, 

Step 4 – Complete and sign this form and return to recruitment@carmarthenshire.gov.uk along with the interview outcome sheet and copies of the ID documents.
IF THE DOCUMENTS ARE NOT ACCEPTABLE AND/OR THE APPLICANT PROVIDES YOU WITH A RIGHT TO WORK SHARE CODE TO CONDUCT AN ONLINE CHECK, PLEASE GO TO STEP 3A.
	

	
	

	STEP 1 - Obtain ORIGINAL document(s) from either List A OR List B (below) – TICK BOX
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	LIST A - permanent proof of right to work (no repeat check required)

	A passport (current or expired) 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.
	

	A passport or passport card (current or expired) showing that the holder is a national of the Republic of Ireland.
	

	A current document issued by the Home Office to a family member of an EEA or Swiss citizen, and which indicates that the holder is permitted to stay in the United Kingdom indefinitely.
	

	A document issued by the Bailiwick of Jersey, the Bailiwick of Guernsey or the Isle of Man, which has been verified as valid by the Home Office Employer Checking Service, showing that the holder has been granted unlimited leave to enter or remain under Appendix EU to the Jersey Immigration Rules, Appendix EU to the Immigration (Bailiwick of Guernsey) Rules 2008 or Appendix EU to the Isle of Man Immigration Rules.
	

	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.
	

	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.
	

	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.
	

	A birth or adoption certificate issued in the UK, together with an official document giving the person’s permanent National Insurance number (i.e. P45, P60, NI card or HMRC letter) and their name issued by a government agency or a previous employer.
	

	A birth 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 (i.e. P45, P60, NI card or HMRC letter)  and their name issued by a government agency or a previous employer.
	

	A certificate of registration or naturalisation as a British citizen, together with an official document giving the person’s permanent National Insurance number (i.e. P45, P60, NI card or HMRC letter) and their name issued by a government agency or a previous employer.
	

	LIST B (GROUP 1) -  limited proof of right to work (Repeat check required before document expiry)

	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.
	

	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.
	

	A current document issued by the Home Office to a family member of an EEA or Swiss citizen, and which indicates that the holder is permitted to stay in the United Kingdom for a time-limited period and to do the type of work in question.
	

	A document issued by the Bailiwick of Jersey, the Bailiwick of Guernsey or the Isle of Man, which has been verified as valid by the Home Office Employer Checking Service, showing that the holder has been granted limited leave to enter or remain under Appendix EU to the Jersey Immigration Rules, Appendix EU to the Immigration (Bailiwick of Guernsey) Rules 2008 or Appendix EU to the Isle of Man Immigration Rules.
	

	A document issued by the Bailiwick of Jersey or the Bailiwick of Guernsey, which has been verified as valid by the Home Office Employer Checking Service, showing that the holder has made an application for leave to enter or remain under Appendix EU to the Jersey Immigration Rules or Appendix EU to the Immigration (Bailiwick of Guernsey) Rules 2008, on or before 30 June 2021.
	

	A frontier worker permit issued under regulation 8 of the Citizens’ Rights (Frontier Workers) (EU Exit) Regulations 2020.
	

	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 (i.e. P45, P60, NI card or HMRC letter) and their name issued by a government agency or a previous employer.
	

	

	List B (Group 2)   limited proof of right to work. (Repeat check required within six months)

	A document issued by the Home Office showing that the holder has made an application for leave to enter or remain under Appendix EU to the immigration rules on or before 30 June 2021 together with a Positive Verification Notice from the Home Office Employer Checking Service.
	

	A document issued by the Bailiwick of Jersey or the Bailiwick of Guernsey, showing that the holder has made an application for leave to enter or remain under Appendix EU to the Jersey Immigration Rules or Appendix EU to the Immigration (Bailiwick of Guernsey) Rules 2008 on or before 30 June 2021 together with a Positive Verification Notice from the Home Office Employer Checking Service.
	

	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.
	

	A 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 question.
	

	
	

	Step 2 – Check documents – You must check that the documents are genuine and that the person presenting them is the rightful holder and allowed to do the type of work you are offering. (Further guidance on checking whether documents are genuine available at https://www.gov.uk/government/publications/right-to-work-checks-employers-guide
	Please tick
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	Are you satisfied the document is genuine, has not been tampered with and belongs to the holder?
	

	Are dates of birth correct and consistent across documents?
	

	Are photographs consistent across documents and with the person’s appearance?
	Yes
	N/A

	Are expiry dates for time-limited permission to be in the UK in the future i.e. they have not passed (if applicable)?
	Yes
	N/A

	Have you checked work restrictions to determine if the person is able to work for you and do the type of work you are offering? (For students who have limited permission to work during term-time, 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.)
	Yes
	N/A

	Have you checked the reasons for any different names across documents (e.g. marriage certificate, divorce decree, deed poll)? (Supporting documents should also be photocopied and   sent to the Recruitment Team)
	Yes
	N/A

	If you have any questions regarding this section please contact the Recruitment Team

	

	Step 3 - Copy  documents - You must make a clear copy of each document in a format which cannot be altered, and forwarded to the Recruitment Team:
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	· Passports: any page with the document expiry date, the holder’s nationality, date of birth, signature, leave expiry date, biometric details, photograph and any page containing information indicating the holder has an entitlement to enter or remain in the UK (visa or entry stamp) and undertake the work in question (the front cover no longer has to be copied). 
	

	· All other documents: the document in full, both sides of a biometric residence permit. 
	

	

	Step 3A – Online RTW checking – This can be done with the applicants permission and in their presence will provide acceptable evidence of the right to work

	Some documents may not be acceptable, for example, EEA passports and some candidates may provide you with a RIGHT TO WORK SHARE CODE.  This, together with the Date of Birth can then be used to check the online RTW status  via the Home Office’s online checking service ‘View a job applicant’s right to work details’ on GOV.UK.  This must be done in the presence of the applicant.


	There are three basic steps to conducting an online right to work check:

1. Use the Home Office online right to work checking service ‘View a job applicant’s right to work details’.An applicant can only be employed 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 applicant.
3.  Download a clear copy of the response provided by the online right to work check and return it with the interview outcome form and this signed form to:  recruitment@carmarthenshire.gov.uk   

	IMPORTANT – PLEASE READ
You must ensure that you have carried out the checks correctly.  Failure to do so could result in disciplinary action and/or prosecution.  The Home Office has the right to check our records to ensure that the correct checks have been followed.  

	

	Step 4 – COMPLETE AND SIGN DECLARATION  - PLEASE [image: image4.jpg]




	I declare that I am authorised to carry out this RTW check and that I have seen and checked original ID documents or online via the Home Office service in the applicant’s presence as set out in this document.  
	

	Copies of ID documents attached
	

	Copy of interview outcome attached
	


	Full Name of ID Verifier 

(BLOCK LETTERS):
	

	Signature:
	

	Job Title:
	
	Date:
	

	Email address & Contact telephone no
	


PLEASE RETURN THIS FORM WITH COPIES OF ID DOCUMENTS AND INTERVIEW OUTCOME FORM TO:  recruitment@carmarthenshire.gov.uk[image: image5.jpg]
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