RIGHT TO WORK CHECK

The Immigration, Asylum and Nationality Act 2006 places a legal duty on employers to conduct right to work checks on all prospective employees before employment commences. The University can do one of the following:

· a manual right to work check
· a Home Office online right to work check
If you are applying for a visa from abroad before taking up your position, you will not be able to complete the right to work check until you have received your visa. Individuals who have been issued with an eVisa or status under the EU Settlement Scheme can only use the online service to prove their right to work. Biometric Residence Card (BRC), Biometric Residence Permit (BRP) and Frontier Worker Permit (FWP) holders are also only able to evidence their right to work using the Home Office online service. The University cannot accept or check a physical BRC, BRP or FWP as proof of right to work.

A full list of documents that can be accepted as part of the manual right to work check can be found below. You must present original documents, in person, from either List A or List B of acceptable documents.
 
Where a right to work check has been conducted using the Home Office online service, the information is provided in real-time directly from Home Office systems and there is no requirement to see the documents listed below. To generate a share code for the check, please use the online service entitled “Prove your right to work to an employer”.
A right to work check must be completed in person and must take place prior to undertaking any duties. Before you commence employment, you must therefore attend the People and Culture reception, located on Level 4 of the Administration Building. 

Due to Coronavirus (COVID-19) measures, adjusted right to work checks are currently being carried out over video call until 30 September 2022 (inclusive). Please liaise with your HR Hub Adviser to arrange for the right to work check to be completed. 
Your offer of employment is subject to you demonstrating your right to work in the United Kingdom. Please note that you will not be able to engage in any work activity for the University until your right to work has been confirmed. If there are any restrictions on your right to work (e.g., the type of work you are allowed to carry out or the number of hours you are permitted to work) you must ensure that you work within these restrictions. Throughout your employment, you must continue to hold the right to work in the UK and cooperate with the University on any request to view such confirmation. Your employment with Queen’s University Belfast is subject to you holding the necessary permission to work in the UK and if such permission stops or expires, your contract with the University will be terminated. If you are a visa holder, you must inform the HR Hub of any changes to your immigration status. Should your permission to work end whilst you are employed, you must advise the HR Hub and cease all work activity immediately.

Throughout your employment, you must also ensure that the University holds current contact details for you at all times by updating your home address and telephone number using the Employee Self-Service as and when changes occur.
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List A

1. A passport (current or expired) showing the holder is a British citizen or a citizen of the UK and Colonies having the right of abode in the UK.

2. A passport or passport card (in either case, whether current or expired) showing that the holder is an Irish citizen.

3. 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.

4. 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.

5. 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.

6. A birth 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
 .

7. 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 and their name issued by a government agency or a previous employer.

8. 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

1. 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. 
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.

3. 
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.

List B Group 2

1. 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.

2. 
A Certificate of Application (digital or non-digital) 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 (known as the EU Settlement Scheme), on or after 1 July 2021, together with a Positive Verification Notice from the Home Office Employer Checking Service.

3. 
A document issued by the Bailiwick of Jersey, the Bailiwick of Guernsey or the Isle of Man showing that the holder has made an application for leave to enter or remain under Appendix EU (J) to the Jersey Immigration Rules or Appendix EU to the immigration Rules (Bailiwick of Guernsey) Rules 2008, or Appendix EU to the Isle of Man Immigration Rules together with a Positive Verification Notice from the Home Office Employer Checking Service.

4. 
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.

5. 
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.
� Definition includes a full birth certificate issued by a UK diplomatic mission (British Embassy or British High Commission.


� This includes a current passport endorsed with a stamp showing an individual has been granted leave to enter and there are no work-related conditions attached. If, under the conditions of the individual’s leave, work was restricted or prohibited the endorsement placed in the individual’s passport would explicitly set that out as a condition.





