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RECRUITMENT
Right to Work Checklist
Recruitment & Selection  |  White Cube Consulting

	CANDIDATE NAME
	 [Full Name]	

	ROLE APPLIED FOR
	 [Job Title]

	DEPARTMENT
	 [Department]

	CHECK COMPLETED BY
	 [Name and Job Title]

	DATE OF CHECK
	[Date]

	START DATE
	[Date]

	DOCUMENT REVIEW DATE
	[Date]



June 2026 - right to work guidance changes regularly; review annually against current Home Office guidance
Legal Requirement - Please Read Before Proceeding
Employers in the UK have a legal duty to carry out right to work checks on all employees before employment commences. Failure to do so can result in a civil penalty of up to £60,000 per illegal worker. This checklist reflects the requirements under the Immigration, Asylum and Nationality Act 2006 and current Home Office guidance.
Right to work checks must be completed before the first day of employment. Retrospective checks do not provide a statutory excuse against a civil penalty.
This checklist reflects guidance available at the date of publication. Employers should verify requirements against current Home Office guidance.
SECTION 01
Method of Check

Select the method used for this candidate:
☐  Manual Document Check - physical inspection of original documents from List A or List B. Use for British / Irish citizens or those with physical documentation.
☐  Online Home Office Check - use the Home Office online right to work checking service for candidates with a Biometric Residence Permit, Biometric Residence Card, eVisa or EU Settlement Scheme status. Requires the candidate's share code.
☐  Identity Service Provider (IDSP) - digital identity verification via a certified Identity Service Provider. Available for British and Irish citizens with a valid passport. Conducted remotely.


SECTION 02
Manual Document Check (List A and List B)

List A documents provide an ongoing statutory excuse. No repeat check required.
List B documents provide a time-limited excuse. A follow-up check must be conducted before the document expires or within 6 months, whichever is sooner.
Follow-up checks must be completed in accordance with current Home Office guidance.
▪ List A - Unrestricted Right to Work (Ongoing Statutory Excuse)
▪ Group 1 - Any ONE of the following is sufficient on its own:
☐  A passport (current or expired) showing the holder is a British citizen, or citizen of the UK and Colonies with right of abode
☐  A current passport or passport card showing the holder is a national of the Republic of Ireland
☐  A current Biometric Residence Permit (BRP) indicating unlimited leave to remain or no time limit on stay
☐  A current Biometric Residence Card (BRC) indicating unlimited leave to remain
☐  A current passport or travel document endorsed to show indefinite leave to remain
☐  A certificate of naturalisation or registration as a British citizen (used with one other document confirming name and date of birth)
▪ Group 2 - A COMBINATION of the following (where a Group 1 document is unavailable):
☐  A document confirming the person's National Insurance number (e.g. P45, P60, NI card, HMRC letter)
☐  Full UK birth or adoption certificate (issued in UK, Channel Islands, Isle of Man or Ireland)
☐  A letter from HMRC, DWP, local authority or employer confirming the person's NI number
☐  A certificate of registration or naturalisation as a British citizen
☐  Current driving licence (UK, Channel Islands, Isle of Man or Ireland) - used alongside a document confirming NI number
▪ List B - Time-Limited Right to Work (Repeat Check Required)
▪ Group 1 - Any ONE of the following (provides a statutory excuse until document expiry or when the person’s permission expires):
☐  A current passport or travel document with a valid endorsement showing leave to enter or remain in the UK
☐  A current Biometric Residence Permit showing leave to enter or remain in the UK with a time limit
☐  A current Biometric Residence Card showing leave to enter or remain in the UK with a time limit
☐  A current document issued by the Bailiwick of Jersey, Guernsey or Isle of Man showing leave to remain
▪ Group 2 - Use with Home Office online verification (statutory excuse for 6 months):
☐  A Positive Verification Notice from the Home Office Employer Checking Service confirming an outstanding application, appeal or administrative review
☐  An Application Registration Card (ARC) showing permission to take employment - used with a Positive Verification Notice


SECTION 03
Online Home Office Right to Work Check

☐  Candidate's share code obtained directly from the candidate
☐  Date of birth confirmed with the candidate
☐  Right to work check conducted at www.gov.uk/view-right-to-work using the share code
☐  Screenshot / printout of the online check result saved and retained
☐  Result confirms the candidate has the right to work in the UK for the role being offered
☐  Note: If the result shows a time-limited right to work, a repeat check must be diarised

	SHARE CODE USED
	[Record share code used]

	RESULT OF ONLINE CHECK
	☐ Right to work confirmed   
☐ Unable to confirm - do not employ

	TIME-LIMITED?
	☐ Yes - expiry date: 
☐ No

	REPEAT CHECK DUE DATE (IF APPLICABLE)
	[Date]


SECTION 04
Manual Document Check Process

▪ Step 1 - Obtain Original Documents
☐  Request original documents from the candidate (copies are not acceptable for manual checks)
☐  Accept only documents from List A or List B (see Part 2)
☐  Do not accept documents that appear to have been tampered with or are inconsistent
▪ Step 2 - Check the Documents
☐  Verify that the document(s) are genuine and have not been tampered with
☐  Check the candidate is the rightful holder and compare the photograph and physical description to the person in front of you
☐  Check that dates of birth are consistent across all documents provided
☐  For time-limited documents: check the expiry date and diarise a repeat check
▪ Step 3 - Copy and Retain Documents
☐  Make a clear copy of each document checked (front and back where both sides contain relevant information)
☐  Record the date the copy was made
☐  Store the copy securely alongside the employee's records in line with UK GDPR


SECTION 05
Visual Confirmation Declaration (Online Checks)

For online right to work checks, complete this declaration to confirm that the individual has been visually verified as the person to whom the online result relates.
I confirm that:
☐  I have seen the individual either in person or via live video link.
☐  I have verified that the online right to work result relates to the individual I have seen.
☐  The individual's appearance matches the photograph or description in the online check result.
 
	METHOD OF VISUAL CONFIRMATION  

	☐ In-person meeting  
☐ Live video link (record platform used: 

	CONFIRMED BY (NAME) 
	

	DATE 
	

	SIGNATURE 
	


SECTION 06
Follow-Up Check Reminder (Time-Limited Permissions)

Where a List B document has been checked or an online check shows a time-limited right to work, a repeat check must be conducted before the permission expires or within 6 months (whichever is sooner). Complete this section and ensure the follow-up date is entered in your HR diary immediately.
	DOCUMENT / PERMISSION
	EXPIRY DATE
	FOLLOW-UP CHECK?
	DATE DUE
	ADDED TO HR DIARY?

	 
	 
	☐ Yes   ☐ No
	 
	☐ Yes   ☐ Pending

	 
	 
	☐ Yes   ☐ No
	 
	☐ Yes   ☐ Pending

	 
	 
	☐ Yes   ☐ No
	 
	☐ Yes   ☐ Pending





SECTION 07
Escalation: Where Documents Appear Suspicious or Cannot Be Verified

Escalation - Suspected Document Issues or Unable to Verify
If at any point during the right to work check you have concerns about the authenticity of a document, are unable to verify a candidate's right to work, or the candidate is unable to provide acceptable documentation:
1.  Do not proceed with employment or attempt to make a decision independently.
2.  Stop the check immediately and refer the matter to HR without delay.
3.  Do not retain or copy documents you suspect may be fraudulent - contact HR before taking any action.
4.  HR will determine whether to refer the matter to the Home Office Employer Checking Service.
5.  Document the circumstances fully, including the date, the documents presented and the nature of your concern.
Employing someone without a legal right to work in the UK is a criminal offence. Whenever in doubt refer immediately to HR. Do not proceed.

For HR guidance, pre-employment check support or recruitment consultancy - contact White Cube Consulting at hello@whitecubeconsulting.com or call 01224 531524. 
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