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This guidance document was produced by the UKVI
Compliance team for University use only & was designed
to assist with the online Right to Work checking process.

For general guidance on Right to Work & how to
undertake checks, please visit Our Website.

1. Introduction
Online Right to Work check can be completed for individuals with:

+ Settled or Pre-Settled Status under EU Settlement Scheme

* EU/EEA & Swiss nationals who were granted a Visa to work in the UK and
have been issued with an electronic immigration status instead of a BRP and
Vignette.

« All Biometric Residence Permit (BRP) holders

EU/ EEA & Swiss nationals will no longer be able to rely on their passport or
national identity card as evidence of their Right to Work in the UK.

British and Irish nationals are the only group that can continue to use their passport
as evidence of Right to Work in the UK.

2. Where to Start

» Identify if an online RTW check is possible by confirming type of immigration
permission the individual holds

+ The individual needs to be physically present in the UK

* You will need individual’s online Share Code

* You will need individual’s Date of Birth

» Request copies of passport and BRP (if the individual has a BRP card)

3. How to conduct an Online Right to Work Check
Step 1:

1. Confirm with the individual that they wish to demonstrate their right to work in
using online services

2. (Prospective) employee logs into https://www.gov.uk/prove-right-to-work to
generate a share code

3. (Prospective) employee provides share code along with their Date of Birth
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4. The Individual who is conducting the Right to Work Check verifies their
status via https://www.gov.uk/view-right-to-work

5. Schedule a Video Call with (Prospective) employee (via Zoom, WhatsApp
etc.)

Step 2:

1. Check that the online Right to Work page confirms the person has the right to
work (for the specific role/hours)

2. Check any other work restrictions/ comments on the page

3. During the call confirm the individual is physically in the UK

4. Check the picture on the page matches the person you’re seeing (in person
or via video)

Step 3:

1. Save a Pdf copy of the profile page on CoreHR and retain it for 2 years after
the employment ends.

2. Diarise the date that a repeat check is due and record details on Core,
including a review date for a repeat check.

3. Also retain copy of passport and BRP card (if the individual has a BRP card)
on CoreHR

4. Note any additional comments, such as work restrictions on CoreHR

Please nofte: If you are not using CoreHR, please contact P&OD team for aavice on
how to record and track visa information and expiries.

4. Examples of Online Right to Work Documents

Document uncontrolled when printed.
See HR Web pages for latest version.



https://www.gov.uk/view-right-to-work

[ofa] University

2 of Glasgow

Online
Check
Example:
EU
Settlement
Scheme -
Pre-settled
Status

Document uncontrolled when printed.
See HR Web pages for latest version.

| ﬁ. Home Office

They can work in the UK until & December 2024,

Detalls

They can wark in any job.

Legal basis of status
This leave is issued in accordance with the EU exit separation agreements

For EU citizens, and the family members of EL citizens or of UK citizens,
this is the Withdrawal Agreement. For EEA European Free Trade
Assaciation (EFTA) citicens. and the family members of EEA EFTA citizens,
this is the EEA EFTA Separation Agresment. For Swiss citizens. and

the family members of Swiss citizens, this is the Swiss Citizens’ Rights

Agreament
If you employ this person
youemploy this pe Details of check
To avoid a penalty. yvou must
Company name
[[] eheck thatthis looks like the person you meet face taface Giasgove Linkoarslty
-
>
keep 8 secure copy of this online check (either electronically or in hard Date of check
copy). for the duration of the employment and for two years after 2 July 2021

Referancd number

Wou must do the check again on & December 2024,

Read the employers’ code of practice to find out more about right to work
chacks

Provides an expiry
date of p%nission

r
Youmust check their right to WW C
onfirms what

type of role they
can worE in

T’

Reminds you to check
that this looks like the
person you meet face
to face and to keep a
copy of this check

Tells you when to repeat
the check: A follow-up
check must be carried
out again prior to 6
December 2024
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VIA VERITAS VITA

| g Home Office

_-111\‘ el S]-t‘ir They can waork in the UK,

of Glasgow owas
They can work in sny job. There i ne limit on how long they can stay in the -
Confirms no
Legal bsis of status limit on how
This leawe is issued in accordance with the EU eait separation agreements

) _ _ long they can
Far EU citizens, and the family members of EU citizens or of UK citizens, .
this s the Withdrawal Agreement. For EEA European Free Trade Stay in the UK

Association (EFTA) citizens, and the family members of EEA EFTA citizens,
thes is the EEA EFTA Separatian Agresment. For Swiss citizens. and
tha family membaers of Swiss citizens, this is the Swiss Citizens’ Rights

L J

Agreement.
S e tt I e d If you employ this person Dutails of check
To avosd a ponally, you must:
Comipary namae
D check this laoks like the person you meet face ta face University of Glasgaw

S ta t I I S l:l keep a secure copy of this online check (either electronically or in hard Date of chsek
copy). for the duration of the employment and for 2 years after 26 July 2021 CDnﬁrmS no
¥ou don't need ta do the check again e r’epeat Check iS
|
required

L 2

Read the employers” code of practice to find eut mere aboul right to work
checks,
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| ﬁ, Home Office

Universit

They can work in the UK until 9 August 2022,

Details

of Glasgo

They can work:

up 1o 20 hours & week during term time T
full-thme during the holidays s

Thay must share proof of their term dates with their employer. C‘Onfi rms Visa

Thay can also work on a placement which is part of the course thelr stugent visa ks based on, The work placement

mast be | work
S t u d e nt L restrictions

assessed as part of their course

Read more about wolunteering, working for a student union and other types of work.,,

Conditions __—" on hours and

V|Sa ey camt types of

work as an enbertainer e

work &5 a professional spartsperson or coach rOIES.

fo rm e rI y mun 3 business of be self-employed - unless they have applied for a start-up visa Remi nds to

obtain term

] |
| I e r 4 VI S a W you smploy this parsan Details of check dates.
To awdid a penally, you must:
Compary name

l:l check this looks like the person you meet face to face Glusgow Usnivarsity

D keep a secure copy of this online check (either electronically or in hard Date of check
copy). for the duration of the employment and for 2 years after B July 2021

l:l get and keep details of their academic term and vacation times R —

D do this check again when their visa expires on 9 August 2022 [ ]

Fead the employers’ code of practice to find out mode about right to work
chechs,
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| § Home Office

They have permission to work in the UK fram 1 April 2021, They can work in Sta I-t a nd

the UK until 14 April 2023
end date of
permission

of Glasgov

Details

O theeir current visa, they must work for their sponsor while they are in the
LK

They can also work part-time (up to 20 hours aweek) in another jobif it is
ane of the fallowing:

¢ thesame rede as their current job D'Eta“S Df Vl sS4

*  onthe shortage occupation list > work

[ ]
S k I I | e d Any part-time work must be outside the hours they work for their sponsor. L.
These conditions are the standard requirements for their visa. rEStr“:tl ons
]
If loy this perso -
WO rke r VI S a youempioy pérson Details of check

Tao avoid a penalty, you must:

Company name

fO rm e rI y I:I check this looks like the person you meet tace to face University of Glasgow
I:' Date of check

keep a secure copy of this online check (either electranically or in hard
copy), for the duration of the employment and for 2 years after 30 june 30

]
D do this check again when their permission to be in the UK expires on 14
April 2023 Reference number
]
Read the employers’ code of practice te find out more about right to work
checks,
[ ]
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