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If you're hiring someone
new, before they start,
you heed to make sure
that they have the legal
right to work in the UK.

A quick check at the right time can save you from fines,
tribunals and major disruption later on.

Here's our step-by-step guide to conducting lawful
right-to-work checks.

The 3 ways to check right to work

The law gives you three different ways to check someone’s right to work.
Which one you use depends on the person you're hiring:

e For most people, a manual document check is still the standard
option.

¢ If they're a British or Irish citizen with a valid passport, you can
choose to use a Digital Verification Service instead.

e If they have a digital immigration status (eVisa), you'll need to use
the Home Office's online service with a share code.

Each method has its own steps, but whichever you choose, you must
follow it exactly to protect your business from liability.

1. Manual document check

This is your hands-on approach Look carefully at:
—3 and it has to be done properly to
count. You heed to: e The photo and date of birth: do they match
the person in front of you?
- e Obtain original documents from e Expiry dates: has the document or visa run
the person, choosing from the out?
government's List A (permanent e Work restrictions: are there limits on the type
_— right to work) or List B (time- of work or hours?
/§ ’ limited right to work). e Name differences: if names don't match
= across documents, ask for evidence (e.g., a
d e Check that the documents are marriage certificate) and keep a copy of this
genuine and belong to the supporting document
person. This must be done in
e their presence, either face-to- e Copy and keep the documents in a format
E—_ face or over a live video call, that can't be altered (e.g., PDF or JPEG). Record
while you hold the originals. the date of the check clearly. Keep the copy

securely for the whole period of employment
plus two years, then destroy it safely.
















