[Insert Company Logo Here]				Right to Work Check Record  |  Confidential once completed
[COMPANY NAME] –  HR FORM
RIGHT TO WORK CHECK RECORD
A step-by-step record that you checked someone’s right to work in the UK correctly, before they started, so you have a legal defence (a “statutory excuse”).
	Reference
	Version
	Date issued
	Review date

	ARB-HR-004
	1.0
	[DD/MM/YYYY]
	[DD/MM/YYYY]



	At a glance

	What it is for
	Recording a right to work check, the evidence you kept, and any follow-up checks that are due.

	Who fills it in
	The owner or the person trained to do right to work checks. The person being checked signs Section 6.

	When
	Before the person starts any work. Again before any time-limited permission runs out.

	Time needed
	About 15–20 minutes for a manual check. About 10 minutes for an online or IDSP check.

	You will need
	The person, in person or on a live video call. Their original documents, their share code and date of birth, or an IDSP check result. A scanner or phone to make copies that cannot be changed later (for example PDF).

	Where it goes
	A secure right to work file (paper or digital). Keep this record and the copies for the whole of the work relationship plus 2 years, then destroy them securely.



	Guidance for the business owner – remove before issue
Replace everything in [red] and delete this box before use. Keep one completed form for every person you check.
Legal points (checked 23/09/2026).
1. You get a statutory excuse against a civil penalty only if you do the check correctly before the work starts, and keep the evidence. The penalty is up to £60,000 per illegal worker.
1. From 1 October 2026 the illegal working rules extend beyond employees to many workers, self-employed contractors and subcontractors, including people supplied through a chain (Border Security, Asylum and Immigration Act 2025). Use this form for them too, and see the Subcontractor Agreement (ARB-HR-007) clause 8.
1. There are three types of check: a manual check of original documents; a digital identity check using a certified Identity Service Provider (IDSP), for British and Irish citizens with a valid passport or Irish passport card; and a Home Office online check using a share code, for people with an eVisa or other online immigration status. If a person has a pending application or appeal, or cannot show documents, use the Home Office Employer Checking Service.
1. Biometric Residence Permits (BRPs) have been replaced by eVisas. For eVisa holders you must use the online check with a share code: do not accept a BRP, a screenshot or a printout instead.
1. Keep copies for the length of the work plus 2 years. Diarise follow-up checks for anyone with time-limited permission.
Sources: GOV.UK “Right to work checks: an employer’s guide” (current published version 26 June 2025; a draft updated guide dated 11 September 2026 covers the October 2026 extension), the Home Office code of practice on preventing illegal working, and GOV.UK “Check a job applicant’s right to work: use their share code”. Check the version in force on the day you do the check, especially after 1 October 2026, and use the full document lists in the guide. The lists in Section 3 are a summary.
Avoid discrimination. Check everyone you take on in the same way, whatever their accent, appearance or nationality. Do not assume someone is British or ask only some people. Do not refuse someone simply because their permission is time-limited. The Home Office code of practice on avoiding unlawful discrimination explains this.
This form records the check, not an opinion. Record only what the documents or the online check show. If you are unsure, use the Employer Checking Service or the Home Office employer helpline rather than making your own judgement about someone’s immigration status.



How to use this form
	1
	Fill in Section 1, then use the table in Section 2 to pick the right type of check.

	2
	Complete only the section for the check you used: Section 3 (manual) or Section 4 (online, IDSP or Employer Checking Service).

	3
	Record the result and any follow-up date in Section 5. Put the follow-up date in your diary straight away.

	4
	Both sign Section 6. File this form and the copies securely.



 1    About the person and the check
Section 1 of 6  ·  About 3 minutes  ·  Person doing the check

	Full name
	
	Role / job
	

	Date of birth
	
	Work start date
	

	Checked by
	
	Date of check
	



This person is a…
	☐  Employee
	☐  Worker (for example casual or agency)

	☐  Self-employed subcontractor
	☐  Worker supplied by a subcontractor

	☐  Other: [describe]
	



How the check was done
	☐  In person, with the original documents

	☐  Live video call, with the original documents already in my possession

	☐  Online or IDSP check, with a live video or in-person photo match



	What this means for you
We keep this record for your whole time working with us, plus 2 years, then destroy it securely. We use it only to show we have checked your right to work, and we keep it secure with access limited to the people who need it. See our Privacy Notice [ref]. If you would like help with the online service, or someone to go through this with you, just ask.



 2    Choose the right check
Section 2 of 6  ·  About 2 minutes  ·  Person doing the check

	If the person has…
	Use this check
	Go to

	A valid (in date) British or Irish passport, or Irish passport card
	IDSP digital check or manual check
	Section 4B or 3

	An expired British or Irish passport, or no passport but a UK birth or adoption certificate and an official document with their National Insurance number
	Manual check
	Section 3

	An eVisa or other online immigration status (including EU Settlement Scheme status)
	Home Office online check with a share code. Manual checks are not allowed.
	Section 4A

	A pending application or appeal, an Application Registration Card, or they cannot show acceptable documents or a share code for another reason
	Employer Checking Service
	Section 4C



 3    Manual document check
Section 3 of 6  ·  About 15 minutes  ·  Person doing the check

Follow the Home Office steps: obtain, check, copy, and record the date.
Step 1 – Obtain the original documents
Tick the documents you were shown. This is a summary: check the full lists in the current Home Office guide.
	✓
	Document seen
	Notes

	List A – no follow-up check needed

	☐
	British passport (current or expired) showing the holder is a British citizen, or a citizen of the UK and Colonies with the right of abode
	

	☐
	Irish passport or Irish passport card (current or expired)
	

	☐
	Full birth or adoption certificate issued in the UK, Channel Islands, Isle of Man or Ireland, plus an official document showing a permanent National Insurance number and name (for example from HMRC, DWP or a previous employer)
	

	☐
	Certificate of registration or naturalisation as a British citizen, plus an official document showing a permanent National Insurance number and name
	

	☐
	Other List A document from the Home Office guide: [name the document]
	

	List B Group 1 – follow-up check needed before the permission runs out

	☐
	Current passport endorsed to show the holder is allowed to stay in the UK and do the type of work in question
	

	☐
	Other List B Group 1 document from the Home Office guide: [name the document and the expiry date]
	

	List B Group 2 – follow-up check needed 6 months after the Positive Verification Notice

	☐
	A document listed in List B Group 2, together with a Positive Verification Notice from the Employer Checking Service: [name the document]
	



Step 2 – Check the documents
Check the documents while the person is with you, in person or on a live video call. You must have the original documents with you.
	✓
	Checked
	Notes

	☐
	The photographs match the person’s appearance
	

	☐
	The dates of birth are the same on all documents and match the person’s appearance
	

	☐
	Any expiry dates have not passed (expired British and Irish passports are acceptable)
	

	☐
	Any endorsements show the person is allowed to do this type of work, and any restrictions are noted
	

	☐
	The documents look genuine, have not been tampered with and belong to this person
	

	☐
	If names differ between documents, a supporting document explains why (for example a marriage certificate, divorce decree or deed poll), and it has been copied too
	



Step 3 – Copy the documents
	✓
	Copied
	Notes

	☐
	Copies made in a format that cannot be changed later (for example a scan saved as PDF, or a photocopy)
	

	☐
	Passports: every page showing the expiry date, nationality, date of birth, signature, photograph, and any page showing permission to work
	

	☐
	All other documents: a full copy of each one, front and back
	



Step 4 – Record the date
	Date the check was made
	

	Date written on or saved with the copies
	



	Tip
Write “Right to work check carried out on [date] by [name]” on the copy, or add it to the file name, for example “Smith J – RTW – 03-11-2026.pdf”.



 4    Online, IDSP or Employer Checking Service check
Section 4 of 6  ·  About 10 minutes  ·  Person doing the check

4A – Home Office online check (share code)
	✓
	What to do
	Notes

	☐
	Person gave you their right to work share code (they get it from the GOV.UK “Prove your right to work” service)
	

	☐
	Checked on the GOV.UK “Check a job applicant’s right to work” service, using the share code and their date of birth
	

	☐
	Photo on the online profile matches the person (in person or on a live video call)
	

	☐
	Any conditions noted, for example limits on hours or type of work
	

	☐
	Copy of the profile page saved (download or print the PDF) and stored securely
	



	Share code used
	
	Permission expires (if shown)
	



4B – Digital identity check using an IDSP (British and Irish citizens)
	✓
	What to do
	Notes

	☐
	Certified Identity Service Provider used, and the person has a valid British or Irish passport or Irish passport card
	

	☐
	IDSP result received, and it shows the identity check was completed to the required level
	

	☐
	Photo and details on the IDSP result match the person (in person or on a live video call)
	

	☐
	Copy of the IDSP result saved and stored securely
	



	IDSP provider
	
	IDSP reference
	



4C – Employer Checking Service
	✓
	What to do
	Notes

	☐
	Request made to the Home Office Employer Checking Service, with the person’s details and the reason
	

	☐
	Positive Verification Notice (PVN) received before the work started
	

	☐
	Copy of the PVN saved and stored securely
	

	☐
	Follow-up check date set for 6 months after the PVN date, or earlier if the notice says so
	



	ECS request date
	
	PVN date and reference
	



 5    Result and follow-up checks
Section 5 of 6  ·  About 2 minutes  ·  Person doing the check

Record what the check showed. Do not add your own view about the person’s immigration status.
Result of the check
	☐  Check shows the right to work with no time limit (for example a List A document, or an online check with no end date). No follow-up needed.

	☐  Check shows a time-limited right to work. Follow-up check due before: [date]

	☐  Check shows conditions or restrictions. Copy the wording here or attach it: [wording]

	☐  Check did not confirm the right to work. The person must not start work. Contact the Employer Checking Service or the Home Office employer helpline for advice.



Follow-up check diary
Do the follow-up check before the date the permission ends. Use the same steps as the first check and file a new copy each time.
	Follow-up due by
	Reason (for example permission expires, PVN 6 months)
	Check type used
	Done on
	Result
	By

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



	If a follow-up check is due
Remind the person in good time, ideally a month before. Tell them what you need and when. If they have applied to extend their permission before it runs out, use the Employer Checking Service to confirm this.



 6    Sign-off
Section 6 of 6  ·  About 2 minutes  ·  Person checked and person doing the check

Person checked: these documents or this online status are mine and genuine. I will report any change. Checked by: I did this check as recorded, before work started.
	
	Person checked
	Checked by

	Name
	
	

	Signature
	
	

	Date
	
	



Related documents
	Reference
	Document

	ARB-HR-001
	Contract of Employment

	ARB-HR-005
	Employee Onboarding Checklist

	ARB-HR-007
	Subcontractor Agreement (clause 8 and Schedule 1)

	ARB-HR-008
	Subcontractor Onboarding Checklist

	[ref]
	Privacy Notice and Data Retention Schedule



Document control
	Document
	Right to Work Check Record (ARB-HR-004)

	Owner
	Company Director

	Approved by
	[Name, role]

	Status
	Controlled template – Live once approved

	Review
	At least every 12 months, and sooner if the law, guidance or the way you work changes



	Ver.
	Date
	Author
	Summary of changes

	1.0
	23/09/2026
	Arborella Consultancy Ltd
	Initial release
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