For all RTW checks: please complete all sides of this form and save as one file with scanned RTW documents.

Interim Right to Work Checklist - Only to be used during Covid-19-related remote working period
	Name of person:
	     

	Type of check:
	 Initial check for new employee/worker – required before work starts       
 Follow-up check for existing employee/worker – required before permission to work expires (under List B - Group 1 or 2)

	Date of check:
	     
	

	Time of check*:
	     
	*Please note that the time of check and work start time are only required when RTW check is conducted at the start of the first day of work

	Work start time*:
	     
	

	RTW Checker name:
	     


	Normally in person RTW checks of original documents must be undertaken however during the Covid-19-related remote working period checks should be undertaken as follows where it is not reasonably practicable to undertake a standard in-person check with the employee/worker

	For all UK nationals, EEA nationals without EU Settlement Scheme (Pre-settled / Settled) Status, or non-EEA nationals with Indefinite Leave to Remain endorsed in a current passport
· The individual should email a good quality scanned copy of their RTW ID documents to their department. 

· The department should verify that the photo and name/details match the individual and confirm this using the Interim RTW checklist prior to the proposed start date. 

· As soon as on-campus activity resumes, the individual should provide their original evidence documents in person for a follow-up check

	For EEA nationals and non-EEA dependents of EEA nationals with EU Settlement Scheme (Pre-settled / Settled) Status
· Please contact the HR Compliance team so that they can undertake an Online RTW Check.
· The individual will also be asked to email a good quality scanned copy of their RTW ID documents 

· The HR Compliance team will contact the department to ask that they verify that the photo from the resulting online check matches the individual, complete a RTW Checklist and save to e-file


	For non-EEA nationals with time-limited visas who hold a valid Biometric Residence Permit/Card 

· The HR Compliance team will continue to undertake their RTW checks but will exclusively use Online RTW Check service rather than conducting in-person checks. 

· The individual will also be asked to email a good quality scanned copy of their RTW ID documents

· The HR Compliance team will contact the department to ask that they verify that the photo from the resulting online check matches the individual, complete a RTW Checklist and save to e-file


	For non-EEA nationals who have a pending visa application, or have had their leave ‘automatically’ extended by UK Visa & Immigration due to Covid-19 amendments to immigration rules
· The HR Compliance team will continue to undertake a RTW check using the Home Office Employers Checking Service to obtain a Positive Verification Notice which would permit the individual to start/continue work.  




	Step 1 Obtain RTW evidence

	You must obtain evidence of documents from the options on either List A or List B (Group 1 or 2)  
The full list of documents can be found on the HR website 

	List A (Continuous permission – no follow-up check required)

	A British/UK passport (or a person named in the passport as the child of the holder, is a British citizen or a citizen of the UK and Colonies having the right of abode in the UK)



	A European Economic Area (EEA) or Swiss passport or national identity card 


	A Home Office Registration Certificate or Document Certifying Permanent Residence issued to a national of an EEA country or Switzerland.


	A Home Office Permanent Residence Card, to the family member of a national of an EEA country or Switzerland.


	A current Biometric Residence Permit (BRP) card or current Passport with endorsement that indicates the holder has UK indefinite leave to remain / settlement / right of abode / no time limit


	A current Home Office Immigration Status Document issued to the holder with an endorsement indicating they are allowed to stay indefinitely in the UK or have no time limit on their stay, together with an official document giving the permanent National Insurance number and name issued by a Government agency or a previous employer. 


	A (‘short’ or ‘long’) UK birth or adoption certificate which includes the name(s) of at least one of the holder’s parents or adoptive parents, together with an official document evidencing National Insurance number and their name issued by a Government agency or previous employer.


	A certificate of registration or naturalisation as a British citizen, together with an official document giving the permanent National Insurance number and name issued by a Government agency or a previous employer.

	List B (Group 1) (Time-limited permission – follow-up check required before expiry date)

	A current Biometric Residence Permit (BRP) card or 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. 


	A current Home Office UK Residence Card (including an Accession or Derivative Residence Card) issued to a non-EEA national who is a family member of a national of an EEA country or Switzerland or who has a derivative right of residence.


	A current Home Office Immigration Status Document containing a photograph to the holder with a valid endorsement indicating that the holder is allowed to do the type of work in question, together with an official document giving the permanent National Insurance number and name issued by a Government agency or a previous employer.

	List B (Group 2) (Time-limited permission – follow-up check required 6 months from Positive Verification Notice)

	A Home Office Certificate of Application to a family member of a national of an EEA country or Switzerland stating that the holder is permitted to take employment which is less than 6 months old together with a Home Office Employer Checking Service Positive Verification Notice.


	A Home Office Application Registration Card stating that the holder is permitted to take the employment in question, together with a Home Office Employer Checking Service Positive Verification Notice.



	A Home Office Employer Checking Service Positive Verification Notice to the employer or prospective employer, which indicates that the named person is permitted to do the work in question.



	Step 2 Check RTW evidence

	For all checks, you must check and confirm the document(s) provided appear to be genuine and belong to the holder i.e.

	· Photographs and date of birth are consistent across document(s) and/or Online RTW Check result
· Photographs on the document(s) and/or Online RTW check result are of the individual on the basis that
· RTW Checker has previously met the individual e.g. at interview or for an existing employee; or
· Where this cannot be confirmed, by video call / Skype, etc
· Reasons for any different names across documents are explained and evidenced (e.g. marriage certificate, divorce decree, deed poll)
	


	Step 3 Copy and retain RTW evidence

	You must request and retain clear, good quality copies / scans of each RTW ID document in a format which cannot later be altered. 
Passports: any page with the document expiry date, nationality, date of birth, signature, leave expiry date, biometric details and photograph, and any page containing information indicating the holder has an entitlement to enter or remain in the UK and undertake the work in question.
All other documents: the document in full, including both sides of a Biometric Residence Permit card. 
Please use the completed RTW Checklist as a header, attach with the document scans, and saved as one Pdf



	Time-limited permission, work restrictions and other evidence required

	And for individuals with time-limited permission to be in UK:

· Expiry date is in the future and date for follow-up check is diarised

· Any work restrictions allow the individual to work for you and do the type and hours of work you are offering

	

	And for all Tier 4 (General) students: 

1. Completed Tier 4 student work form and;
2. Where the term dates are not stated on the Tier 4 student work form; Evidence of term and holiday dates (ideally for full duration of student’s study programme - however if the evidence covers a lesser period, additional evidence will be needed for employment to continue past the expiry date) or;
3. Evidence of completion and/or award of the study programme – and their term-time work hour restriction therefore no longer applying whilst their Tier 4 leave is valid

	

	And for Tier 2 or 5 staff sponsored by Imperial College London
· Evidence of UK Entry date (stamp in passport / flight booking evidence) whilst Entry Vignette valid

	

	And for Tier 2 or 5 staff undertaking ‘supplementary’ work (may be sponsored by College/Other employer):

· Certificate of Sponsorship, and Job description and Contract (confirming the normal working hours) for their sponsored employment – to be checked by HR Compliance team

	


	Please be aware of when evidence is valid until, when a follow-up check is required, and complete below:   

	Type of RTW evidence
	Right to work permission validity
	Follow up RTW check requirement
	Date follow up required

	List A
	Continuous for duration of employment

	Not required
	N/A

	List B: (Group 1)
	Time-limited until visa expires

	Before visa expiry date
	     

	Tier 4 term and holiday date evidence
	Time-limited whilst term-date and holiday period evidence is current 
	Where term-date evidence expires before Tier 4 visa expiry date
	     

	List B: (Group 2)
	Time-limited until Positive Verification Notice (6 month) expiry date

	Before Verification Notice expiry date
	     

	Remote-work follow-up check requirement due to Covid-19 interim process
	As per the RTW document evidenced and verified remotely (from List A / List B)
	As soon on-campus activity resumes, the original RTW documents to be provided/re-checked
	As per College guidance

	If you are unsure of any documents please check with HR Compliance before permitting work to commence 
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