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Right to Work Policy
Policy Statement
Ductform HFE will conduct right to work checks on all prospective employees before employment commences, all in accordance with UK immigration legislation. 
Employment offers are conditional upon satisfactory evidence of the individual’s legal right to work in the United Kingdom.  
This policy applies equally to all applicants regardless of nationality, race, or ethnicity.

Required Checks Before Employment Starts
1. Obtain Original Evidence
The employee must provide acceptable proof of their right to work.
Examples include:
· British or Irish passport 
· UK birth/adoption certificate plus National Insurance evidence 
· Biometric Residence Permit/Card 
· Immigration status share code 
· Visa documentation 
For online checks, obtain:
· Share code 
· Date of birth 
Use the official UK government service:
UK Right to Work Checking Service

2. Verify Documents or Online Status
We shall endeavour to ensure:
· Documents appear genuine 
· Photos match the individual 
· Names and dates are consistent 
· Work restrictions are understood 
· Permission has not expired 

For online checks, we shall:
· Confirm the online profile photo matches the employee 
· Confirm the type of work allowed 

3. Keep Secure Records
Retain:
· Copies of documents checked 
· Date the check was completed 
· Online check confirmation page where applicable 
We shall store records securely for:
· Duration of employment 
· Plus 2 years after employment ends 

4. Conduct Follow-Up Checks Where Required
For employees with time-limited permission:
· Record visa expiry dates 
· Schedule repeat checks before expiry 
We shall not permit continued employment if the right to work expires and no extension is evidenced.






5. Prevent Discrimination
Managers and recruiters must:
· Apply checks consistently to all candidates 
· Avoid assumptions based upon nationality or accent 
· Not request unnecessary documents 
Guidance:
UK Government Employer Right to Work Guidance



Consequences of Non-Compliance
Failure to carry out compliant checks may result in:
· Civil penalties 
· Criminal liability in serious cases 
· Reputational damage 
· Loss of sponsor licence (if applicable) 





Signed:__________________________________
Name: __________________________________
Title:    __________________________________
Date:   __________________________________
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