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Youth Start Limited is cong nitt , nmi ) .3 weand preventing illegal

working. This Right to fé ?-.,} \ . ndldates placed with employers
(AT D

have the legal right to ¢

Nationality Act 2006 and's

This pollcy:’sets out our procedures for co ) .‘ 1e documents we accept
as ew&é‘hce ofjnght to’ﬂ how we verify ork d ation, and our

respo R|b|l|t|es un T igration law.
W\

This polh':g/applie to’llcl' i - : art Limited, all
employers who ‘s" 2 candida involved in

activities

e Allright to work checks conducted by Youth Start Limited or supervised by Youth Start on
behalf of employers



This policy does not apply to:

e Volunteers who are not engaged in paid employment

e Self-employed contractors (although employers may choose to conduct right to work
checks on contractors)

° IndiviWaced through Youth Start Limited -

L
.

Legal Framew@ .

Right to work checks er the following legislatién’: v

Immigration, Asylum a
Employers must conduct
against civil penalties fore

Yuls. ! S ; s
Immigration Act 2014 and In

Immigration (Restrictions :
This Order sets out the

UK Visas and Immigra
The Home Office publishe
regularly to reflect change

Youth Start’s Role

Youth Sj,a‘rthlted superwses and suppo “f.h work checks on

We conductinitia 0 WOrk g ed with employers,

« N )
We provide guidanc 3¢ 1t to work checks, to

ensure compliance w

We maintain records o’all.’rig ) ks co du ncluding copies of right to work
documentation, verification dates, an@ /-up'ehec Mhere required).

Compliance Monitoring: -
We monitor employer compliance with rig f»,-‘,‘ M quirements and provide advice where
employers need additional support. o



Important Note:

While Youth Start conducts initial right to work checks and supervises employer compliance, the
legal responsibility for conducting right to work checks rests with the employer who engages the
candidate. Employers must conduct their own checks and maintain their own records to establish
a statutory excuse against civil penalties.

Right to Work

Individuals in the Un

British Citizens:
British citizens have an
passport or birth certificaté

..' \'h .
to onl ?ﬁihé United Kingdom. They can provide a British
‘n;? .ﬂg‘% nsurance number) as proof of right to work.

Irish Citizens:
Irish citizens have an unrest

Area agreement. They ca ‘"'

Settled Status (Indefin !j“ g
Individuals with settled ‘5’# us-t r
an unrestricted right tow _’- y can provide a share code from the Home
Office online service o i' iomEtric re onf of right to work.

Pre-Settled Status:
Individuals with pre-settle ,; ul _
work in the United Klngdom S 1 /must p u a share code from the Home

Office online service as proof ight.to ] .@L" uired before the status
expires.

WorkWsﬂSl;lled W0|;ker Temporary StV W R
Indw%uals with a wo. ng{ sa have a time-li > Unite Kingdom, subject to
condi Qns specified je'fro

in théirwsa They mu me Office online
service ora biomee3| dence permit as 3cks are required

before the visa exp

.
v

Student Visa: |
Individuals with a stidentV
‘\l \

to 20 hours per week'dulFi
code from the Home Offi¢

gdom (usually limited
\ust provide a share
f'as proof of right to work.

o

No Right to Work: ' L
Individuals who do not have the eg
visas, asylum seekers (unless they have beef g

have overstayed their visa. These individuals cannc

e dom include those with visitor
ission to work), and individuals who
placed in employment.




Acceptable Right to Work Documents
The following documents are acceptable as proof of right to work in the United Kingdom:

List ADocuments (Unrestricted Right to Work)
List Adocuments provide evidence of an unrestricted right to work in the United Kingdom. No
follow-up ched

British Passport !
A current or expire@ showing the holder is a British citize s the right of abode
in the United Kingdo 2 / - s 98
Irish Passport or Pass & :\"‘
A current or expired Irish 1 passpa card'showmg the holefer is an Irish citizen.
# 4} £
Current Biometric Reside “' ‘. .s

A current BRP showing the ho 2 to remain or n@ ti e limit on their stay in the

United Kingdom.

N N '.'i,; )
Current Immigration Stai
A current document iss -':, Oy,
no time limit on their stayt: | »
otk
Certificate of Registrat
A certificate of registra fiufi

4
showing the holder’s Nat x”'

itizen, together with an official document
as a P45, P60, or payslip).

' d

‘
Birth or Adoption Certificati fer
A birth or adoption certificate iss#

&5 herwith an official document
showing the holder’s National Insural

or payslip).
A/

List B Dogyments (Time- Limited ng
List Bdocum t§p ‘gg'ewdence ofati
chec are requweq% e the right to wo
Share Code fromHo e ‘0')_ e Online Se
A share code obtained-f .f’;ib‘ Home Off
C A S AN
which allows employ@érsitoview'the holde
' Ny 8O Y

method for individ ‘: With pre-se
s \..‘ '

te o d ngdom Follow-up

-right-to-work),
S the most common

Current Biometric |

A current BRP sho%ﬁg hited Kingdom.

Current Immlgratlo atys C * AL A e
A current document issued by the F i oW holder has time-limited leave to
remain in the United Kingdom.

Current Passport with Visa or Entry Stam » & ‘
A current passport endorsed with a visa o SNty s b showing the holder has time-limited leave
to remain in the United Kingdom.




Right to Work Check Procedures
Youth Start conducts right to work checks using the following procedures:

Step 1: Request Right to Work Documentation

Initial Reque
We request rig
interviews or assé

ntation from all candidates at the appli ge, before any

«3
.
.
.
.

Information Provid
We explain to candid@
acceptable, and how

K Y ~ .
d to conduct right to work checks, tdocuments are

Candidate Cooperation:

application.

Step 2: Verify Docurjehnt: -'

Manual Verification:
For candidates who pro
conduct manual verific

as passports or birth certificates), we
ntin the presence of the candidate (in

with - Checking that the photogi heicandidate - Checking that the

. . A . 5t 3
documentis valid and has not'expires ‘WE,',“’,} ecording the document
. v BN > AV BN
reference number, expiry date (if applicz ndate .

Digitalr\!gq‘fjc tion (Home Office Online

For candidates who r&fgbe a share code,
code and the candi@gte’  date of birth inta

to-work) 4Verifying'the candidate’s right ta
Recording the ver

vVW.gov.uk/view-right-
ons or conditions -
aving a copy of the

We verify the e'g_’,}- / -eheck 2hal ] h on the right to work
documentation matchthedniermationprovided in >atiol ere there are

discrepancies, we fequestade ' ha: e certificate or deed poll)
to explain the differende. '




Step 3: Copy and Store Documentation

Copying:
We make clear, legible copies of all right to work documentation, including: - The full page showing
the candidate’s photograph, name, and date of birth - The page showing the document expiry date
(if applicable) - The page showing any visa or immigration endorsement - The online verification

result (for shat

Storage: ’

We store copies o
password-protected

. )
mentation securely in our CRMsys
e. Access to right to work docume

4 , b i

hoCRM) and on a
nis restricted to

authorised staff membB LY g
, £ ’
Retention: 82 > 7 -
We retain copies of right to O ars after the cgﬁdida‘te’s placement ends,
in accordance with immigra er this period n cumentation is securely

deleted.

number (if applicable) - Ve , peofthe staff member who conducted the check -

. 4 ;?‘ ——. . . _
Expiry date of right to Yvor icl stricti gn‘dlt.lons on the right to work
Follow-up check required (yes? : "i‘?ﬂ’“?‘":'&

Verification Confirmation: =4
We provide written confirmation to the ca
they are-eligible for plac?,glent.

A,

~

2]
Follow-Up Requi »’-9'@‘3

For candidates ~_"‘f yrk visas, or student

We conduct follow-ufyshe ks Taghe rig yires (to allow time for the
candidate to renew their stz | FBlmmed| wereceive information that the

Follow-Up Procedure:
Follow-up checks follow the same procedul
updated documentation from the candidate, ve
documentation, and record the verification details.

checks (Steps 1-4 above). We request
e documentation, copy and store the



Expired Right to Work:

If a candidate’s right to work expires and they do not provide evidence of renewed status, we
immediately notify the employer and suspend the candidate’s placement until their right to work is
renewed. If the candidate cannot renew their right to work, the placement must be terminated.

Employer Re

.
.
sht to work checks and supervises e
ponsibilities: * ce %y
‘ .
A7 ¥ ~

While Youth Start G
employers have the

rcompliance,

Conduct Own Checks
Employers must conduct
establish a statutory excus
checks.

Maintain Own Records:
Employers must maintain:the

A
Conduct Follow-Up Chegl!
Employers must conduc
the right to work expires

Report Illegal Working: N LF A
Employers must report any:s ec rking to.the Home Office and to Youth Start
immediately. ’

Comply with Immigration Law: 0=

Employers must comply with all imrr

who dorggﬁh,axe the right to work in the U
~ - h

o

-

*
Youth Start’s

Youth Start providesithefoll 2'with right to work
requirements: " N Bt

. VoY WATR ARSLN
Guidance: LA N
We provide guidancg orcont

how to verify docu

Training:

Verification Assistance: .
We assist employers with verifying right to work.e mentation, including using the Home Office
online service.



Compliance Monitoring:
We monitor employer compliance with right to work requirements and provide advice where
employers need additional support.

Follow-Up Reminders:
We remind employers when follow-up checks are due for candidates with time-limited right to

L A

»
.
-
4 ..V.
£ Bt

or condltlap_s o‘n their right to work, including:
_‘: -" » ',/ ﬁ

o d

Restrictions anc
Some candidates may

Hours Restrictions:
Student visa holders are ust
during holidays. Employers

ed

Type of Work Restriction 1S3
Some visa holders are restfi ic
work for a specific spo
candidate’s visa.

Employer Restrictions: K
Some visa holders are re
holders). These candida "V

¢ employer (such as Skilled Worker visa
employers without applying for a new visa.

Some visa holders have no re . .\ annot claim benefits or access
certain public services. This doe not affe - ‘(7 itemployers should be aware of
this restrlctlon ), . ' '
Youth srart WM mform Qloyers of any re ‘ ons on ¢ f-f-"‘g‘ ate’s right to work
befor%he placeme B& ' R ‘

‘

od /ﬂ \\ _

Preventing DiSEHx

Right to work check8 i fouth Start and
‘ .

employers must:

_ ess of their nationality,
ethnicity, or appearance. Checki o be foreign nationals is

discriminatory and unlawful.

Accept All Valid Documents:
We must accept all documents that are vali
nationality orimmigration status.

nmigration law, regardless of the candidate’s



Do Not Make Assumptions:

We must not make assumptions about a candidate’s right to work based on their name, accent,
appearance, or nationality. All candidates must be given the opportunity to provide evidence of
their right to work.

Treat All Candidates Fairly:
We must trea
process.

ly and consistently throughout the right t

Le
.
.
.

Comply with Equ i
th the Equality Act 2010 and must

Right to work check
basis of protected ch

criminate on the

Suspected Illegal Wor

If Youth Start or an employets

Immediate Suspensior -,:‘?‘,
The candidate’s place %-’.}'r. )
\}

Investigation: '
Youth Start will investigat

Notification: : .
If illegal working is confirmed | emplo and the Home Office
immediately. : ‘ 3

Termination:

If illegal Working is confitmed, the candida “rustibeterminated immediately, and the
cand?&te must be.\i)lf 1ed in writing. L /D \
X Lp X

W\

Record Keeping:
All suspected illega

— A

T BB RN
N WA R
Nick Calin (contact@y®\ rt.c 04%95603) yonsiblefor overseeing right to work

checks, ensuring compliance witl y,smaintatl records ofrighttoworkdocumentation,
conducting follow-up checks, and providinggsidaneeto employers.

Recruitment Staff:
Recruitment staff are responsible for requestir o work documentation from candidates,
verifying documentation, copying and storing documentation, recording verification details, and
notifying the Data Protection Lead of any issues.



Employers:

Employers are responsible for conducting their own right to work checks, maintaining their own
records, conducting follow-up checks, reporting suspected illegal working, and complying with
immigration law.

Candidates:
Candidates a roviding valid right to work documentati
and the employ ork changes, and renewing their immi
expires. . -

g Youth Start

Record Keeping
We maintain records of a

e Candidate name and
e Type of document che
e Document referencel
e Verification date
e Name of staff mefr
e Expiry date of ri ;'
e Restrictions or

These records are retained for 2 years -placement nds in accordance with
immigration law requirements. : :

Chalﬁes to ThlﬁPﬂﬂq\/

, o V { 1 immigration law or
our recruitment practices. We wi ify re ' S of material

e Immigration Act 2014
e Immigration Act 2016

e Equality Act 2010
e UKVisas and Immigration Guidance (Home Office)




Contact Information
If you have questions about right to work checks or this policy, please contact:

Data Protection Lead:
Nick Calin

o
. ik
Registered Office: 3 k Road, Derby, DE24 8FB. & «, *

4 4

Website: www.gov.uk/p
Employer Helpline: 0300

VoY WA e an .
T RN R

\.



