[INSERT LOGO HERE]
[Date]
Letter 
[Employee’s Name]
[Employee’s Address]
[Postcode]
Dear [Employee’s Name],
Request for Evidence of Right to Work in the UK
To ensure compliance with UK immigration regulations, our organisation requires all prospective employees to provide evidence of their right to work in the UK.

Please note that the employment offer extended to you on [Insert date here] is conditional upon verification of your right to work status.

We kindly request that you provide this confirmation at your earliest convenience by either of the following methods:

· Sending us a share code via the Home Office 'Prove your right to work to an employer' online service.
· Providing the necessary original documents listed below.

If using the online service, please enter [insert email address of HR [contact/department manager] when prompted for employer details. 

This will ensure the share code is sent directly to us.

Required Documents

List A: Documents Showing Indefinite Right to Work in the UK

· Current or expired passport showing British citizenship or UK and Colonies citizenship with right of abode (clipped passports not accepted).

· Current or expired passport or passport card showing nationality of the Republic of Ireland (clipped passports not accepted).

· Document from Jersey, Guernsey, or Isle of Man verified by the Home Office Employer Checking Service showing unlimited leave under Appendix EU.

· Current passport endorsed to show exemption from immigration control or indefinite stay in the UK.

· Current immigration status document with endorsement of indefinite stay, accompanied by official document with name and permanent national insurance number.
· Birth or adoption certificate issued in the UK, Channel Islands, Isle of Man, or Ireland.

· Certificate of registration or naturalisation as a British citizen.

List B: Documents Showing Time-Limited Right to Work in the UK

Group 1:
· Current passport endorsed to show permission to stay and work in the UK.

· Document from Jersey, Guernsey, or Isle of Man verified by the Home

· Office Employer Checking Service showing limited leave under Appendix EU.

· Current immigration status document with photo and valid endorsement, accompanied by official document with name and permanent national insurance number.

Group 2:
· Document from Home Office showing application under Appendix EU made on or before 30 June 2021.

· Non-digital certificate of application under Appendix EU made on or after 1 July 2021.

· Document from Jersey, Guernsey, or Isle of Man showing application under Appendix EU.

· Application registration card from Home Office stating permission to work.

· Evidence of outstanding application, appeal, or administrative review with the Home Office.

· Other information indicating long-term residency in the UK prior to 1988.

If you can only provide Group 2 documentation, your employment is conditional upon our organisation obtaining a Positive Verification Notice from the Home Office Employer Checking Service. 

This will permit you to work for six months while your application, appeal, or review is being considered.

If you do not have permanent right to work, you must provide ongoing evidence of your right to live and work in the UK before your initial documentation expires. 

Alternatively, we must obtain a further Positive Verification Notice.

Digital Identity Checking Service (Optional)

If you possess a valid British or Irish passport or Irish identity card and are unable to present the original document in person, we may use our Identification Document Validation Technology (IDVT) service provider, [Provider Name], to verify your identity digitally. 

You will be required to share your document with the provider for verification. 

We will obtain your explicit permission to share the necessary personal data for this process.

Failure to Provide Evidence

Failure to provide satisfactory evidence of your right to work may result in the withdrawal of your conditional offer of employment or termination of your employment.

Data Protection

All documents and personal data obtained during this process, including data related to racial or ethnic origin, will be handled in accordance with our data protection policy and our policy on processing special categories of personal data.

Yours sincerely,

[Name]
[Job Title]
[Company]

