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How to complete a right to work in the UK check in
NHS Jobs user guide

This guide gives you instructions for how to complete a right to work in the UK check in the
NHS Jobs service.
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Process flow diagram
This process flow diagram shows the integration between the NHS Jobs service and ESR

system for right to work check.

Completing preemployment checks

NHS Jobs

Integration

Key

Automatic proces

1. Employer checks and a
the applican® preemploymen
details.

A 4
2. Employer markg
all the applican®

checks as
satisfactory.

Information sent from NHS Jobs to ESR

1 Right to work in UK

1 Qualifications

1 Disclosure and Barring Service (DBS)

Information not sent from NHS Jobs to ESR:

1 Health Professionals Alert Notice (HPAN
1 Occupational health

Information not sent from NHS Jobs to ESR
and manual check needed in ESR:

1 Identity check

preemployment f= — — — — — — — — — — — — — — — — — — —

3. NHS Jobs
transfers the
information
to ESR
(1 hour).

———»

4. The applicant
record is updated.

5. Employer manually checks
applican® identity and updates|
their record
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Pre-employment checks
gi ves

This page

you

i nstruct i @me-semployment dnacks.

Important: You must have an applicant whod accepted a conditional job offer and
completed their pre-employment checks.

To access to the pre-employment checks, complete the following step:

1. Sel e c Pre-¢éntpleymént checksdé | i

131N Your feedback will help us to improve this service.

Dashboard

Showing tasks for

NHS BSA Training

Tasks by stage Listings by user

Ready to offer

Conditional offers

Pre-employment
checks

Contracts

5-ontrack 0, due 5

12 - on track 10, overdue 2

36 - on track 8, due 18, overdue 10

All users ~ |
Draft 33
I
Approvals
Published
[
Shortlisting
HE N
Interviews

32 - on track 2, due 26, overdue 4

35 - on track 13, due 15, overdue 7

17 - on track 3, due 14

5 - on track 0, due 2, overdue 3

27 - on track 4, due 3, overdue 20

You're viewing NHS BSA Training

Signed in as NHSBSA Training Sign Out

The new NHS Jobs website will be unavailable every Thursday from 7am to 8am while we make essential
service updates. Read more about why we are doing_this.

What you can do

Create a job listing

Search for a listing

Search for an applicant

Manage the account

Manage users
At risk applicants
Accredited logos

Key_performance indicators
(KPIs)

Supporting_ documents

Contract templates

Offer letter templates
Approval settings
Departments

Welsh listings

Help and information
The employer hub

» Contact your super users

Reporting

Run a report
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View checks or withdraw offer
This page gives you instructions forhowtovi ew t he a pgmploymentchebksorpr e
withdraw their offer.

Find the applicant and complete the following step:

1. Sel e c Viewtclheeks @ withdraw offer6 | i n k .

You're viewing NHS BSA Training  Change

Signed in as Liam M1 Sign Out

11 3V:N Your feedback will help us to improve this service.

The new NHS Jobs website will be unavailable every Thursday from 7am to 8am while we make essential
service updates. Read more about why we are doing this.

< Go back

NHS BSA Training
Pre-employment checks

Showing tasks for

All users ~

What
Applicant Job title Deadline Outstanding checks needs

doing next
Liam MA Training and Support 01 Jun 2021 e e i Zf'r‘]i‘:kS or
AR-201222- Manager NHS Jobs g Wit
00001 T2020-20-0462 W

You can view the applicant or job details by selecting the relevant link.

Copyright: © NHS Jobs



Conditional offer accepted
This page gives you instructions for how to confirmifyouwant t o compl ete the a
pre-employment checks or withdraw their offer.

Important: 1 f you withdraw the applicantés job offer,

To compl et e t h eemplgympdnticlreeks dr withdraw their offer, complete the
following step:

1. Select an answer:
9 Check pre-employment checklist
1 Withdraw offer
2. Sel ecContinleé Butt on.

You're viewing NH5 BSA Training  Change

Signed in as Liam M1 Sign Out

1 1:Y Your feedback will help us to improve this service.

The new NHS Jobs website will be unavailable every Thursday from 7am to 8am while we make essential
service updates. Read more about why we are doing_this.

£ Go back

Pre-employment checks
The conditional offer has been accepted
by Liam MA

Would you like to

O Check pre-employment checklist

O Withdraw offer

Privacy policy ~ Terms and conditions  Accessibility Statement Cookies How to create and publish jobs

© Crown copyright

Youbve reached the end of this wusecondtionalde i f yoc
offer.

Go t oEndl @recrudmentd dr op d o wnHelp and support pade &or etployerso .

Copyright: © NHS Jobs


https://www.nhsbsa.nhs.uk/new-nhs-jobs-service/help-and-support-employers

Right to work in the UK
This page gives you instructions for how to completet h e a p pright o worktindtte UK
check.

To complete the right to work in the UK check, complete the following step:

1. Sel e c Rightthhveorkimthe UK6 | i nk .

You're viewing NHS BSA Training Change

Signed in as Liam M1 Sign Out

113V Your feedback will help us to improve this service.

The new NHS Jobs website will be unavailable every Thursday from 7am to 8am while we make essential
service updates. Read more about why we are doing_this.

< Go back
Pre-employment checklist for Liam MA

The applicant accepted your conditional job offer.
They now need to give pre-employment information before they can start their new job.

References

References COMPLETED

Identity
Home address
Identity check
Inter Authority Transfer (IAT)
Right to work
Right to work in the UK

Copyright: © NHS Jobs



Does the applicant need a right to work in the UK check?
This page gives you instructions for how to confirm if the applicant needs a right to work in
the UK check.

To confirm if a right to work in the UK check is needed, complete the following steps:

1. Select an answer:
T &eso
. ®&Nob
2. Select the 6Continued button.

You're viewing NHS BSA Training

Signed in as Sign Out

137N Your feedback will help us to improve this service.

The new NHS Jobs website will be unavailable every Thursday from 7am to 8am while we make essential
service updates. Read more about why we are doing_this.

< Go back

Pre-employment checks

Does « . = . need aright to
work in the UK check?

Ow Ow

Privacy policy Terms and conditions Accessibility Statement Cookies How to create and publish jobs

© Crown copyright

Youbve reached tpoeidadi bfthbhi appbkecant ddeesnodt
UK check.

Copyright: © NHS Jobs



Confirm the applicant doesndt need a right t
This page gives you instructions forhowtoconf i rm t he appl irighttomviorkd o e s n 6t
in the UK check.

Important: This page is only shown if a right to work in the UK checki s n6t .needed
To change or confirm your answer, complete the following steps:

1. Selectt h€hariped | i nk (optional)
2. Sel ec Bavdahdeco bt i nued button.

You're viewing NHS BSA Training

Signed in as John Smith  Sign Out

2] VN Your feedback will help us to improve this service.

The new NHS Jobs website will be unavailable every Thursday from 7am to 8am while we make essential
service updates. Read more about why we are doing_this.

< Go back
Pre-employment checks

right to work in the
UK

Right to work in No Change
the UK check
needed

Privacy policy ~ Terms and conditions — Accessibility Statement Cookies How to create and publish jobs

@ Crown copyright

Youbve reached t he etnhde oafp ptlhiicsa nut sigirto egstnirdthe niefed a
UK check.

Copyright: © NHS Jobs



What you will need to know

This page gives you instructionsforwh at i nf or mat i on tocompietethe need

right to work in the UK check.

Important: This page is only shownify o u 6 r e aghtda worf in the UK check.

Read the information on the page and complete the following steps:

1. Sel ecContinieé Butt on.

You're viewing NHS BSA Training

Signed in as John Smith  Sign Out

] 2118 Your feedback will help us to improve this service.

The new NHS Jobs website will be unavailable every Thursday from 7am to 8am while we make essential
service updates. Read more about why we are doing_this.

< Go back

Pre-employment checks

What you will need to know

has added information about their immigration
status as part of their application.

You'll need to make sure the immigration status is correct and add
details of the right to work in the UK check.

To complete this check, you'll need to know:

. immigration status

« if they have continuous or temporary right to work

the right to work evidence they gave

» the evidence details, for example, document number, expiry date,
issue date

» the dates the evidence was received and checked

* who checked the evidence

You'll also be able to add a note about the check.

Return to pre-employment checklist

Privacy policy ~ Terms and conditions  Accessibility Statement Cookies How to create and publish jobs

@ Crown copyright

BYou can sel ect -énipleyménRobackliston Itionkprief you

complete this check.

Copyright: © NHS Jobs
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Is their immigration status correct?
This page gives you instructions for how to check if their immigration status is correct.

To confirm if their immigration status is correct, complete the following steps:

1. Select an answer:
I d&resd
T &Nob
2. Select the 6Continued button.

You're viewing NHS BSA Training

Signed in as John Smith  Sign Out

113 V:N Your feedback will help us to improve this service.

The new NHS Jobs website will be unavailable every Thursday from 7am to 8am while we make essential
service updates. Read more about why we are doing_ this.

< Go back

Pre-employment checks
right to work in the
UK

What they told us:

British or Irish
citizen?

EU, European
Economic Area (EEA)
or Swiss citizen?

Immigration status British, European Union (EU) or
European Economic Area (EEA)
national

Is their immigration status correct?

Ove O o
[

Privacy policy  Terms and conditions  Accessibility Statement Cookies How to create and publish jobs

© Crown copyright
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Is the applicant a British or Irish citizen?
This page gives you instructions for how to confirm if the applicant is a British or Irish citizen.

Important: This page is only shown ifth e a p p limndgeatioh flatusisn 6t cor r ect
To confirm ift h e ya®nitigh or Irish citizen, complete the following steps:

1. Select an answer:
I d&resd
. &Nob
2. Select the 6Continued button.

You're viewing NHS BSA Training

Signed in as John Smith  Sign Out

] VN Your feedback will help us to improve this service.

The new NHS Jobs website will be unavailable every Thursday from 7am to 8am while we make essential
service updates. Read more about why we are doing this.

< Go bhack

Pre-employment checks

Is - a British or Irish
citizen?

Ow O

Privacy policy ~ Terms and conditions — Accessibility Statement Cookies How to create and publish jobs

@ Crown copyright
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Is the applicant an EU, European Economic Area (EEA) or Swiss citizen?
This page gives you instructions for how to confirm if the applicant is an EU, European
Economic Area (EEA) or Swiss citizen.

Important: This page is only shown if the applicanti s a British or Irish citizen.

To confirm ift h e yadEUeEuropean Economic Area (EEA) or Swiss citizen, complete the
following steps:

1. Select an answer:
T &eso
. ®&Nob
2. Select the 6Continued button.

You're viewing NHS BSA Training

Signed in as John Smith  Sign Out

2] VN Your feedback will help us to improve this service.

The new NHS Jobs website will be unavailable every Thursday from 7am to 8am while we make essential
service updates. Read more about why we are doing_this.

< Go back

Pre-employment checks

Is an EU, European
Economic Area (EEA) or Swiss citizen?

O O

Privacy policy ~ Terms and conditions  Accessibility Statement Cookies How to create and publish jobs

@ Crown copyright
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What is the applicantds I mmigration status?

This page gives you instructions for how to confirmthea p p | i maigratidnsstatus.

Important: This page is only shown if the applicanti s andEtJ, European Economic Area
(EEA) or Swiss citizen.

To confirm their immigration status, complete the following steps:

1. Select an answer:
1 &U Settlement Schemeb
T J&n.immigration statusé
1 d@®ther immigration status6
2. Select the 6Continued button.

You're viewing NHS BSA Training

Signed in as John Smith  Sign Out

113 1.8 Your feedback will help us to improve this service.

The new NHS Jobs website will be unavailable every Thursday from 7am to 8am while we make essential
service updates. Read more about why we are doing_this.

< Go back

Pre-employment checks

What is
immigration status?

O EU Settlement Scheme

Q Indefinite leave to remain (ILR) or indefinite leave to enter (ILE)
O European Temporary Leave to Remain (Euro TLR)

O Highly skilled worker

O Skilled worker

O Dependant or Spouse Visa

O Youth Mobility Scheme

O Clinical attachment visa

O Refugee or person with humanitarian protection

O Standard Visitor visa
O Temporary worker
O Student

O Postgraduate doctors and dentists visa

Q Other immigration status

Privacy policy Terms and conditions  Accessibility Statement Cookies How to create and publish jobs

© Crown copyright
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What i s t he E@S®eplement&chendestatus?
This page gives you instructions for how to confirmt h e a p pBUiSettteemeanttSsheme
status.

Important: This page is only shownify o u 6 r e aEJdSetttreigentaSnheme status.
To confirm their EU Settlement Scheme status, complete the following steps:

1. Select an answer.
2. Sel ec€Continilm@ Butt on.

You're viewing NHS BSA Training

Signed in as John Smith  Sign Out

] 3V:N Your feedback will help us to improve this service.

The new NHS Jobs website will be unavailable every Thursday from 7am to 8am while we make essential
service updates. Read more about why we are doing_this.

< Go back

Pre-employment checks
What is - EU
Settlement Scheme status?

O Settled status
O Pre-settled status

Privacy policy ~ Terms and conditions  Accessibility Statement Cookies How to create and publish jobs

© Crown copyright
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Specify their current immigration status
This page gives you instructions for how to add their current immigration status.

Important: Thi s page is only shown if tQter.applicantods

To add their immigration status, complete the following steps:

1. Inthe blank box, enter the details.
2. Sel ec€Conttnieé Butt on.

You're viewing NHS BSA Training

Signed in as John Smith  Sign Out

11 37V.Y Your feedback will help us to improve this service.

The new NHS Jobs website will be unavailable every Thursday from 7am to 8am while we make essential
service updates. Read more about why we are doing this.

< Go back

Pre-employment checks

Specify their current immigration status

Privacy policy ~ Terms and conditions Accessibility Statement Cookies Howv to create and publish jobs

© Crown copyright
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What type of right to work in the UK do they have?
This page gives you instructions for how to confirm what type of right to work in the UK they
have.

Important: This page is only shownify o u 6 r e amEUdSettreigment Scheme or Other
immigration status.

To confirm their type of right to work in the UK, complete the following steps:

1. Select an answer:
M d&ontinuous right to workod
9 demporary right to workd
2. Selectthe6 Continued button.

You're viewing NHS BSA Training

Signed in as John Smith  Sign Out

] 3V:N Your feedback will help us to improve this service.

The new NHS Jobs website will be unavailable every Thursday from 7am to 8am while we make essential
service updates. Read more about why we are doing_this.

< Go back

Pre-employment checks

What type of right to work in the UK do
they have?

O Continuous right to work

O Temporary right to work

Privacy policy ~ Terms and conditions  Accessibility Statement Cookies How to create and publish jobs

© Crown copyright
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Continuous right to work evidence
This page gives you instructions for how to confirmt h e a p pdontimuaus rigidt © work
evidence.

Important: This page is only shownify o u 6 r e acttohuomsgighiato work.
To add their continuous right to work evidence, complete the following steps:

1. Select an answer.
2. Sel ec€Continilm@ Butt on.

You're viewing NHS BSA Training

Signed in as John Smith ~ Sign Out

:13 128 Your feedback will help us to improve this service.

The new NHS Jobs website will be unavailable every Thursday from 7am to 8am while we make essential
service updates. Read more about why we are doing_this.

< Go back

Pre-employment checks
What did they give as their evidence of
right to work in the UK?

A passport showing that the applicant is a British citizen, or a
citizen of the UK and Colonies, or the child of one, and has the
right of abode in the UK

A passport or national identity card showing that the applicant
is a national of the European Economic Area or Switzerland, or
the child of one

A passport endorsed to show that the applicant is exempt from
immigration control, can stay indefinitely in the UK, have the
right of abode in the UK, or they have no time limit on their
stay in the UK

An online check on the GOV.UK website to view their right to
work details

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

O A Permanent Residence Card issued by the Home Office to the
family member of a national of a European Economic Area
country or Switzerland

O A Biometric Immigration Document (BR Permit) issued by the
Home Office indicating that the applicant can stay indefinitely
in the UK, or they have no time limit on their stay in the UK

O An Immigration Status Document issued by the Home Office,
Border and Immigration Agency, or UK Border Agency, with an
endorsement indicating that the applicant can stay indefinitely
in the UK, or they have no time limit on their stay in the UK,
when produced in combination with an official document
issued by a Government agency or a previous employer giving
their permanent National Insurance Number and their name

O A full birth or adoption certificate issued in the UK that
includes the name of at least one of the applicant’s parents,
when produced in combination with an official document
issued by a government agency or a previous employer giving
their permanent National Insurance Number and their name

O A birth or adoption certificate issued in the Channel Islands,
the Isle of Man or Ireland, when produced in combination with
an official document issued by a Government agency or a
previous employer giving the applicant’s permanent National
Insurance Number and their name

O A certificate of registration or naturalisation as a British citizen,
when shown in combination with an official document issued
by a Government agency or a previous employer giving the
applicant’s permanent National Insurance Number and their
name

Privacy policy  Terms and Statement  Cookies  How to create and publish jobs
© Crown copyright
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Temporary right to work document
This page gives you instructions for how to confiirmthea p p | | temporarg right to work
document.

Important: This page is only shownify o u 6 r e &nohgbiany gght &0 work.
To add their temporary right to work document, complete the following steps:

1. Select an answer:
1 ®ocuments where a time-limited statutory excuse lasts until the expiry date of
| eavebd

1 ®ocuments which prove a time-limited statutory right for 6 monthso .

2. Sel ect the 6Continued button.

You're viewing NHS BSA Training

Signed in as John Smith  Sign Out

2] VN Your feedback will help us to improve this service.

The new NHS Jobs website will be unavailable every Thursday from 7am to 8am while we make essential
service updates. Read more about why we are doing_this.

< Go back

Pre-employment checks

Select the type of document they
showed

Documents where a time-limited statutory excuse lasts until the
expiry date of leave

Documents which prove a time-limited statutory right for 6
months

Privacy policy ~ Terms and conditions  Accessibility Statement Cookies How to create and publish jobs

© Crown copyright
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