
Right to work checks – Document copies 
 
UK/Irish nationals (UK/Irish passports, Irish passport cards or other acceptable 
documentation) 
 Documents should be copied, where possible onto the right to work check pro-forma. 

Always use the most recent version of the template which is available on the Staff Directory. 
 If the document is too large to be copied clearly onto the pro-forma, copy it onto a blank 

sheet of paper and add the current verification wording from the Guidance document on the 
Staff Directory article. If there is more than one page to the check, the wording should be 
added to all pages. 

 Do not add any additional text or comments. 
 Passport copies must show the photo page and page opposite, and you should be able to 

clearly see all four corners. 
 In all cases, document copies be clear to read, photos/text must not be covers by fingers or 

obscured by camera glare. 
 Signatures can only be ‘wet’ or electronic, not typed. 

 
 
 

 
 
 
 
The most recent version of the right to work pro forma cam be found on the Staff Directory.

https://www.essex.ac.uk/staff/recruiting-staff/right-to-work-checks
https://www.essex.ac.uk/staff/recruiting-staff/right-to-work-checks


Overseas nationals (Visa holders, EU Pre- or Settled Status) 
 Download the PDF from the ‘Web Right to Work’ webpage. Do not screen shot onto the 

right to work pro-forma. 
 Tick all boxes. 
 Add the current verification wording from the Guidance document on the Staff Directory 

article to the blank space at the bottom of the document. 
 Additionally, you should request a copy of the individuals BRP/EUSS outcome letter (if 

available, if not confirm with the individual the type of visa they have) and a copy of the 
passport. These must not be on the right to work pro-forma or signed/verified. 

 The BRP copy should show the front and back of the BRP. 
 The passport copy should show the photo page and the page opposite. 
 The BRP/passport copies should be clear to read, photos/text must not be covers by fingers 

or obscured by camera glare. 
 Do not add any additional text or comments to either the PDF or the BRP/passport copies. 
 Tier4/Student visa holders should additionally provide term-date evidence and complete a 

declaration form. See main article for information. 
 

 

 
 
 

If you have any questions regarding the documents that you are presented with or how to best copy 
these, please contact righttowork@essex.ac.uk 
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