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Right to Work Policy
For

Wallace Groundworks Ltd

Modern slavery is a crime and a violation of an individual’s fundamental human rights. It takes various
forms, such as slavery, servitude, forced or compulsory labour and human trafficking, all of which
have a common deprivation of a person'’s liberty by another to exploit them for personal or
commercial gain.

Wallace Groundworks Ltd have a zero-tolerance approach to modern slavery and we are committed
to act ethically and within our business dealings and relationships, and to implement and enforce
effective systems and controls to ensure modern slavery is not taking place anywhere in our
business. We expect the same high standards from our supply chain.

This policy applies to potential employees, full and part time employees, as well as temporary
personnel and contractors who work on our behalf.

The Director has overall responsibility for ensuring this policy complies with legal and ethical
obligations.

Management is responsible for ensuring those reporting to them understand and comply with the
requirements of this policy, regular briefings will be carried out.

We operate several internal procedures to ensure we are conducting the business in an ethical and
transparent manner. These include:

¢ Awareness training will be given to employees so they can recognise the signs of modern
slavery, what to do if they suspect modern slavery and human trafficking.

o We operate a whistle blowing policy, so employees and those who work on our behalf know
that they can raise concerns about how colleagues are being treated, or practices within our
business or supply chain, without fear of reprisal.

o We operate a robust recruitment policy which includes checking the documents outlined in
Home Office Guidance — “Comprehensive Guidance for Employers on Preventing lllegal
Working” prior to anyone commencing employment within the organisation whether
permanent or temporary. Checks will either be undertaken manually, or via an IDSP or
conducted online. Annual document checks will also be conducted with all current employees.
The documentation used to verify the right to work is identified in Appendix 1 of this policy. A
record of all documents checked will be held in a secure location along with details of the
date/time of the check, who the documents have been checked by and the date the
documents are to be rechecked.

e As part of our recruitment policy, the job application form will require applicants to state their
nationality, advice if they are classed as a foreign worker and if they are subject to
immigration control as outlined in the Immigration, Asylum & Nationality Act 2006. Successful
applicants will be issued with an offer letter; the letter will state that the offer is subject to the
applicant providing the necessary documentation for checking and must pass the checking
process. Foreign workers will be required to provide the supporting evidence to prove that
have been granted the right leave to enter/remain within the United Kingdom. Applicants who
cannot provide up to date valid evidence will not be offered employment. The recruiter must
ensure all necessary steps are taken to ensure there is no grounds for discrimination in
relation to the Equality Act 2010 (relating to race) as outlined in Section 23 of the Immigration,
Asylum and Nationality Act 2006.

e The person nominated to undertake the checks will receive training on what documents need
to be checked to verify the right to work thus ensuing Wallace Groundworks Ltd remains
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compliant with the Home Office guidance “Comprehensive Guidance for Employers on
Preventing lllegal Working’/legislation requirements.

e Our supply chain (contractors, agency companies, self-employed etc) is required to complete
a self-certification questionnaire prior to appointment. The supply chain will be required to
complete the questionnaire on an annual basis and provide the supporting evidence
requested.

e Annual spot checks will be undertaken with the supply chain. Spot checks will involve
identifying individuals working on our premises (contractors, self-employed, agency
companies etc), and requesting evidence of the checks undertaken on those individuals
(within the parameters of Data Protection Act).

e Our systems and procedures will be audited internally on an annual basis to ensure
compliance with our policies/procedures and current legislation requirements.

Documents used to verify right to work are retained for at least 2 years after the individual has left our
employment, and documents provided by our supply chain will also be held for 2 years. All documents
will be held in a secure location and disposed of in line with our Data Protection Policy.

Wallace Groundworks Ltd are aware that we will incur a penalty and commit an offence where we
employ an adult (section 25) that is subject to immigration control as outlined in the Immigration,
Asylum and Nationality Act 2006 (section 15 & 21). All the above-mentioned steps will be taken to
ensure we do not employ an adult subject to immigration control were:
e They have not been granted leave to enter or remain in the United Kingdom, or
e Their leave to enter or remain in the United Kingdom —
o Isinvalid.
o Has ceased to have effect (whether by reason of curtailment, revocation,
cancellation, passage of time or otherwise), or
o s subject to a condition from prevent them from accepting the employment.

We will adhere to the requirements outlined in section 24 of the Act in relation to where a person at
large within the United Kingdom by virtue of immigration bail.

We are committed to complying with all relevant legislation, including Sections 15 to 25 of the
Immigration, Asylum & Nationality Act 2006 and the Home Office Guidance Comprehensive Guidance
for Employers on preventing illegal working. We will regularly review and update our procedures to
ensure ongoing compliance.

Wallace Groundworks Ltd are aware of the importance of complying with the prescribed requirements
of the Act in relation to employment as we know by demonstrating compliance, we will be excused
from paying the penalty. Where we cannot demonstrate compliance, we will pay and adhere to the
requirements outlined in the penalty notices, and any payments made will be in accordance with
section 18 of the Act. Any objections to the penalty notices will be in compliance with section 16 of the
Act; and any appeals made will be in compliance with section 17 of the Act.

Wallace Groundworks Ltd are fully aware that if found guilty of an offence, the person found guilty of
the offence may be imprisoned for a term not exceeding 5 years, or be fined or subject to both
Section 21& 22 of the Act.

Wallace Groundworks Ltd will regularly check the government website legislation.gov.uk to ensure
there has been no changes to the Act.

The person with overall responsibility for implementing this Policy is: Peter Wallace

‘-c?
Signature: ..... ? ;I_,.: .............................
Peter Wallace L Director———"

Date: April 2026
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Appendix 1

The Government website will be checked annually to ensure there are no changes to the Right
to Work Checklist.

Home Office Right to Work Checklist

Mame of person:

Date of check:
Initial check before employmeant
Type of check: Fallow-up chack on an employae

YYou may conduct one of the three checks to establish a right to work:

# |fyou are conducting & manual check, please see pages 1-4.
# |fyou are conducting & check via an IDSP. pleass ses pags 5.
= | you are conducting an online check, pleass see pags 6.

Manual Check

Step 1 - Obtain
List A
J 1.A passport (current or expired) showing the holder is a British citizen or a citizen of the UK
and Colonies having the right of abode in the UK.

,—l 2.A passport or passport card (in either case, whether current or expired) showing that the
haldar is an Irsh citizen.

3.A document issued by the Bailiwick af Jersay, the Bailiwick of Guernsay or the Isle ol Man,
which has baen verilied as valid by the Home Olfice Employer Chacking Service, shiowing
that the holder has bean granted unlimited leave 1o anter or remain under Appendix ELU{J)
to the Jersey Immigration Rules, Appendix EU to the Immiaration (Bailiwick of Guarnsey)
Rules 2008 or Appendix EU to the Iska of Man Immigration Rules,

.—l 4.A current passpon endorsed o show that the halder is exempl from immigration comral, is
allowed to stay indefinitely in the UK, has the right of abode in the UK, or has na time limit
o thedr stay in the LK.

| 5.A current Immigration Status Document issued by the Home Office 1o the holder with an
endarsement indicating that the namead person is allowed 1o stay indefinitely in the UK, ar
has no tme limit on their stay in the UK, ogather with an official document giving the
person's parmanent Mational Insuranca number and their namea issued by a govermmeni
ACENCY OF & Previows employer.

|_' 6. & birth or adoption certificata (shor ar long) ssued in the UK, together with an alficial
document giving tha parson’s permanent Mational Insuranca number and thair namea
issuad by a government agency or a pravious employer.

|_ 7. A hirth ar m:lnpr.lnn certificata isswed in the Channel Islands, the 1slka of Man or Iredand,
togathar with an official document giving tha parson’s permaneant Mational Insurance
nuriber and their name issved by 8 government agency ar a pravious amployer.

:| 8.A certificate of registration or naturalisation as a British citizen, together with an official
document giving the parson’s permanant Mational Insurance number and thair namea
issued by A government agency or a pravious employer.
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List B Group 1

1.A current passpaort endorsaed o show that the holder is allowed to stay in the UK and is
currently allowed to do tha tvpe of work in guestion.

2. A document issued by the Bailiwick of Jersey, the Balliwick of Guarnsey or the [she of Man,
which has been verified as valid by the Home Office Employer Checking Service, showing
that the holder has been gramed limited leave 1o enter or remain under Appendix EUL 1o
the Jersey Immigration Rulas, Appendix EL o the Immigration (Bailiwick of Guernsey) Rules
2008 or Appendix EU to the [sle of Man Immigration Rules.

J 3.A current Immigration Status Document containing a photograph issued by the Home Offica
o the holder with a valid endorsameant indicating that the namead person may sliay in tha UK,
and is allowed 1o do the type of work in guestion, oogether with an official document giving
the parson’s parmanant Mational Insurance numbar and their name Esusd by a governmant

agency or a previous employer.

List B Group 2

|_| 1.8 document issued by the Home Office showing that tha holder has mada an application for
leawe to entar ar remain under Appendi EU to the immigration rules (knawn as the EU
Satlement Schamea) on or befara 30 Juna 2021 together with a Positive Verification Motice from

the Homa Office Employer Checking Sarvice.

[_] 2 8 Certificate of Application (non-digital) issued by the Home Office showing that tha haolder
hias made an application for leave to antar ar remain under Appandix EU to tha immagration
rules (known as the EU Sattlement Schema), on ar after 1 July 2021, together with a Positive
Varification Nolica from ftha Home Office Employar Checking Searvica.

|_' 3. Adocument issued by the Bailiwick of Jersey, the Bailiwick of Guernsey or tha |sle of Man
showing that tha holder has made an application for leave to entar or remain under Appeandix
EUNJ] ta the Jersay Immigration Rules or Appendiz EL 1o the Immagration Rulas (Bailwick of
Guernsay) Rules 2008, or Appendix EU o the Isle of Man Immigration Rules together with a

Positive Varification Motice from the Home Office Emplayer Chacking Service.

|_| 4. An Application Registration Card issued by the Home Office stating that the holder is
permitted to laka the amployment in guestion, togather with a Positive Verification Matice from

thie Hame Office Employer Checking Sarnica.

_| A A Pasitive Verification Motice issuad by the Home Office Employer Checking Sarvica to the
[ amployer or prospacive employer, which indicates that the named parson may stay in the UK

and is parmittad o do the wark in quastion.
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Step 2 - Check

‘ou must check that the documents ara ganuine and that the parson presanting them is the
prospeciive amployes or employas, tha nghtful holdar and allowad o do tha bype of work vau
ara offering.

1. Ara photographs consistent across documeants and with fas Mo M
the pearson prasenting themsalves for work?

2. Ara dates of birth correct and consistent across
documsants?

Yas Mo WA

a. Ara sxpiry dates for time-limited parmission to be in the
UK in the future i.e. they hawe not passed (if applicable)? Yeas MNo MIA

4. Hawva wou checked work restrictions to determina if the
person is able o work for you and do tha type of work you are
affaring? (For students who have limited parmission to wark
during termtime, you must also obiain, copy and ratain details of fas Mo M
their acadamic tarm and vacation times covering the duration of
thigir panod of study in the UK for which they will ba employed.)

LR Hawa you taken all reasonablae steps to check that the
documant is ganuing, has not been tampered with and Yes Mo MIA
belongs o the holder?

G Hawa you checked the reasons for any different names
acrass documents (e.q. marriages carlificate, divaorca dacrea,
deed poll)? (Supporting documenis should also be photocopiad
and a copy ralained.)

Yas Mo WA
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Step 3 — Copy

Yoau must make a clear copy of each document in a format which cannof manually be altersd
and ratain the copy sacuraly: elecironically or in hardcopy. You must also retain a secura
record of the date on which you made the chack. Furthar information can be found undar
‘Retaining Evidanca' in tha employer’s guide at Employer’s quide to right bo work chacks.

Yau must copy and ratain copies of:

[_] Passports: any page with the document expiry date, the holder's nationality, date of
birth, signature, immigration parmission, axpiry date, biometric details, photograph and
any page containing information imdicating the haldar has an entitlement to entar or
remain in the UK (visa or aniry stamp) and undertake the work in question (the front
cover no lenger has o be copiad].

D All other documents: the document in full, both sides of an immigration status
document and an Application Registration Card.

All copies of documents taken should be kept securaly for the duration of tha worker's
amployment and for two years aftarwards. The copy must then ba securely destroved.
We racommand you use our onling interactive tool "Chack if somaons can work in the
LI which will take you through the procass by asking you a serias of quastions

Know the type of excuse you have

If you have cormactly carried out the above 3 slaps you will have an excusa against liability for a
civil panally if the above named parsan is found working for you lllegally. Howewar, you nead o
be aware of tha typsa of excuse you have as this detarminas how long it lasts far, and if, and
when you are required to do a follow-up chack.

The documsants that you have chacked and copiad ara from:

1. ListA contains the range of documants you may accapt for a person who has a continuwows
right to work in the UK {including British and Irish cilizens). If you conduwct the right to wark
chacks correcily before employmeant bagins, you will establish a continuous statutory
excuse for the duration of that person’s employment with you. You do not hawva to
conduct amy fallow-up checks on this individwal.

2. ListB contains a range of documeants you may accapd for a person who has a tamporary
right to wark in tha UK IF you conduct the right to work checks caormactly, you will establish a
time-limited statutory excuse. You will ba required o conduct a follow-up check in order
to ratain your statutory excusa.

You will not oblain a statulory axcuse if:

+ it is reasonably apparent that tha parson presanting the documeant is nat the person refermed o

in that document, aven if the document itself is ganuine

= you know that the individual is not permitied to undertake tha work in quastion
« wou know that the documants are false or do not rightfully belong to the haldar.

You must obtain original documents from either List A or List B of acceptable
documents for a manual right to work check.

You may wish to include a declaration in line with the check, such a statement could include:

| confirm that | have carried out the right to work chack above in complianca with the instructions
within and | baliave a valid statutory excuse is astablished for this worker.”
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IDVT Check using an IDSP

The Home Office recommends that employars only accept checks via an IDSP that satisfy
a minimum of a Mediom Level of Confidenca. A list of certified providers is available for you
io choose from on GOV LIK: Digital identity carlification for right to work, right to rent and
criminal record checks.

It is not mandatory for youw 1o use a certified provider: you may use a provider not featurad
within this list if you ara satished that they are able o provida the required chacks.

For the purposas of varifying idantily for RTW chacks through 1DVT, anly the following specified
documenis can be accepied:

valid British passport | ]

valid Irish passports [ ]

valid Irish passport cards [

Pleass saa the following staps for an employer to conduct a right o work check via an IDSP:

1. Have you obtained an IDVT idantity chack which shows that thare exists in ralation a5 No
io tha employae a relevant IDVT documant from an |IDVT ideniity service providar?

2. Are the photograph and biegraphic datails (for exampla, data of birth) on the oufput | Yes | No
from tha IDVT check are consistant with the individual presenting themsalves for
wark (i.a., the information providad by the check ralates lo tha individual and they
ara not an impostar)?

This can be done in person or by videao call.
3. Have vou refained a dear copy of the |IDVT identity check output in a format which Yas Mo
cannot be subsaquently altered?

This must be for the duration of employment and for fwo years affer the

employment has come fo an end.

4. Do vou reasonably believe that the IDVT denlity service provider has taken all fes Mo
reasonable staps o check tha validity of the document?

5. Do you reasonably believe that the IDVT dantity service provider recarded the dale | Yes Mo
an which the check was camied oul; in a format hat cannol be subsaguantly
allered?

6. Do you reasonably believe that the IDVT identity service provider is satisfied that Yes | Mo
the photograph is af the employee and the date of birth s consistent with the
appearance of the employee?

7. Do you reasanably believa that the IDVT idenlity service provider has takan all Yes No
reasonable sleps o verily that the emplovee is the rightful holder of the document?
8. Do you reasanably believe that the IDVT identity senvice provider has ratained a Yes No

clear copy of the lallowing pages of a passpart which is nat in the farm all a cand, in
a format which cannol be subsequantly altered:

(i any page containing the holder's personal details including nationality;

iy  any page containing the holder's photograph;

(i) any page containing the date ol expiry;

9. Do you reasonably believe that the IDVT dentity service providar has retained a Yes | No
clear copy of the whale of a travel document in the form of a card, in a format which
cannol be subsequently allered?

fou may wish to include a declaration in line with the check, such a statement could include:

| confirm that | have camiad out tha nght to work check above in compliance with the instructons
vithin and | baliave a valid statutory excuse is astablished for this worker.
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Home Office online right to work check

A Homa Office anline right to work check will provide yvou with a statutory excuse
against a civil penalty in the avent of illegal warking invalving the subject of tha cheack,
provided tha check is camed out before the commencament of employmant and at the
prescribed intarvals.

It will not be possible to conduct a Home Office online right o work check in all
circumstances. In circumstances in which an onling chack is not possibla, you should
completa a manual check.

Currantly, the Homea Office onling service supports checks for a range of individuals,
depending on the fype of immigration documentalion they ara issuad with.

Biomeatric Residanca Card (BRC). Biomatric Residanca Parmit (BRP) and Frontier Warkar
Permil (FWP) holdars are also only able o avidence thair right to work using the Home Office
anding service. This means yvou cannot accapt or chack a physical BREC, BRP or FWP as proof
af right to wark.

Pleasa see the following steps to conduct an online right to work check:

1. Usa the Homea Office online right to work chacking service hitpsoisawwgow. ukiview-
right-fo-work on GOVUEK, entar the “share code’ provided o you by tha individual and
anter thair date of birth.

|_| 2. Check that tha onlime check confirms that the employea named in it is allowesd to work
in tha UK and is allowsad to carry out the work in guestion.

J 3. Satisfy woursalf that tha phatograph on the online right to work check is of the individual
prasenting themseheas for work {i.a. tha information provided by the check ralatas to
the individual and they are not an imposier). This can be done in parson or by video
call.

:l 4_ |If tha employee or prospective amployes is a student who has permission to work for
a limited number of hours par weak during tarm tima whilst studying in tha UK. obtain
and retain dedails of the term and vacafion dates of the course that tha amployesa is
undertaking.

_—l 5. Ratain evidenca of the online right o work check. This should be the ‘profle’ pags
confirming the individual's right to work. You should sbore this sacursty, (electronically
ar in hardcopy) for the duration of employment and for two yvears afterwards. The fila
must then ba securaly destroyad. You should also be able o produce thase document
oopies quickly in the evant that vou are reguested to show tham to demonstrata that
you have performed a right to work check and retain a statultory excuse.

You may wish to include a declaration in line with the check, such a statement could include:

‘| confirm that | have carried out the right to work chack above in complianca with tha instructions
within and | balieve a valid statutory excuse is esiablished for this warker,

More information on how to conduct a manual, IDVT and online check can be found
in guidance at https:/i'www.gov.uk/government/publications/right-to-work-
checks-employers-guide
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