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Fully completed Application 
Form Received

Candidate is asked to 
confirm right to work statusInterview form completed 

to confirm candidate met 
face to face, including 

location, date of interview, 
questions asked and 

answers, English 
competency assessment, 

name and signature of 
interviewer and 

name/signature of 
interviewee

Documents not available

Candidate interviewed by 
HR Team

Right to Work 
documentation obtained in 
line with List A and/or B –
as defined by the Home 

Office

Application finished

Checks completed by either of 
the following means:

Manual Check

IDVT Check

Home Office Online Check

Comparison made between 
the candidate and the 

documents obtained in 
order to prove right to work

Documents verified with 
use of  ID Scanning 

Software Trust ID and/or 
PRADO (Public Register of 

Authentic Identity and 
Travel Documents)
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Concerns raised over 
documents provided, 

including included 
authenticity of the 

documents. 

No concerns raised

Raised with the UKBA, 
Home Office or where 

checks reveal substantial 
misdirection to the NHS 

Counter Fraud Authority or 
the local police.

All documents obtained for 
proof of right to work 

uploaded to our recruiter 
system, Nova Healthcare 

Portal

Where manual checks have 
been completed, 

Documents verified as 
original seen – to include 

original seen wording, date 
seen in dd/mm/yyyy format 

and name/signature of 
individual that has sighted 

documents

Ongoing checks completed 
in line with expiry date

Nova Healthcare portal
updated with any expiry 

dates and restrictions which 
need to be considered 

before placement

https://cfa.nhs.uk/
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Fully completed Application 
Form Received

Candidate is asked to 
confirm right to work 

status, address details, bank 
account details, NOK, work 

history and experience –
with evidence to support.

Documents not 
available or 

concerns raised 
over information 

supplied.

Candidate interviewed by 
HR Team

Comparison made between 
the candidate and the 
documents obtained.

Information collated and 
checked for accuracy 
against all documents 
obtained and against 
database for repeat 

information (i.e. address 
details)  

Interview form completed to 
confirm candidate met face to 
face, including location, date of 
interview, questions asked and 
answers, English competency 

assessment, name and signature of 
interviewer and name/signature of 

interviewee

Stop application process and 
contact the relevant bodies, 
including UKBA, the Police, 

National Crime Agency, Gov.UK.

No concerns raised.

Continue recruitment 
process and continuously 

monitor information 
gathered.


