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Overview
If your candidate has specified that they can’t do a digital right to work, you will be able to complete 
a digital version of the manual check, also known as a ‘Recruiter Request’.

If your candidate has answered ‘No’ to being able to do a digital RTW check, Eploy will send them to 
Experian to do a manual version.

NOTE: You will need to complete this check with the candidate present and with their 
documentation to hand. 

The app should only be accessed via the in-branch tablets. This new process forms part of the 
updated Recruitment Policy.

On your Experian Recruiter app, click on the 3 lines on the top left or candidate icon on the bottom 
right. This will bring up the panel on the left.

Click ‘Recruiter Requests’ to bring up the ‘Organisation Pool’ which will show any candidate in your 
branch that is waiting for a check. Click on the candidate name.

This will start the check submission.

The candidate’s name will populate.
You do not need to complete the 
Candidate Reference field.

Enter the start date that you are
offering to your candidate. If this
is not yet confirmed, enter the
provisional date that you are offering.

https://colleaguesconnect.midcounties.coop/working-here/policies/recruitment-policy/
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Acceptable forms of Right to Work
You now need to start submitting the appropriate documentation. Below is a list of appropriate right 
to work documentation that we accept:

•	 UK or Irish passports.
•	 Home Office Share Codes (foreign nationals only)
•	 Birth Certificates and proof of national insurance number (NI cards or letters, P45, P60 – no 

payslips or driving licences allowed)

NOTE:
•	 If your candidate has had a name change, you must have proof of this name to hand so that it can 

be submitted as part the check.
•	 If your candidate is on a student or limited work visa, please ensure you check the limits stated on 

their share code check. 

If you are unsure about a candidate’s right to work, please raise a ServiceNow query to Shared 
Services, who will be able to assist.
 
 
 
 
 

Once the photo submission is completed, you will notice that there is now a check next to 
‘Candidate Photo’

Now, you will need to submit the right to work documentation.

Click ‘Right to Work’
Choose the appropriate document from the list provided.

Click on Candidate Photo.

You will be required to take a photo of 
candidate as part of the check.

Click ‘Capture Image’

The app may ask you to permit access to 
your device’s camera – click ‘While using 
the app’.

Take a clear photo of your candidate.

You will have the option to retake the 
photo if needed.
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Select the appropriate document 
from the list.

NOTE: We do not accept payslips.

Submitting a Birth Certificate & Proof 
of National Insurance
Select Birth or Adoption Certificate from the list of documents.

You will need to take a photo of the full front and back of the
birth certificate, as prompted by the app.

Click the arrow on the top right of the screen to proceed through 
the check.

You will need to enter the Date of Birth of the candidate, as well as their nationality.

The app will then ask you a series of statutory questions confirming:

•	 The document is original (photocopies are not permitted)
•	 If the document is genuine
•	 Is the candidate present whilst you are submitting the information
•	 Is the date of birth consistent with the candidate’s appearance
•	 If there is a photo on the document, does the candidate look like their photo

Once you have answered these questions, you will then be asked to provide proof of the national 
insurance number.

You will be advised to take pictures of the front and 
back of the document.

Supply the National Insurance Number.

The app will ask you the statutory questions again. It will give you the option to select ‘N/A’ for any 
questions relating to date of birth and photos of the candidate.
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Once done, you will be taken back to the check details and there will be a check against 
‘Right to Work’.

Ignore ‘Proof of Address’ as is it not needed.

Click ‘Next’ on the top right of the screen.

The app will ask you to confirm if the name on the candidate’s details matches the documents you’ve 
just provided. 

If there is no change, select ‘Names match’.

The app will provide you with a list of appropriate proof of name change documents.

Select the document and then supply a clear photo of it.

To complete the submission, you will be asked to provide your signature, confirming you have seen 
the original documentation.
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The app will prompt you to give the device to your candidate as they will now provide their signature 
consenting to the check.

Once your candidate signs the check, click the ‘Submit’ button on the top right.

Click ‘Submit Check’.

Your check will be submitted to the Experian portal and will receive approval from a member of the 
People Shared Services team. You must now log out of the app.

Submitting an Expired Passport
Select British or Irish passport from the list.

You will then need to take a clear photo of the passport details page. 
The app will take the information from your photo (see below). 
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NOTE: If the app is unable to take the information from your 
photo, it may prompt you to fill these in, either via a MRZ 
scan or manually entry.

The app will then give you the option to complete a 
Biometric scan. 

For expired passports, this is not necessary so please 
click Skip this Step.

You will be asked to confirm if the passport is intact. 

If the candidate’s passport has a clipped corner, the candidate should have an updated passport 
which can be submitted digitally.

The app will then ask you a series of statutory questions confirming:

•	 The document is original (photocopies are not permitted)
•	 If the document is genuine
•	 Is the candidate present whilst you are submitting the information
•	 Is the date of birth consistent with the candidate’s appearance
•	 If there is a photo on the document, does the candidate look like their photo

Ignore ‘Proof of Address’ as is it not needed.

Click ‘Next’ on the top right of the screen.

The app will ask you to confirm if the name on the candidate’s details matches the documents you’ve 
just provided. 

If there is no change, select ‘Names match’.

However, if there is a difference, select ‘Names do not match’.
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The app will provide you with a list of appropriate proof of name change documents.

Select the document and then supply a clear photo of it.

To complete the submission, you will be asked to provide
your signature, confirming you have seen the original
documentation.

The app will prompt you to give the device to your candidate as they will now provide their signature 
consenting to the check.

Once your candidate signs the check, click the ‘Submit’ button on the top right.

Click ‘Submit Check’.

Your check will be submitted to the Experian portal and will receive approval from a member of the 
People Shared Services team.

If there is anything missing from your check, the Shared Services team reject your submission.
You must now log out of the app.

If you have any issues or queries regarding Right to Work or the Experian Portal/App, please raise a 
Service Now request.

https://midcountiescoop.service-now.com/blsp?id=sc_cat_item&sys_id=7ffbefa7c3899a107780d74c05013125&sysparm_category=f65a7109c389529016e7b14e0501314d


5


