STAFF IMMIGRATION TEAM Fes) UNIVERSITY OF
& OXFORD

Right to Work Hub - Process Summary

For Colleges & MPLS departments offering paid work to Oxford students

Before the student begins work, ask them if they are registered with the Right to Work Hub.

Yes - Search the Right to Work Hub for the student.

« Take a screenshot for your HR records, you don’t need to undertake your own right
to work check. University departments should record the details in PeopleXD.

* Repeat the search if you engage the student to undertake further/additional work.
* If the status is List B, you should:

- Ensure any visa restrictions are compatible with the work being offered.

- Request an updated employment declaration.

Colleges hiring List B Student Visa holders, once a start date is confirmed, please inform
the Student Visa Monitoring Service, by emailing collegetier4@admin.ox.ac.uk.

To request access to view the Right to Work Hub, please complete the online request form.

NO - Askthe student to complete the self-service request form

Alternatively, you can refer the student on their behalf, by emailing rtw@admin.ox.ac.uk
and providing the following:

«  Full Name Referral information

«  Student No. or Oxford Username (SSO)

* College offering work

* Expected start date (if known)
* Answers to the following questions:
Q1. Are they a British or Irish Citizen? Yes /No

Q2.1f no, do they hold an eVisa for which they can generate a RTW share
code? Yes/No

What happens next?

The Right to Work Hub team will liaise with the student to carry out the right to work check.
Once the check is complete, the student is registered with the Right to Work Hub and will
display in your searches.

Students are expected to inform colleges/departments once their registration is complete.

For further information visit the Staff Immigration website
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