
Student Term-Time 
Documentation for Right 

to Work



Student Term-Times

The Home Office requires that international students submit evidence 
of their term times alongside their RTW documentation when applying 
to work in the UK.

Evidence of term-times must be current, include the student’s 
University name along with a break-down of their term and vacation 
dates for the relevant academic year(s) of their course.
✓ This may be a screen grab/print out of the University’s academic calendar or 

a letter from the university containing this information.

✓ If a Masters/PHD postgraduate is on a full time one year course TrustID can 
accept the course start and end dates as evidence without term/vacation 
dates specified. TrustID require term and vacation dates if the course is over 
the 1-year time period.

✓ Please note that TrustID only require ONE document to feature the 
university name. For example, a university letter can be submitted alongside 
the term dates if they do not feature the university name.



Acceptable RTW Documentation



Share Code (Most Common)

• This is a 9-character code made up of 
numbers and letters, beginning with W.

• This code can be entered on our system 
under ‘Online RTW Check’, or by 
candidates using a Guest Link.

• This is the most common form of RTW 
documentation for international 
students.

• Students will have an up to 6-month 
grace period from the date of their 
course completion until their share code 
expires.



Passport and Visa Combination 

These 
passport 
numbers 
must match

Visa must 
be in-date

• A student visa will state D-STUDENT as the 
visa type.

• The visa and the passport the visa is in 
must be submitted together.

• If the candidate’s visa has expired, it is no 
longer valid for Right to Work. They will 
need to go to the Home Office to obtain      
a share code.



Positive Verification Notice

• If a candidate cannot obtain a share code or if 
their share code has expired, you will need to 
use the Employer Checking Service, via the 
gov.uk website in order to obtain a PVN for the 
candidate. If granted, this will give them the 
Right to Work for 6 months whilst they obtain a 
share code or further documentation.

• The 6-month grace period rule does NOT apply 
to PVNs. Students will often obtain PVNs if 
they are applying for a graduate visa (they may 
have completed their course). This means that 
they could have completed their course more 
than 6 months before the PVN expiry date.



Further RTW Documentation

If a candidate’s immigration status is:

• ARC: Student = no term times needed.

• Graduate = no term times needed.

• Student dependent partner = no term times needed.

• Settled/Pre-settled status (in full time education) = 
no term times needed.

BRPs are NOT proof of 
RTW: 

If a candidate has a Biometric 
Residence Permit, they will 
need to obtain a share code 
from the Home Office 
website.



Evidence of Term Time



Examples of Acceptable Evidence

This would be accepted as evidence of 
term time until 13th June 2025. 

This document is current, shows full 
term and vacation dates and contains the 
university name.

- University name

- Latest term date



Examples of Acceptable Evidence

This would again be accepted as 
evidence of term time, until 7th June 
2024.

Although this university website does 
not contain the university name in the 
image, it is included in the URL. 

- University name in URL

- Latest term date



Examples of Acceptable Evidence

TrustID can accept this letter as it is 
current, states the university name and 
full term and vacation dates for the 
student’s course.

- University name

- Latest term date



Examples of Acceptable Evidence

This would be accepted as it contains the 
university name, and the course is 
approximately a year long.

Please note TrustID can accept courses 
that are slightly over a year without term 
dates, for example an additional 2-4 
weeks could be permitted, such as 14th 
May 2023 – 31st May 2024 / 1st January 
2023 – 31st January 2024. 



Examples of Acceptable Evidence

TrustID can accept Confirmation 
of Acceptance for Studies (CAS) 
letters IF they contain:

• The candidate’s university 
name

• The candidate is on a one-year 
course only (this document will 
not contain term/vacation 
dates)



Examples of Acceptable Evidence

Academic calendars can 
be accepted if they state 
when the student is in and 
out of term. 

Although this calendar 
does not contain the 
university name, it does 
contain the logo, which 
can be accepted.



TrustID Can Accept University URLs and Logos:

• Portsmouth University

• University of Arts London

• University of Glasgow

• Anglia Ruskin University



Documents Containing Dates for Multiple Courses

This document contains January 2023 
start term dates and May 2023 start 
term dates. In this instance, TrustID 
would accept the earlier finish date. 

A letter can be submitted alongside this 
document to evidence the start and end 
dates of the candidate’s course.



Examples of Unacceptable Evidence

NO university name featured on any of 
the submitted documents.

Last term date is not 
current (it is in the past)



Examples of Unacceptable Evidence

Class schedules, timetables and 
hand filled letters cannot be 
accepted as evidence of term 
time.



Examples of Unacceptable Evidence

This document would be rejected as 
this course is over a year long and 
does not contain any term/vacation 
dates 



Examples of Unacceptable Evidence

If the check is performed before 16th 
September 2024, this would be 
rejected as the evidenced dates would 
not be current.

EXCEPTION – TrustID could accept 
this, IF an additional document is 
provided alongside a letter stating that 
the candidate will start their course on 
the given date.



Examples of Unacceptable Evidence

TrustID cannot accept this letter as it 
states that the dates cannot be used 
for employment purposes. The 
candidate will need to obtain evidence 
that can be permitted for work 
purposes.



This Evidence Depends on the Visa/Share Code Expiry 
Date…

If the share code expiry is within 6 months 
of 9th June, TrustID can accept this as full 
evidence.

If the share code expiry is more than 6 
months after the 9th June, TrustID would 
reject this and ask for further term dates.



TrustID Can Accept

✓Evidence of term-times documents can be accepted if they clearly 
state the University name, are current and in-date, regardless of how 
far into the future they have evidenced. As long as the term-times 
dates evidence the current date when processing the RTW check, they 
can be accepted with a term-time follow up date.​

✓We now accept ‘expected’ and confirmed course completion dates 
providing this aligns with the candidate’s grace period / leave to 
remain, and regardless of when the Term Time letter is dated. ​



TrustID Cannot Accept

✓University letters only stating the start and end date of the 
course (if it is over a year)

✓Documents where the website link is given instead of the term 
dates (please instead submit a screenshot of the dates)

✓The course graduation date cannot be included as a term date

✓University class timetables. 



If the candidate has completed their course:

They can submit:
✓ Term dates which evidence up to the course completion date / end of their 

course.
✓ Their course completion/graduation certificate stating their name, university and 

completion/award date.
✓ A letter from the university stating their name and official course completion 

date. 
✓ A letter evidencing an expected end date, which has passed. 

If the candidate is on placement:

They can submit:
✓ A letter from the placement company stating the university name and start and 

end date of the placement.
✓ A letter from the university stating the placement company and start and end 

date of the placement

If the candidate has completed their course EARLY:

They will need to contact their university to request the Home Office updates 
their leave to remain. The Home Office will update their share code end date.



TrustID Reports

Applicant and 
Company details 
are found here

Candidate’s 
submitted 
documents listed 
here

Status notes of 
the RTW check 
here

A student RTW will be Time Limited if it is 
accepted

The follow up check 
date will align with the 
share code/ visa expiry 
date
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