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SPONSORED RESEARCHER

TIER 5 (GOVERNMENT AUTHORISED EXCHANGE)

CERTIFICATE OF SPONSORSHIP APPLICATION FORM
To be completed by hosting department: Please complete and email to the HR Staff Hub along with the necessary required documents to issue a Certificate of Sponsorship (CoS). Should you have any queries regarding these requirements, please do not hesitate to contact the HR Staff Hub.
	Personal Information

	Family/Last name:
	     

	First name(s):
	     

	Other name(s):
	     

	Nationality:
	     

	Place of Birth:
	     

	Country of Birth:
	     

	Date of Birth:
	     

	Gender:
	 FORMCHECKBOX 
 Male
	 FORMCHECKBOX 
 Female


	Passport or travel document

	Passport number:
	     

	Issue date:
	     

	Expiry date:
	     

	Place of issue:
	     


	Home address

	Current home address (including post/zip code):
	     

	Country of Residence:
	     

	Email address:
	     

	Telephone number:
	     


	Sponsored Research details



	Start date:
	     

	End date:

N.B. Tier 5 leave maximum total = 24 months
	     

	Multiple entry visa required?

(Regular work travel in and out of the UK)
	 FORMCHECKBOX 
 Yes 
	 FORMCHECKBOX 
 No

	Total weekly working hours:
And working pattern if part-time
	     


	Main UK work address

	Work address (including postcode):
	     


	Sponsorship details

	Title:
	Sponsored Researcher

	Please indicate the permitted sponsored research category: 
	 FORMCHECKBOX 
A formal research project or collaboration 

 FORMCHECKBOX 
A period of work-based training/work experience/internship/placement; 

 FORMCHECKBOX 
Skill development/knowledge transfer; 

 FORMCHECKBOX 
A series of lectures, which doesn’t amount to a formal teaching post; 

 FORMCHECKBOX 
External examinations

	Summary of job: 
(give details of the nature and purpose of the sponsored research):1000 total characters or less
	     


	Specific skills, qualifications and experience required for the research / project:
	     

	Please detail funding for the visit: (will usually need to meet UK minimum wage requirements) 

	Gross pay (pounds sterling):
	£     

	Frequency of pay: 
	 FORMCHECKBOX 
annual  FORMCHECKBOX 
monthly  FORMCHECKBOX 
weekly

	Gross allowances (pounds sterling):
	£     

	Frequency of pay: 
	 FORMCHECKBOX 
annual  FORMCHECKBOX 
monthly  FORMCHECKBOX 
weekly

	Employing Organisation:
	     

	Funding source(s):
	     

	Please note that sponsored researcher must not be paid in cash. Evidence that the funding/salary/frequency stated on CoS is being paid to the individual will be required after the individual has started in post

	Please tick to confirm that the Sponsored Researcher is not filling a genuine vacancy or advertised College vacancy:
	 FORMCHECKBOX 


	1 Please tick to confirm the job is at RQF level 3 or above:
	 FORMCHECKBOX 


	Please tick to confirm that the work does not form part of a course of study
	 FORMCHECKBOX 


	2 Please tick if department will certify the migrant’s financial maintenance requirement 
	 FORMCHECKBOX 


	Please note that if maintenance cannot be certified, the sponsored researcher will be required to provide evidence they meet the UKVI financial maintenance requirements for them and any dependents):


	Supporting Documents

	In order to issue a Certificate of Sponsorship HR will require copies of the following documents:

	 FORMCHECKBOX 
 Copy of Identity documents:
· Passport: including any page with the document expiry date, nationality, date of birth, signature, leave expiry date, biometric details and photograph, and any page containing information indicating the holder holds, or has held an entitlement to enter, remain, and/or work in the UK

N.B. Before the Sponsored Researcher can start, a Right To Work check will be required, with their original documents (including their Tier 5 UK entry vignette or Tier 5 BRP card) and records verifying that the RTW check was conducted prior to their College start. 

	 FORMCHECKBOX 
 Copy of National Insurance number evidence, where held (unless exempt from requiring one)

	 FORMCHECKBOX 
 Copy of CV

	 FORMCHECKBOX 
 1 Copies of essential qualifications/professional accreditation, translated into English as required
N.B. Before the Sponsored Researcher can start in post, the original qualifications and translation certificates will need to be checked and copies retained. 

	Evidence of competitive process / sponsorship arrangement 
 FORMCHECKBOX 
 Advertisement for the grant; or
 FORMCHECKBOX 
 Programme for the selection process; or
 FORMCHECKBOX 
 Judging criteria; or
 FORMCHECKBOX 
 Terms & conditions from the sponsoring body which contain the details of the recruitment and selection process; or
 FORMCHECKBOX 
 Copy of letter from third party employing organisation/funding body confirming 

· that they will continue to employ the Sponsored Researcher

· the date funding will start and end, level of funds and allowances 

· names of individuals the Sponsored Researcher will be collaborating with

	 FORMCHECKBOX 
 2 Copy of maintenance letter (if applicable) or evidence the sponsored researcher holds the required funds for themselves, and any dependents

	 FORMCHECKBOX 
 Job Description / full list of duties and research to be undertaken


	Payment Details for Certificate of Sponsorship

	Each Certificate of Sponsorship costs £21. Please provide a Virtual Credit Card pdf for online payment 


	Authorisation & Agreement to managers responsibilities (on page 3 overleaf)
(To be completed by host department only)

	Name
	     
	Date
	     


Hosting Manager: Tier 5 Responsibilities & important information 

Sponsored Researchers will rarely be categorised as an employee of the College. However, as part of the UK Visa and Immigration (UKVI) sponsor licence rules whether the individual is an employee or they hold other visiting status, we are required to report changes in circumstance, and to maintain accurate records for all Tier 5 sponsored researchers. 
The hosting manager is responsible for informing HR of the following changes in circumstances (in advance). The College (HR Staff Hub) is required by UKVI to report these changes within 10 working days. 
· Change in start date
· Change in job description

· Change in salary/funding for the visit (including any change in total working hours)
· Change in faculty / department researcher will be based
· Change in work address or work contact details (Including temporary periods where the individual will undertake research at a different work location than stated as work address on their CoS) 
· Any unauthorised absence of 10 consecutive days 

· Any periods of unpaid leave totalling more than 4 weeks in a calendar year (If more than 4 weeks is taken, this would result in sponsorship being ended)

· If sponsorship is no longer required, for any reason (e.g. research completed early / individual has moved into another immigration category)
The hosting manager is responsible for accurate record-keeping: 
· Complete leave and absence records (It is important that all leave and absence for Sponsored Researchers is recorded in Teamseer, even if the researcher is not a College employee)
· Change to hosting manager (Please inform HR if this changes during the period of the visit)
Should you have any queries regarding our responsibilities as a sponsor please do not hesitate to contact the HR Staff Hub
HR Division
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