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	Please refer to the guidance on the HR website when giving answers.  The information given will determine the outcome of the Certificate of Sponsorship (CoS) application.

	

	Send the completed form with all supporting documentation to the HR Policy Team.  Please direct queries to HR Services who will process the application.

	

	1.
Will this person be an employee of UCL & be paid via the UCL payroll?
	
	No 
	
	Yes

	

	2.
Is the person currently in the UK?    
	
	No
	
	Yes 

	
	

	3.
If yes, what is the person’s current immigration status?; 
	

	

	and when does their leave to remain in the UK expire?
	

	
	

	Details of the person

	

	4. Personal title 
	Dr / Miss / Mr / Mrs / Ms / Professor / other:

	
	

	5.
Surname/family name
	

	
	

	6.
Surname/family name at birth (if different)
	

	
	

	7.
First names
	

	
	
	

	8.
Sex
	
	Male
	
	Female
	
	Other
	
	Prefer not to say

	
	
	

	9.  Date of birth
	
	
	

	10.
Nationality                                              Country of birth
	

	
	

	11.
Passport number and issue date and expiry date
Must be a current passport
	

	
	

	12.
Place of Issue
	

	
	
	

	13.
Has the person previously held a UK work permit or CoS?
	
	No
	
	Yes

	
	
	
	
	

	14.
Worker or work permit or CoS reference number 
	

	
	
	

	15.
If the person is OUTSIDE the UK, from which British Diplomatic post (Embassy/Consulate) will they be seeking entry clearance?
	

	
	
	

	16.
Current residential address
	

	
	
	

	

	Qualifications and experience

	

	17.
Please give details of the person’s higher education, vocational or professional qualifications and membership. (This must be at NVQ4 level or above and listed on the graduate occupations list (appendix A)). 

	

	Qualification level & date gained
	Subject
	Awarding Institution

	
	
	

	

	Professional memberships: 


	

	

	18.
If there is a legal requirement for the person to be registered with a professional or other official organisation within the UK, please give the registration details below:

	

	Name of organisation
	

	
	

	Status, grade or title
	

	
	

	Registration number
	

	

	19.
How did you verify the person’s registration?

	

	

	

	20.
Please give details of why you want to employ this particular person, referring to their specific skills and qualifications in relation to the requirements of the post.

	

	

	

	

	

	Details of Job

	

	21.
Proposed start date of appointment:
	

	
	

	22.
For how long do you need the person?
	until: 
	or for: 
	mths/yrs

	
	

	23.
Job title
	

	

	

	

	

	

	

	

	

	

	

	24.
Please describe the main duties & responsibilities of the post. (‘See JD’ is not acceptable)

	

	

	

	25.
What qualifications (including level) and/or skills are required for this post?  You should be as specific as possible and not use general terms.  (This must be at NVQ4 level or above and listed on the graduate occupations list (appendix A)).

	

	

	
	

	26.
What will the normal hours be?
	
	per week

	

	27.
What will the salary be?  (please specify below)

	

	Grade: 
	Point: 
	Salary: 
	LW: 

	

	If the salary is more than £150,000 pa please go to Q39  

	

	Reasons for not employing a Settled Worker


	

	28. Is this a post which is currently recognised by UK Border Agency as a shortage occupation? (click here for list)
	
	No 

	
	
	

	
	
	Yes

	

	29.
If yes, which job title/area from the shortage occupation list does the application fall under?

	

	

	

	30.
Is this person a named researcher on a grant award? If yes, confirmation from the awarding body must be provided.
If, yes please go to Q39
	
	No 

	
	
	

	
	
	Yes

	

	31. Does this person currently: 
· have permission to stay as a post-study worker under tier 1; and

· wants to switch in to tier 2; 
· has been employed in the United Kingdom for a continuous 
period of at least six months with the same sponsor; 

· been working in the same job before they apply 
The resident labour market test does not need to have been applied in these circumstances, go to Q39
	
	No
	
	Yes

	

	33.
Has the post been advertised?
	
	No, go to Q39 (If 
           exemption)
	
	Yes, continue with Q34

	

	34.
Please give details and supporting evidence to show what advertising you have undertaken to recruit a 'settled worker' to fill the post.  

	

	Post advertised in/on: Please include reference numbers

	

	
	

	Date(s) of the advertisement(s):
	

	
	

	
	

	
	

	35. Please explain (a) why you have chosen to use this particular medium or publication to advertise the vacancy (e.g. meets the occupational code for the job)

	

	

	

	36.
If you used a different recruitment method, please give details and explain why you considered this to be more appropriate.

	

	

	

	37.
Details of people who applied:

	

	Number of applicants
	
	of which
	
	were ‘settled workers’ 

	

	Number shortlisted
	
	of which
	
	were ‘settled workers’ 

	

	38.
Please give specific reasons why you did not employ each applicant, including those you did not shortlist.  (Please insert rows as required and delete options as appropriate.) (DID NOT MEET CRITERIA OR DOES NOT HAVE RELEVANT EXPERIENCE IS NOT A VALID REASON

	

	Applicant no.
	Resident worker?
	Shortlisted?
	Reason not shortlisted, or if shortlisted, not employed:

	
	Yes / No
	Yes / No
	

	
	Yes / No
	Yes / No
	

	
	Yes / No
	Yes / No
	

	
	Yes / No
	Yes / No
	

	
	Yes / No
	Yes / No
	

	
	

	

	Supporting Documentation - Checklist

	

	39.
The following supporting documentation is required in order to consider an application. The request will not be considered without these:

	
	

	· Full recruitment pack, including all applications and expressions of interest received; 
	
	

	
	
	

	· Job description and person specification
	
	

	
	

	· Proof of placement and copy of advertisement(s) (including job ref number)
	
	

	
	

	· Notes from the interviews conducted
	
	

	
	
	

	· Copies of academic and professional qualification / registration certificates
	
	

	
	
	

	· Curriculum vitae or application form
	
	

	
	
	

	· Signed statements/references from past employers (must be at least 2)
	
	

	
	
	

	· Proof of funding (if named researcher on grant)
	
	

	
	
	

	· Copy of Passport & VISA

	

	
	

	
	

	
	

	Departmental Contact Details - must be signed by authorised signatory

	
	
	
	

	Signature:
	
	Date:
	

	
	
	
	

	Name:
	

	
	

	Position (i.e. HoD or DA):
	

	
	

	Department:
	

	
	
	
	

	Telephone number:
	
	E-mail address:
	

	
	
	
	

	
	
	
	

	This information will be used to assess whether a certificate of sponsorship can be issued. This does
not guarantee leave to enter / remain in the UK or the right to work.  Following receipt of a certificate of sponsorship, the applicant will need to apply to the UK Border Agency for leave to enter / remain in the UK and meet the relevant English language competency and maintenance requirements.  Further info on leave to enter / remain in the UK is available on the HR website.


Monitoring Attendance 

It is a UK Border Agency requirement that we monitor attendance for any migrants that we sponsor and notify the Border Agency under the following circumstances:

Failure to attend on day one
Any absences of more than 10 working days without appropriate authorisation

In order to assure ourselves that we are aware of when a sponsored migrant is absent for more than 10 working days please confirm which of the following systems will be used: 

( 
either maintain one of the two UCL electronic diary systems (i.e. to keep up to date any times when they are away from their desk / normal place of work) and ensure their Manager or DA (or other designated person) has viewing access, or

(
maintains another agreed local notification system, please specify: 

_______________________________________________________________________________________

_______________________________________________________________________________________

August 2020





















� A settled worker is ’normally a resident of the UK with no immigration restriction on the length of stay, i.e. has the right of abode or indefinite leave to enter or remain in the UK’





