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	Applications should be made as early as three months before the expiry of leave to remain in the UK.  Applicants must be IN THE UK when submitting this application.

	

	1.
When does the applicant’s leave to remain in the UK expire? (see endorsement in passport) 
	

	
	

	IF LEAVE TO REMAIN HAS EXPIRED PLEASE CONTACT HR CONSULTANCY IMMEDIATELY.
IT IS ILLEGAL TO CONTINUE TO EMPLOY STAFF WHO DO NOT HAVE THE RIGHT TO WORK IN THE UK.

	
	

	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 Services.  Please direct queries to HR Services who will process the application.

	

	Details of the person

	

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

	
	

	3.
Surname/family name 
	

	
	

	4.
Surname/family name at birth (if different)
	

	
	

	5.
First names
	

	
	
	

	6.
Sex
	
	Male
	
	Female
	
	7.
Date of birth
	

	
	
	

	8.
Nationality                                                   Country of Birth
	


	
	

	9.
Passport number and issue date and expiry date (Must be a current passport
	

	
	

	10.
Place of Issue
	

	
	
	

	11.
CoS reference number 
	

	
	
	

	12.
Current Residential Address
	

	
	
	

	
	
	

	Details of Job

	
	

	13.
Job title
	

	

	14.
Are there any changes to the conditions of employment e.g. duties, location, hours, salary etc. from those detailed in your original application?
	
	No

	
	
	

	
	
	Yes, give details 

	
	
	

	

	

	

	15.
Professional registration number (if applicable) e.g. NMC, GMC, HPC, etc. and date last checked
	

	
	
	

	16.
When did the person start with you?
	

	
	

	17.
For how long do you need the person?
	until: 
	or for: 
	mths/yrs

	
	

	18.
What will their salary be?  (please specify below)

	

	Grade: 
	Point: 
	Salary: 
	LW: 

	

	19.
Why do you need to retain the person beyond the period originally granted?

	

	

	20. Checklist for Department 
· Job description remains the same 



	
	
	
	
	

	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 remain in the UK or the right to work.  Following extension of certificate of sponsorship, the applicant will need to apply to the UK Visas & Immigration for leave to 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 Visas & Immigration requirement that we monitor attendance for any migrants that we sponsor and notify UK V&I 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: 
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