	
	

	

	

	
	


Dear Sir/Madam,
[Name of College] is your sponsor under the UK Points-based Immigration System. This means that UK Visas and Immigration (UKVI) requires us to keep certain records about you and report particular changes in your employment to them. If we do not do this, we may lose our sponsor licence. If we lose our licence, we will no longer be able to employ you or other sponsored individuals, and UKVI will curtail your visa. 

Where the following occur, we have a duty to report these to UKVI:
· Changes to your hours/funding.

· Change to your job title/duties.  

· Taking maternity, paternity, adoption or sick leave, or unpaid leave for any other reason. 

· Please note: if you take more than one month’s unpaid leave (except for maternity, paternity, adoption or sick leave) or you have more than 10 consecutive days unauthorised absence from work, you will lose your visa.

· Losing a professional registration or accreditation which is required for your job. 

· Change of work location (this does not include where you need to travel for conferences/meetings/collaborations etc. and it will be for one month or less).

· Changes to your contact details (including home address, home phone number or mobile phone number). 
· You obtain a new UK visa in a different category. You will be required to provide evidence of this change by showing your new Biometric Residence Permit (BRP).

· Your visit terminates earlier than planned. 

Visa terms and conditions

It is important that you understand all of the conditions that UKVI places on your stay in the UK. Full details can be found on the UKKVI website as follows: https://www.gov.uk/government-authorised-exchange
Where you were required to gain an ATAS certificate to undertake your research, you must inform the College HR Team if your research field changes, as a new ATAS certificate may be required before you can undertake any work in that new field of research. 

If you entered the UK using one of the ‘e-gates’ at the border, you must retain evidence of the date of your arrival. This can be in the form of a travel ticket/boarding pass/travel itinerary or stamp in your passport confirming date of entry. 

Please note:

· You are not permitted to claim any public funds whilst in the UK. A full list can be found here: https://www.gov.uk/government/publications/public-funds--2
· You are permitted to undertake ‘supplementary employment’ over and above the job for which you are employed, but only under the criteria listed here:  http://www.hr.admin.cam.ac.uk/hr-services/immigration/visas-and-right-work-uk/time-limited-right-work/tier-2tier-5-supplementary; 

Please confirm that you have understood the responsibilities explained to you in this letter and that you agree to comply with them by signing one copy of this letter and returning it to the College HR Team. You should keep the other copy for your own reference.

If you have any questions or require further information, please do not hesitate to contact the HR Team on Tel and email address
Yours sincerely,
HR Team
---------------------------------------------------------------------------------------------------------------------------------------
Employee Acceptance

I understand my responsibilities under the Points-based Immigration System as explained to me in this letter and confirm that I will comply with them.
	Signed:
	

	Printed Name:
	
	Date:
	


