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Skilled Worker Visa
 Certificate of Sponsorship Application Form

This form is to be used by recruiting departments of the University to request a Skilled Worker Visa Certificate of Sponsorship (CoS) where a new recruitment or extension of contract will require the individual to apply for a Skilled Worker Visa (SWV). This form is processed by the University’s HR Compliance Team.

Please complete this form in its entirety. Incomplete forms cannot be processed. 

Further guidance on Certificates of Sponsorship can be found on the HR webpages.
	
Application Type

	Application type
	Tick one
	CT use only

	[bookmark: _Hlk147137911]New employee from outside UK
	[bookmark: Check1]|_|
	D

	Switch - New employee switching immigration category from inside UK 
	All UK visa types are eligible to switch to SWV except visitor visa/visitor status, short term study visa and ‘exempt’ visas
	|_|
	U

	Switch - Current employee switching immigration category from inside UK 
	
	|_|
	U

	Extension - Current employee holding a Tier 2 or Skilled Worker visa, extending in the same job and/or SOC code
	|_|
	U

	Change of Employment - New employee holding a Tier 2 or Skilled Worker visa, moving to the University
	|_|
	U

	Change of Employment - Current employee holding a Tier 2 or Skilled Worker visa, changing job/SOC code within the University
	|_|
	U





		

Applicant Details
[bookmark: _Hlk163221681]
	1. Title (e.g. Dr, Prof)
	

	2. Surname / family name
	

	3. Forename(s) 
	



	4. Personal number
If current staff
	



Other required details:
	5. Town/city of birth
	

	6. Country of birth
	

	7. Country in which visa application will be submitted
	


Applicant’s current address
Must be in the same country from which the applicant is submitting their visa application

	8. Address
	

	9. City or town
	

	10. County/area/district/ province
	

	11. Postal code
	

	12. Country
	


UK visa information

	13. Does the individual have a current UK visa?
	|_| Yes  Provide a copy with this form & go to question 14
	|_| No  Go to question 16

	14. [bookmark: _Ref141088456]Is this a Tier 4 or Student visa?
	|_| Yes  Go to question 15 and note below
	|_| No  Go to question 16

	15. [bookmark: _Ref163637267]Please provide one of the following →
	|_| Cambridge student – Unique Student Number (USN): xxxx
Compliance Team will access information on CamSIS.
	|_| External student – copy of Confirmation of Acceptance for Studies (CAS) attached

	Note rules as follows:
Undergraduate and Masters (Taught and Research) students: To switch into Skilled Worker, the work start date on the CoS must be after CAS end date (Compliance Team can provide a CoS up to 3 months before).
Doctorate (PhD) students: To switch into Skilled Worker, the work start date on the CoS must be no earlier than 2-year anniversary of CAS start date (Compliance Team can provide a CoS up to 3 months before). 



	16. [bookmark: _Ref163637236]Have they ever held a Tier 2, Skilled Worker or Graduate visa?
Including if they currently hold it.
	|_| Yes  Give details below
	|_| No  Go to question 17

	17. 
	Visa type:
	Valid from:
	Valid to:

	18. 
	
	
	



Employment

[bookmark: _Hlk163221866]Contract and Certificate of Sponsorship (CoS) length
· A CoS can be issued for a maximum length of 5 years on each occasion. 
· Fixed term appointments – the CoS start and end dates must match the contract length 
· Permanent, and Permanent but limited funding appointments – the CoS can be any length, up to 5 years
[bookmark: _Hlk163221994]Costs
· Payable by the department when the CoS is assigned:
· All CoS: £239 for the CoS, regardless of the length.
· Non-research/teaching roles: £364 per year of CoS validity for the Immigration Skills Charge.
· [bookmark: _Hlk163222025]Payable by the applicant when they submit their visa application:
· Visa cost depends on length of CoS and location of application:
	[bookmark: _Hlk147231608]CoS length
	Overseas visa application cost
	In-country visa application cost

	3 years or less
	£719
	£827

	More than 3 years
	£1,420
	£1,500


[bookmark: _Hlk147231628]Note: jobs with a SOC code on the Immigration Salary List will benefit from a small visa fee reduction.
· In each case, an NHS Surcharge of £1,035 per year of visa validity will also apply. 
Employment details

	19. [bookmark: _Ref141088277]Employment/CoS start date
Extensions: day after existing visa expires
T4/Student visa holders: see note at 14 above
	

	20. Employment/CoS end date
	

	21. Contracted number of hours per week
	

	22. Main work address for individual 
Include full address including Department and postcode. 
	

	23. Other regular work address(es) in the UK
Not including home address
	

	24. Working entirely remotely, with little or no requirement to attend University premises?
	|_| Yes 
Please provide explanation below of why this must be in the UK and not in the person’s home country
     
	|_| No 



	25. Research Associates only: are you under-appointing as a Research Assistant until award of PhD?
If yes:
· please give Research Assistant job title and salary
· if not mentioned in FPs/advert, please provide written approval from HR Advisor 
	|_| Yes
|_| No



	26. Job title 
	

	27. SOC code
	



Summary of job description

	28. Please provide a description of the activities the job entails.
Note::
· What the person will be doing, not the person spec or aims of the research
· No formatting allowed (bullet points, bold type etc)

· From 4th April 2024, we need to add extra wording into this section, but the character limit on the Home Office Sponsor Management System remains the same, so please limit your wording to 900 characters maximum including spaces – typically 8-9 lines of text.

	



Salary 

· Please see the guidance on minimum salary requirements for each role. 
· Allowances such as Recruitment Incentive Payments, Market Pay or ACS cannot be included in the overall salary calculation. 
	29. Annual gross salary without allowances
	£


 
Registration

30. Is there a legal requirement for the individual to be registered with a professional or other official organisation in the United Kingdom? (e.g. GMC)

	|_| Yes
	|_| No 



If yes, name of agent: 
	



[bookmark: _Hlk163224255] Financial Requirement

31. Do you certify maintenance for the individual?

	|_| Yes
	|_| No 
	|_| N/A (they’ve been in the UK for 12 months or more)



32. Do you certify maintenance for their dependents? 

	|_| Yes
	|_| No 
	|_| N/A (no dependants/they’ve been in the UK for 12 months or more)


      
· If the applicant has been in the UK for 12 months or more, they do not need to meet the financial requirement, so please tick N/A above. 
· What does ‘certifying maintenance’ mean?
· As the University is an A-rated sponsor, you can say that you will maintain and accommodate the employee (and their dependants if you wish) up to the end of the first month of each of their grants of permission.
· In practice, this means that the applicant doesn’t have to submit bank statements with their application; it is not a commitment to provide additional financial support or pay them in advance. However, you should bear in mind that, if you agree and for some reason it is necessary, you would need to provide the funds up to the amounts below.
· If you do not wish to certify the ‘Financial Requirement’, then as part of the visa application, the individual and all of their dependants must prove they can meet the financial requirements by holding in a bank/savings account for at least 28 days:
· Main applicant - funds of £1,270 
· Spouse/Partner - funds of £285
· First child - funds of £315
· Each additional child - funds of £200

[bookmark: _Hlk163224364]ATAS requirement
Academics and researchers in certain fields who are applying for a Skilled Worker Visa may require an ATAS certificate before they can submit their visa application. If you are not sure whether this applies, please see our guidance. 
New employees from outside the UK: if ATAS clearance is required, the HR Compliance Team must see the ATAS certificate before a CoS can be assigned.
33. Is an ATAS certificate required?
	Overseas: 
	[bookmark: Check4]|_| Copy provided with this form



	In-country: 
	|_| Copy provided with this form

	
	|_| ATAS certificate not yet available - application reference number:
	



	No, an ATAS certificate is not required because (tick all that apply):
|_| the applicant is a national of an exempt country
|_| the role does not involve research at PhD level or above in a relevant subject area


Host / Line Manager

34. Has the individual’s supervisor/line manager/principal investigator managed sponsored workers (ie Tier 2, Skilled Worker, Tier 5, GAE visa holders) before? 

	|_| Yes
	|_| No 



Supervisor/line manager/principal investigator’s name:
	



Supervisor/line manager/principal investigator’s email address:
	



‘Genuine Vacancy’ requirement
Extensions: leave blank

	35. Total number of people who applied for the role:
	



	36. Total number of people shortlisted for interview:
	



	37. Advert reference:
	



	38. Appointment justification
If not specified elsewhere, please explain why the person was appointed rather than anyone else.
	



If the role was not advertised, please briefly explain the reason(s) why (e.g. named researcher role): 
	



Payment for CoS

39. Account to which cost of certificate (£239) is to be charged
Research Grants
	Project Code
e.g. AAAG/001
	
	Task
e.g. 01
	
	Award
e.g. RG12345
	
	Expenditure Type
e.g. misc/other costs

	
	/
	
	.
	
	.
	
	.
	


Other Accounts
	Cost Code

	
E.g.
	
	Dpt
AA     
	
	CC
ABA
	
	SOF
ECAA
	
	TRANS
FDBM
	
	
0000

	U
	.
	
	.
	
	.
	
	.
	
	.
	0000




Documents required

Please:
a) only tick the boxes to show the evidence you are providing; and 
b) upload the documents to Web Recruitment or, if you did not use Web Recruitment, email them to the team.

	[bookmark: _Hlk147241352]New or current employee:
	New employee 
	Current employee

	Situation:
	Overseas
	Already in the UK
	Extending SWV & staying in the same job/SOC code
	SWV holder changing job/ SOC code
OR
Other visa holder switching into SWV and staying in the same job/SOC code*

	Copy of bio-data page of applicant’s passport (can be uncertified)
	|_|
	|_|
	|_|
	|_|

	Copy of applicant’s current UK visa/digital status
	N/A
	|_|
	|_|
	|_|

	If required: copy of individual’s ATAS certificate
	|_|
	|_|
	|_|
	|_|

	Where RAS not used to advertise, a record of the text of the advert in any medium (e.g. email to online advertiser)
	|_|
	|_|
	N/A
	|_|

	If required by advert/job description: copies of any required registration and/or professional accreditation and translation
	|_|
	|_|
	N/A
	|_|

	Research Associate under-appointment as Research Assistant: If not specifically referred to in the Further Particulars or advert, approval from HR Advisor
	|_|
	|_|
	N/A
	|_|

	Copy of applicant’s highest qualification (e.g. degree certificate/transcript), and translation;
or
Copy of satisfactory references for the individual
	|_|
	|_|
	N/A
	|_|

	Job description for the role
	|_|
	|_|
	N/A
	|_|

	Summary of interview notes/paragraph showing why successful candidate was appointed above other applicants
	|_|
	|_|
	N/A
	|_|

	Current external Tier 4/Student visa holders only: Copy of CAS
	N/A
	N/A
	N/A
	|_|


* Please provide supporting documents from when they were appointed to the role they are currently in.
Your contact details

Please complete this so we can get in touch with you with any questions about this form.

	Name 
	

	Email address
	


[bookmark: _Hlk163226275]
How to submit this form


Once completed, please upload this form and any supporting documents into Web Recruitment.

If you have not used Web Recruitment, email them to complianceteam@admin.cam.ac.uk

[bookmark: _Hlk163226305]Thank you 
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