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About this guidance
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Management checks-
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Management checks 1
secondary

Sponsor licensing -
background

This guidance gives information for caseworkers on how to decide applications for a sponsor
licence for Tier 2, 4 and 5 of the points-based system (PBS).

For information about the PBS sponsor requirements and policy see related link: Sponsor
guidance.

Changes to this guidance i This page tells you what has changed since the previous
version of this guidance.

Contact 1 This page tells you who to contact for help with a specific case if your senior

caseworker or | ine manager canb6t answer Yy

Information owner i This page tells you about this version of the guidance and who owns it.

In this section

Changes to this
guidance

Contact

Information owner

Links to staff intranet
removed
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Points-based system sponsor licensing i applications

Changes to this guidance

About this guidance

Pre-licensing checks

Compliance visits

Sponsor file
management

Tier specific information

Decision making

Allocations

Action plans

Management checks-
primary

Management checks 1
secondary

Sponsor licensing -
background

This page lists changes to the points-based system sponsor licensing application guidance,
with the most recent at the top.

Date of the change
30 April 2013

Details of the change
Change request and six month review by the
modernised guidance team:

1 Workflow officer pre-sift checks:

o table, second row, right hand column,
second bullet point new

o table, third row, right hand column,
second bullet point new

1 Payment checks:

o table, sixth row, the bullet point has
been amended

o table, tenth row, the third bullet point
has been amended

o table, twelfth row, first bullet point new

1 Refunding fees:

o table, second row, left hand column
6You agreedangedt®d W e
thinko

o table, second row, right hand column,
the last paragraph has been changed

o table, third row, right hand column, first
bullet point new, new paragraph after
bullet points

o table, fifth and sixth row, right hand
column, paragraph changed to bullet
points

1 Representative registration:

Related links
Workflow officer pre-sift
checks

Payment checks

Refunding fees

Representative
registration

Risk checks

Civil penalty checks

Supporting documents i

originals, certified or
uncertified copies

Supporting documents i

sponsor structure

Compliance visits

When to refer for a
compliance visit

How to refer for a
compliance visit

Compliance visit
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0 sub-heading &heck their registration
with the regulatoréadded other
regulators to the list

Risk checks:

0 page re-written

Civil penalty checks:

o fourth paragraph, location of the
spreadsheets changed

Supporting documents i originals,

certified or uncertified copies:

o table, second row, right hand column,
added The Bar Council to bullet list and
external links

Supporting documents i sponsor

structure:

o table, third row, added new bullets

Compliance visits:

0 page re-written

When to refer for a compliance visit:

0 page re-written

How to refer for a compliance visit:

0 page re-written

Compliance visit workflow:

0 page re-written

Compliance report rejections:

0 page re-written

Compliance visit outcome:

0 page re-written

Tier 2 General sponsor licences i limit on

certificates of sponsorship:

o change to fee from £150,000 to
£152,100

o change of Tier 2 limit period to 6 April
2013 and 5 April 2014

workflow

Compliance report
rejections

Compliance visit
outcome

Tier 2 General sponsor
licences 1 limit on
certificates of
sponsorship

Tier 5 sponsor licences
1 International

agreements

Allocation consideration
table i Tier 2 (Intra-
company transfer)

Allocation consideration
1 Tier4

See also
Contact

Information owner

Links to staff intranet
removed
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1 Tier 5 sponsor licences i International
agreements:
0 second paragraph, fourth bullet point,
four sub-bullet points added
1 Allocation consideration table 1 Tier 2
(Intra-company transfer):
o 5 April 2013 changed to 5 April 2014
9 Allocation consideration i Tier 4:
otable, third rowal a
Tier 4 initial application must show
educati onahbddenv er si
1 Minor housekeeping changes.

8 February 2013 Change request:

1 New versions of downloads:
0 Add a tier decision notification 1 grant
B action plan
o Initial application caseworker stencil
o Initial application decision notification 1
grant A
o Initial application decision notification 1
grant B action plan
o Initial application rejection notification
o Initial application SMS notification
0 Metastorm functions for managers
9 Initial consideration checks:
0 new page
1 Checking the application is accurate:
0 sub-heading olf your
guestion whether the application is

vali ddé has been de
1 Legacy and current systems check:
otabl e, new-stehairrcdh 6r o
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1 Q6 markers and referrals to the temporary
migration intelligence hub:
o the restricted information has been
changed
1 Insolvency checks:
o the restricted information has been
changed
1 Supporting documents i sponsor
structure:
o table, second row has been changed
1 When to refer for a compliance visit:
o third paragraph, second bullet point
has been changed
o fourth paragraph, new last bullet point
1 Compliance report rejections:
o this page has been amended
1 Sponsor file management:
0 new page
1 Creating a sponsor file:
0 new page
1 Linking to a sponsor file:
0 new page
1 Recalling a sponsor file:
0 new page
1 Tier 2 (Sportsperson) sponsor licences:
o this page has been amended
1 Tier 4 sponsor licences:
o sub-headi ng OTi staderd (
has been amended
1 Tier 5 sponsor licences i Government
authorised exchange:
o this page has been amended
1 Tier 5 sponsor licences i International
agreements:
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o this page and the tables have been
amended
1 Caseworker checks and decision tables i
tier specific checks:
0 the tables have been amended
1 Granting sponsor application allocations i
Tier 2 (Sportsperson) and (Minister of
religion):
o table, second row has been changed
1 What is an action plan:
o this page has been amended
1 B-rated sponsors and issuing action
plans:
o table, new fourth row added
1 Minor housekeeping change.

For previous changes to this guidance you will
find all earlier versions in the archive. See
related link: PBS sponsor licensing application
i Archive.
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Pre-licensing checks

About this guidance

Compliance visits

Sponsor file
management

Tier specific information

Decision making

Allocations

Action plans

Management checks-
primary

Management checks 1
secondary

Sponsor licensing -
background

This section tells caseworkers the checks they must do before they make a decision on a
sponsor licence application.

Before you make your decision, you must complete checks on:

1 payment of fees

9 the prospective sponsor and key personnel
1 supporting documents

1 representatives.

For a full list of the checks you must complete, see related link: Initial application caseworker
stencil.

In this section

Workflow officer pre-sift
checks

Payment checks

Initial consideration
checks

Checking the application
is accurate

Representative checks

Key personnel checks

Checking supporting
documents

Verifying supporting
documents

Requesting more
information

Links to staff intranet
removed
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This page tells the workflow teamsasift officer what they must check on sponsor licence

applications.

This is the first check on an application. The work flow team does it before the application
goes to a caseworker. As the workflow sift officer, you must make the following checks.

Ifé

Thené

The application was received more than 14
days after the submission date.

Please note:

1 The received date is the date the
application arrives in the sponsor
licensing unit (SLU), and will be
stamped on the hard copy submission
sheet.

1 The submission date is recorded in
Metastorm in the 0

You must:

T hi ghl i gowet 14 dagseol @ 6
under rejection pre-sift on the case
preparation sheet

1 place at the front of the caseworking
work queue for a caseworker to
reject the application.

b

The submission sheet:

1 has not been provided

1 is incomplete

1 has not been signed by the authorising
officer (AO) or the signature is not
original

1 has been signed by someone on behalf
of the AO, or

1 is a photocopy.

You must:

T hi ghl i gbmisstorsheetot
si gnedOd Dbrejection predsétr
on the case preparation sheet

1 place at the front of the caseworking
work queue for a caseworker to
reject the application.

In this section

Payment checks

Initial consideration
checks

Checking the
application is accurate

Representative checks

Key personnel checks

Checking supporting
documents

Verifying supporting
documents

Requesting more
information

Related links

Decision making on a
rejected application

Refunding fees
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The prospective sponsor has applied to add | You must check:
a tier.

I Metastorm to confirm that the
sponsor has an active licence, and

1 they have paid the correct amount to
add the requested tier.

(it is either suspended or revoked). caseworker.

The sponsor does not have an active licence | You mustusethe 6 s i f t to inform thes @

not paid the correct amount for adding atier. |[addi ng a

t I e r ton fressxt

on the case preparation sheet.

The sponsor has an active licence but has You must highlightthe6i ncor r e ct

U

with the application.

1 sign the case preparation sheet, and

1 place the case papers in the
Oawai-thegkgdé kanb
workflow team.

There are any other issues relating to the You mustusethe 6 s i f t toinform thes @
application. caseworker.
All checks show that there are no issues You must:

signed submission sheet or any supporting documentation.

links:

1 Decision making on rejected applications
1 Refunding fees.

The workflow officer is also responsible for monitoring and progressing applications where
the sponsor has submitted and paid for an electronic application but has not forwarded a

The workflow officer must pull these cases through into the case preparation stage of
sponsor caseworking (Metastorm) and place at the front of the caseworking work queue for
a caseworker to reject the application and arrange for a refund of the fee paid.

For more information on rejected applications and refunding application fees see related

Links to staff intranet
removed
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This section tells caseworkers the payment requirements for a sponsor licence and how to

check the prospective sponsor has paid the correct fee for the size and type of organisation.

Prospective sponsors pay a different fee depending on the size of their organisation. Before
considering an application for a sponsor licence, you must check Metastorm and/or the
submission sheet to confirm the fee paid. The fee the prospective sponsor has paid will tell
you whether they have classed themselves as:

1 asmall, medium or large sponsor, or
1 having charitable status.

You must do the following checks to make sure they have paid the correct fee for the size
and type of organisation, including fees for adding additional tiers or categories to an
existing licence or linking a new application to an existing licence.

In this section

Refunding fees

If é Thené

The prospective sponsor has classed You must check:
themselves as a small organisation.
1 That they meet two out of the following
three criteria from the Companies Act:
o They have less than 50 employees.
0 They have a turnover of not more
than £6.5 million.
0 They have a balance sheet not
more than £3.26 million.

1 Whether they have a charitable status.

Please note:

{ A prospective sponsor may appear to

Links to staff intranet
removed
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be medium by having more than 50
employees, but you can still consider it
small if they meet the other two
criteria.

1 Under the Companies Act, certain
types of company are excluded from
the small company regime, for
example, a public company or an
insurance company. For more
information, see related link:
Companies Act 2006.

1 If the prospective sponsor has been
trading for under 12 months at the
time of caseworking they will not have
filed any accounts.

The application states that the prospective
sponsor:

1 bhas charitable status, or
1 is a charity exempt from registration,
for example, universities and colleges.

You must check the Charity Commission
website, see related link, to either:

fvalidate the prosp
registered charity number (if supplied),
or

1 to check whether they are registered.

Please note:

1 Some schools can also claim
charitable status under the Charities
Act 2006 but are exempt from the
requirement to register. As they will
not have documentary evidence to
show that they are charities, you can
accept that they have charitable status
if the school is one of the following
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types:

o foundation

o trust

o voluntary aided, or
o voluntary controlled.

It is unclear from the application which type
of school the prospective sponsor is.

You must either:

1 contact the key contact and request
the information, or

9 check the Edubase, see related link.

It appears that the sponsor has paid the
wrong fee.

You must:

1 request further evidence, for example:

o annual accounts to determine
annual turnover and the amount on
the balance sheet

o staff hierarchy charts and/or payroll
evidence to check the number of
employees

o if they submit interim accounts
because final accounts are not
available, you must decide if the
correct fee was paid based on the
interim accounts.

The sponsor has underpaid the application
fee.

You must:

1 reject the application and arrange a
refund to return the application fee,
and

1 notify them of the action you have
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taken using the related link: Initial
application rejection notification

The sponsor has overpaid the application
fee.

You must:

continue to consider the case
arrange a refund to return the
difference

1 notify the sponsor in the decision letter
you have refunded the overpayment..

il
il

The sponsor (or prospective sponsor)
wishes to add a further tier or tiers to the
licence.

You must:

1 do the relevant checks as outlined
above, and

1 make sure that the correct fees have
been applied.

The sponsor has sent in duplicate
applications and payments and one
application is to be withdrawn.

You must:

1 withdraw the application in Metastorm,
and
1 refund the application fee.

For more information on refunding and fees, see related links:

1 Refunding fees
1 Charging guidance.

Page 14 of 156

Points-based system sponsor licensing - applications 1 v 11.0

Valid from 30 April 2013




Points-based system sponsor licensing i applications

Refunding fees

About this guidance

Pre-licensing checks

Compliance visits

Sponsor file
management

Tier specific information

Decision making

Allocations

Action plans

Management checks-
primary

Management checks i1
secondary

Sponsor licensing -
background

This page tells caseworkers when a fee can be refunded and how to arrange a refund for a
sponsor licence application fee.

These payments are also sometimes referred to as ex-gratia payments.
You must arrange a refund of the application fee when the prospective sponsor has:

1 underpaid and the application is rejected

1 overpaid and the Home Office need to return the excess money

1 sentin duplicate applications and payments and one application needs to be
withdrawn, or

1 submitted and paid for an application but has not provided the submission sheet or
supporting documents.

You must arrange a refund of the application fee when an existing sponsor:

1 has an application for the premium and /or small, medium enterprise plus (SME+)
service rejected

1 has a licence renewal application rejected

1 has an application for highly trusted sponsor (HTS) rejected.

You must arrange a refund of a certificate of sponsorship (CoS) or confirmation of
acceptance for studies (CAS) fee when an existing sponsor has:

1 paid to assign another CoS or CAS when the original was incorrectly marked as used
by Home Office staff.

If é |Thené

Links to staff intranet
removed
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You think the sponsor is entitled
to a refund of any fee paid.

You must:

! completethe@x-gr ati a payment 0
Metastorm with the following details:

o

(@)

o

o

the application reference number (SPL
number, sponsor license number (SLN),
sponsor unique reference number (URN),
CoS or CAS)

the payment note number (PNN)

the name of the sponsor organisation

the details of the authorising officer, including
name, address and postcode

the reasons for the ex-gratia payment request,
and amount that needs to be refunded, and
your name and contact details.

You can find the above information listed in
Metastorm.

When you have completed the stencil, you must pass
the completed stencil to your manager to be
authorised.

The manager authorises the
refund (ex-gratia payment).

You must:

1 write to the sponsor to confirm the Home Office
is refunding their application fee

T add t he man agoahe éxgyratthstenaili
on Metastorm and save the document

1 put the authorised hard copy of the stencil in the
case wallet for the workflow team to send to the
charging team, and

9 put the case wallet in the blue tray by the
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workflow team dispatcher.

You must make sure you fully complete the ex-gratia
payment stencil with no omissions. The charging
team will return any Incomplete stencils to the
authorising manager.

The sponsor withdraws their
application and requests a refund
of the application fee.

You must discuss the request with a manager. A
refund of the application would not normally be
appropriate if you have begun to consider the
application.

The manager agrees that you
can refund (ex-gratia payment).

You must:

1 withdraw the application on Metastorm, and
1 follow the steps above for 6 fie manager
authorisestherefund (ex-gr ati a paym

The manager does not agree that
you can refund (ex-gratia
payment).

You must:

1 withdraw the application on Metastorm, and

1 write to the sponsor informing them their
application has been withdrawn but the Home
Office will not refund their fee.
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This page explains the initial checks you must make before you consider an application for a

sponsor licence.

Before you check the application you must establish if the Home Office have had any
previous interaction with the prospective sponsor. This includes if the prospective sponsor

has:

1 previously applied for a licence which has been refused

1 previously held a sponsor licence
1 surrendered a licence
1 had a licence revoked
1 held a licence which has expired.

| f é

Thenteé

The sponsor has had a licence refused or
previously has surrendered a licence

You must:

1 investigate the reasons for refusal or
surrender, and

1 establish whether the sponsor has
addressed the reasons for refusal or
has valid reasons for re-applying.

The sponsor has allowed a licence to expire

You must check with the sponsor:

91 whether they did not renew because
they did not need to sponsor workers
or students at that time, or

9 because they did not submit a renewal
application in time.

The sponsor did not need to sponsor

workers or students at the time of expiry

Continue to casework.

In this section

Payment checks

Checking the application
is accurate

Representative checks

Key personnel checks

Checking supporting
documents

Verifying supporting
documents

Requesting more
information

Related links

Compliance visits
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The sponsor did not submit a renewal
application in time

You must refer for a compliance visit to
investigate why the sponsor allowed their
licence to expire.

The sponsor has had a licence revoked
previously

You must:

1 make sure the application received is
over six months since the licence was
revoked, and

1 refer for a compliance visit to check if
the sponsor has addressed the
reasons for revocation.

For more information on compliance visits see related link.
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This page tells caseworkers how to check the submitted content of the sponsorship
application is accurate and what to do if they identify any errors.

When you consider the application and make the mandatory checks you must also proof
read the application to make sure:

1 the information the sponsor has submitted is consistent
i there are no spelling mistakes, and
1 the sponsor has completed all the sections correctly.

If you identify a minor error
If there is a minor error which you can clearly identify as a typographical error or spelling
mistake then you may amend the application by:

h e
he

nf or mat i
di sc

T usi
1 enteri

ng t
ng t

6Change
change

Applicaticnd I
under. 6casewor ker

You can also confirm any minor amendments by contacting the key contact by telephone.

You must add a note providing a brief explanation of any amendment made and record the
amendment on the initial application caseworker stencil, see related link.

Minor errors that you can amend include the following:

additional letters in an address

names spelt differently than in the rest of the application
inappropriate use of punctuation, or

too many digits in the telephone number provided.

E N

You can check or cross reference many of these by searching for the applicant® webpage

In this section

Workflow officer pre-sift
checks

Payment checks

Initial consideration
checks

Representative checks

Key personnel checks

Checking supporting
documents

Verifying supporting
documents

Requesting more
information

Related links

Compliance visits

Links to staff intranet
removed
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or internet site (if they have one). Checking the applicant® webpage can also help you
identify any other potential errors in their application.

If you identify an error that could affect the caseworking or decision making process
You must contact the applicant to discuss and to agree permission before you make any
amendments.

Examples when you must contact the applicant include:

1 Itis clear from current evidence the sponsor has submitted an application under the
wrong tier, category or business sector.

1 The applicant has submitted an address or contact details which may be for a
representative.

1 The applicant has provided contradictory information in the application and you need to
verify which is correct.

If the applicant agrees that you can amend the application you must make the amendment
by:

fusing the O6Change Applicatiooand I nfor mat.i
fentering the changeegnondset 66Spons

You must add a note providing a brief explanation of any amendment you make and record
the amendment on the caseworker stencil, see related link: Initial application caseworker
stencil.

If the sponsor contacts you during consideration to tell you the application details have
changed, you must:

1 ask the sponsor to provide written confirmation of the changes
Restricted 1 do not disclose 1 start of section |
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The information in this page has been removed as it is restricted for internal UK
Border Agency use only.

Restricted 1 do not disclose i end of section

T amend the details in Metastorm using the
functionality, enter sponsor request in the reason for change field

1 add a note to the case providing a brief explanation of any amendment you make, and

frecord the amendment o6from and tob6 det a
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This section tells caseworkers how to check the representatives of prospective sponsors
applying for a sponsor license.

A prospectivesponsor 6s representative can:
1 help the prospective sponsor make an application, and
1 be named on the application and act as key contact and/or level 1 user.

They cannot:

1 act as the authorising officer (AO), or
1 submit the sponsor licence application.

Representatives must also have the required registration. For more information, see related
link: Representative registration.

Checking who has submitted the application

The prospective sponsor must submit their licence application themselves, but it is not
always possible to identify who has submitted the application. The sponsor submits the
application by a secure web link rather than email.

The only indication of who submitted the application is the internet protocol (IP) address of
the sending computer. So it is not possible to know on receipt of the application where the
sending computer is based or which individual submitted the application.

| f é Thenéeé

You suspect that the representative has You must:
submitted the sponsor licence application.
9 Consider the geographical distance

between the sponsor and

In this section

Representative
registration

Links to staff intranet
removed
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representative and check whether the
submission sheet has been folded.
This could indicate it has been in an
envelope and sent between the
sponsor and the representative.

1 Email the sponsor and ask if they
submitted the application themselves.

1 Allow seven calendar days for a
response.

You are satisfied that the sponsor has
submitted the application.

You must consider the application as
normal.

Following investigations, you are satisfied
that the representative has submitted the
application.

If the representative has supplied their
contact details 1in
this is a potential breach of security as the
sponsor management system (SMS) user
identification would be sent directly to the
representative rather than the sponsor.

p

You must:

1 refuse the application

Restricted i do not disclose T start of
section

The information in this page has been
removed as it is restricted for internal UK
Border Agency use only.
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The information in this page has been
removed as it is restricted for internal UK
Border Agency use only.

Restricted 7 do not disclose i end of
section
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This page tells caseworkers how to check whether representatives of prospective sponsors
have the required registration.

Registration requirements for representatives
Any representative named on the application or as key contact or level 1 user must be
based in the UK, and either:

1 be regulated by the Office of the Immigration Services Commissioner (OISC)
1 be exempt from the requirement to be regulated, or
1 be otherwise compliant with section 84 of the Immigration and Asylum Act 1999.

The application form must give details of

For more information on the requirements of the Immigration and Asylum Act, see related
link: Section 84 of the Immigration and Asylum Act 1999.

Check their registration with the regulator

You must check that the representative has the required registration or exemption. First,
check whether they are registered with the appropriate regulator on their website, see
related links:

oIsC

The Law Society

The Law Society of Northern Ireland

The Law Society of Scotland

The Bar Council (for those regulated by the General Council of the Bar)

The Solicitors Regulatory Authority (for those regulated by the Solicitors Regulatory
Authority for England and Wales)

1 CILEX (for those regulated by the Chartered Institute of Legal Executives, formerly
ILEX)

E N -

Related links

Q6 markers and
referrals to the
temporary migration
intelligence hub

Links to staff intranet
removed
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1 The Bar Library (for those regulated by the General Council of the Bar of Northern
Ireland)

i Faculty of Advocates.

Some representatives regulated by the OISC can request that their details do not appear on
the website. If your search finds no result, you must contact the OISC by telephone on 0207

2111500 orbyemailt o veri fy the r epr es e nusirgthe relatedsink:r
Email OISC.

Restricted i do not disclose T start of section

The information in this page has been removed as it is restricted for internal UK Border
Agency use only.
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The information in this page has been removed as it is restricted for internal UK Border
Agency use only.

Restricted T do not disclose i end of section
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This section tells caseworkers the checks they must do on a prospective sponsor and their
key personnel before they decide to grant or refuse a sponsor licence.

To identify persistent non-compliance by sponsors who chose to surrender their licence
before the Home Office can take action, you must:

1 use the case search facility on Metastorm to check whether the authorising officer (AO)
or key contact (KC) named on the application has previously acted as either AO or KC

for a licensed sponsor, and

1 use the Companies House website to check if any of the named key personnel,
including the level 1 user, are disqualified directors. If any of the key personnel are
disqualified directors, you must refuse the application.

Representatives can act as key contacts on numerous applications for different sponsors
and this reason alone does not automatically mean there is non-compliance.

For more information on key personnel see related link: Changes to key personnel.

If é

Thené

The AO or KC are named:

1 on a previous sponsor licence at
which non-compliance was suspected
or identified, and/or

9 on unconnected sponsor licences.

You must ask your manager whether to
refer the prospective sponsor for a pre-
licence visit to make full checks. For more
information, see related link: Compliance
Visits.

There is a history of non-compliance
warnings and/ or t
confirms concerns.

h e

You must ask your manager to consider
whether to either:

1 refuse the application, or
1 issue a licence as a B-rated sponsor
with an associated action plan.

In this section

Criminality and
immigration history
checks

Duplicate application
checks

Legacy and current
system checks

Business rules checks

Q6 markers and
referrals to the
temporary migration
intelligence hub

Risk checks

Insolvency checks

Civil penalty checks

Related links

Decision making

Compliance visits
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For more information on granting or
refusing an application, see related link:
Decision making.

Decision making on a

rejected application

The sponsor is adding a tier to an existing
licence and the AO, KC or level 1 user

differs to the one(s) on the existing licence.

You must:

1 email the sponsor to clarify whether:

o they are replacing the existing AO,
KC or level 1 user(s), or

o adding a further level 1 user

1 request a reply within seven calendar
days

1 reject the application if they do not
reply within seven calendar days. For
more information on how to decide a
rejected application, see related link.

The named key personnel are subject to
immigration control.

You must:

1 Check CID and/or CRS to establish
the named key personnel have the
required leave to remain and are
permanently based in the UK.

1 You can contact the sponsor to
request passport details where there
is any doubt regarding the individual®
status.

The key personnel are not permanently
based in the UK or do not have leave to
remain.

You must:

1 Contact the sponsor and request that
they nominate new key personnel.

Links to staff intranet
removed
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Points-based system sponsor licensing i applications

Criminality and immi

ration history checks

About this guidance

Pre-licensing checks

Compliance visits

Sponsor file
management

Tier specific information
Decision making

Allocations

Action plans

Management checks-

This page tells caseworkers about the criminality and immigration history checks they must
do for sponsor licence applications.

Before you casework an application, you must make sure that the workflow team have
completed and recorded the following checks:

Restricted i do not disclose i start of section

The information in this page has been removed as it is restricted for internal UK Border
Agency use only.

Restricted - do not disclose i end of section

The workflow team note the results of these checks in the case preparation sheet attached
to the commercial partner stream sheet. You must make sure that every application contains
the notes. To see an example of a case preparation sheet, see related link.

primary

Management checks 1
secondary

Sponsor licensing -
background

In this section
Key personnel checks

Duplicate application
checks and linking

applications

Legacy and current
system checks

Business rules checks

Q6 markers and
referrals to the
temporary migration
intelligence hub

For more information on these checks, see related link: Sponsor licensing - background.

If é Thené Risk checks
The case preparation sheet is not You must return it to the workflow manager.
completed. Insolvency checks
The case preparation sheet has been You must record the results of all the
completed. checks in the appropriate fields of the initial || Civil penalty checks
application caseworker stencil, see related
link. Related links

Sponsor licensing -
background

Links to staff intranet
removed
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This page tells caseworkers about how to check for duplicate sponsor licence applications
and when to link applications.

When you are considering an application, you must check:

1 if there are any duplicate applications, or
1 if there is another current application for the sponsor.

You must then decide whether:

1 to create a new managed sponsor or record, or

16l inké an application to an exi sti ma

ng

For further information on linking an application to an existing managed sponsor record or
creating a new managed sponsor record, see related link: Link or create a managed sponsor
user guide.

If é Thené

The sponsor submits a new application. You must check Metastorm to identify:
1 if the sponsor has submitted any
previous applications, or
1 if there are any other current
applications for that sponsor.

There is a previous or another current You must:
application from the sponsor.
fTcheck the 6cases ||
to view any other applications linked to
the case

1 contact the sponsor to check if they

In this section

Key personnel checks

Criminality and
immigration history
checks

Legacy and current
system checks

Business rules checks

Q6 markers and
referrals to the
temporary migration
intelligence hub

Risk checks

Insolvency checks

Civil penalty checks

Related links

Refunding fees

Links to staff intranet
removed
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require:

o the latest application to be linked to
the existing licence, or

0 a separate licence

1 before you link a licence you must tell

the sponsor to consider the following:

o if they wish to link applications
under one licence and the key
personnel stated on the later
application are different to the
original application, it will overwrite
the original details

o if they wish different people to act
as key personnel (the authorising
officer, key contact, level 1 user)
for each application, they must be
licensed separately for each
application

o if different branches perform
different functions they may wish to
keep them separate and have
separate licences

o if they are applying for more than
one tier, they may want separate
licences. This is particularly
relevant for some universities who
wish to keep Tier 2 and Tier 4
separate as different departments
manage them

1 make sure that the fee paid is

applicable to the application type,

once the sponsor has confirmed the

type of licence they require.
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The sponsor confirms they want separate
licences.

You must:

1 casework the application as normal,
and

1 create a new managed sponsor
record.

The sponsor confirms they want the
licences to be linked.

You must link the application to the existing
managed sponsor record.

The sponsor has sent in duplicate
applications and payments and one
application is to be withdrawn.

You must refund the application fee. For
more information, see related link.

1 Key personnel checks, and

If at any point you discover that any of the details supplied for key personnel are incorrect or
in the wrong format, you must repeat the checks detailed in the following related links:

1 Criminality and immigration history checks.
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Legacy and current system checks

About this guidance

Pre-licensing checks

Compliance visits
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Tier specific information

This page tells caseworkers how to check the legacy and current systems for adverse
information about prospective sponsors, key personnel and representatives.

You must:

1 carry out the following checks as part of your consideration, and
1 record the results of the checks in the appropriate section of the initial application
caseworker stencil, see related link.

Decision making

Allocations

Action plans

Management checks-
primary

Management checks 1

secondary

Sponsor licensing -
background

Force end-to-
end integrity
caseworking

System Checks you need to do
Metastorm i You must check:
Sponsor
licence fTthe prospective sponsorods and
caseworking 1 the immigration status of any key personnel named on the
system application form, and

1 any previous or current applications from the prospective

sponsor.

i-Search T the | You must check the immigration status of any key personnel named
Home Office on the application form across current and legacy Home Office
and Border systems as detailed in the system checks outlined below.

For more information on how to use i-search see related link: i -
search user guide.

database to

record migrant

(Icw) IT

system tool

CIDiT Home If the authorising officer, key contact or level 1 user named in the
Office application indicates they are under immigration control, you must

check to confirm:

In this section

Key personnel checks

Criminality and
immigration history
checks

Duplicate application
checks

Legacy and current
system checks

Business rules checks

Q6 markers and
referrals to the
temporary migration
intelligence hub

Risk checks

Insolvency checks

Civil penalty checks

Related links

Verifying supporting
documents
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applications to
stay in the UK

1 non European Economic Area (EEA) key personnel named on
the application have the right to be in the UK and under what
conditions, and

1 whether flags have been placed on their records:

o if there is a flag, click on the marker to see what, if any,
further action is necessary.

If the key personnel named in the application have appropriate
permission you must continue to consider the application.

I f the key personnel named on t
expired, you must:

1 contact the sponsor to confirm the immigration status of the
person named in the application, if the person does not have
permission to work, you must:

o refer the application to your manager to consider refusing the
application.

For more information on how to use i-Search see related link:
i-Search user guide.

CRS (central

You must check information on Tier 4 sponsor licence applications

Compliance visits

Links to staff intranet
removed

referring to:

system) i visa

application 1 give an indication of the number of previous visa applicants

database applying to enter the UK to study at an educational
establishment, and

1 give a rough estimation of whether the number of confirmation

of acceptance for studies (CAS) requested by the sponsor is
appropriate.

Warehouse i You must check a persons immigration history on:

accessto a

range of data 1 landing cards

sources 1 asylum applications, and
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1 file tracking services.

If a system shows evidence of previous non-compliance and/or dishonesty,
you must:

1 try to verify all documents provided with the application for a sponsor licence, and
1 refer the case for a visit by a Home Office compliance officer.

The compliance officer will:

1 decide if the previous reasons for non-compliance still apply, and
7 assess the steps the prospective sponsor has put in place to resolve any issues.

For more information on verifying documents and referring for a visit, see related links:

1 Verifying supporting documents
1 Compliance visits.
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This page tells caseworkers about business rules checks for sponsor licence applications.

Restricted i do not disclose i start of section

The information in this page has been removed as it is restricted for internal UK Border
Agency use only.

Restricted i do not disclose i end of section
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Key personnel checks
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immigration history
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Duplicate application

checks and linking
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Legacy and current
system checks

Q6 markers and
referrals to the
temporary migration
intelligence hub

Risk checks

Insolvency checks

Civil penalty checks

Links to staff intranet
removed
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Q6 markers and referrals to the temporary migration intelligence hub
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Restricted i do not disclose T start of section

Decision making

Allocations

Action plans

Management checks-
primary

Management checks 1
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The information in this page has been removed as it is restricted for internal UK Border
Agency use only.
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The information in this page has been removed as it is restricted for internal UK Border
Agency use only.

Restricted i do not disclose i end of section
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This page tells caseworkers about risk checks for sponsor licence applications.

As part of making your decision, you must check to see if the sponsor application meets any
of the attributes on a sponsor profile.

Sponsor profiles have been developed for sponsors in specific sectors. These have been
developed by analysing previous sponsor behaviour in these sectors and evidence relating
to abuse of the immigration system.

Restricted i do not disclose T start of section

The information in this page has been removed as it is restricted for internal UK Border
Agency use only.

Restricted i do not disclose i end of section

You must record the results of your checks in the relevant sections of the initial application
caseworker stencil, see related link.
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For more information and details of all actions to take when a prospective sponsor matches
a profile, see relevant related link.

Page 42 of 156 Points-based system sponsor licensing - applications 1 v 11.0 Valid from 30 April 2013




Points-based system sponsor licensing i applications

Insolvency checks

About this guidance

Pre-licensing checks

Compliance visits

Sponsor file
management

Tier specific information

Decision making

Allocations

Action plans

Management checks-
primary

Management checks 1
secondary

Sponsor licensing -
background

This page tells caseworkers how to do insolvency checks for sponsor licence applications.

A person who is an un-discharged bankrupt cannot act as an authorising officer (AO). You
must therefore check the named AO on the English, Welsh and Scottish insolvency registers

listed below, regardless of where the person is currently based.

Restricted i do not disclose i start of section

Agency use only.

The information in this page has been removed as it is restricted for internal UK Border
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The information in this page has been removed as it is restricted for internal UK Border Links to staff intranet
Agency use only. removed

Restricted i do not disclose i end of section

The results of your search
| f é Thenté

The searches result in a match. You must double check that the name and
details on the website are a definite match
to the named AO.

The searches do not result in any matches | You must accept the AO and continue to
or the details on the website are not a casework as normal.

match to the named AO.

or

The details are a definite match and the
named individual has an individual
voluntary arrangement (IVA) against them.
The details are a definite match and the You must refuse the whole application, as
named individual is noted as being an un- the named individual cannot act as AO.
discharged bankrupt.

It is not clear whether the details on the You must:

website are a definite match to the named

AO. For example the website shows 1 write to the proposed AO and request
several people with the same name and the their residential addresses for the last
same or similar date of birth. 10 years, and

9 compare the details provided with the
address held on the relevant website.
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This page tells caseworkers how to do civil penalty checks for sponsor licence applications.

An employer can be issued with a civil penalty under civil penalty legislation when they
employ migrant workers:

1 knowing that they do not have permission to work, or
1 without conducting the proper checks only to find out later that they do not have the
appropriate permission.

Civil penalties can be up to a maximum of £10,000 per migrant and include the possibility of
a custodial sentence depending on the severity of the abuse.

You must check on any potential sponsor to establish whether they have been issued with a
civil penalty. You must check:

1 all notice of liability (NOL) and notice of potential liability (NOPL) spreadsheets, and
1 the sponsor licensing unit (SLU) report November 2012.

You can find them on the shared drive at: S:\She_Shared\Sponsor Licensing Unit\Civil
Penalties. You must request any further information regarding a civil penalty by emailing the
civil penalty compliance team using the related link.

For more information on considering an application subject to a civil penalty, see related link:
Civil penalty table.

Further enquiries
If you have any queries regarding a civil penalty, in the first instance, you must email the civil
penalties compliance team by using the related link.

If you receive queries from sponsors about civil penalties, you can give them the contact
details for the civil penalty compliance team (CPCT) below:

In this section
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Postal: CPCT, PO BOX 99, Manchester, M90 3WW
Email: ukba.illegalworkingappeals.inbox@homeoffice.gsi.gov.uk
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This section tells caseworkers how to check the prospective sponsor has provided the
correct supporting documents for a sponsor license application.

The prospective sponsor must provide certain information and documents with their
sponsor licence application as supporting evidence.

This supporting evidence is divided into:

mandatory documents i these must be provided with all applications

primary documents 1 these are only required for certain types of organisation in
certain sectors, and

1 secondary documents i these can be provided in addition to mandatory documents if
available but cannot replace mandatory documents.

T
T

For more detailed information on the checks, see links:

Supporting documents - Submission sheet

Supporting documents - originals, certified or uncertified copies
Supporting documents i insufficient or not appropriate documents
Supporting documents i sponsor structure

Supporting documents i other document checks

=4 =4 -4 -4 -2

For a list of supporting documents, see related link: Appendix A: supporting evidence.

For a list of sponsors with International trade agreements, members of international
exchange schemes and sporting body endorsements see related links:

1 Appendix F: Sponsors covered by International Trade Agreements
1 Appendix M: Sports governing bodies for Tier 2 (sportsperson) and Tier 5 (temporary
worker 1 creative and sporting) applications

In this section
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Supporting documents i
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1 Appendix N: Approved Tier 5 Government Authorised Exchange schemes.
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This page tells caseworkers about checking the submission sheet for sponsor licence

applications.

Prospective sponsors must provide a print of the submission sheet which is part of the

online application form.

The sheet must:

1 be signed by the authorising officer (AO)
1 be an original (photocopies are not acceptable), and
1 include a list of which mandatory and primary documents they have provided.

In this section

Supporting documents -

originals, certified or

uncertified copies

Supporting documents i

insufficient or not

appropriate documents

Supporting documents i

sponsor structure

| f é

Thenteé

The submission sheet contains an
original signature and lists the provided
documents.

Or
The signature on the submission sheet is

original but in another language, for
example Chinese.

You must check the submitted documents
are appropriate to the type of sponsor and
the sector in which they operate using
Appendix A of the sponsor guidance, see
related link.

Original signatures in other languages are
acceptable.

Supporting documents i

other document checks

Related links

Refunding fees

The submission sheet:

9 has not been provided

1 has not been signed by the AO, or

1 has been signed by someone on
behalf of the AO.

You must:

1 reject the case, and

1 request a refund of the application fee.

For more information on refunding the
application fee, see related link:
Refunding fees.

Links to staff intranet
removed
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Supporting documents 1 originals, certified or uncertified copies
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| f é

Thenteé

The documents provided are originals
and appropriate to the sponsor type.

Or

The certifying body is appropriately
accredited.

You must make the appropriate
verification checks. For more information,
see related link: Verifying supporting
documents.

The documents provided are certified
copies.

An issuing body, a practicing barrister,
solicitor or notary can certify a document
as a true copy of the original. The
document must be:

1 signed by the certifier

1 with the organisations details next
to the signature 1 documents linked
together with the cover page
certified stating the number of
pages included are also allowed.

When the document is a certified copy
and the certifier is a practicing barrister,
solicitor or notary, you must check the
certifying individual is appropriately
authorised using related links:

9 For England and Wales:

In this section

Supporting documents -
Submission sheet

Supporting documents 1

insufficient or not
appropriate documents

Supporting documents i

sponsor structure
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o The Law Society

0 Notaries England and Wales:
The Notaries Society (details to
enable searches of Notaries in
Scotland, Northern Ireland and
Eire are also available on this
website)

0 The Solicitors Regulatory
Authority

0 The Bar Council

1 For Scotland:
o The Law Society of Scotland

9 For Northern Ireland:
o The Law Society of Northern
Ireland.

The prospective sponsor has provided
uncertified copies of any of the
mandatory or primary documents.

Or
The documents have been stamped or

signed as certified by a company rather
than an individual.

You must:

9 reject the application, and
1 request a refund of the application
fee.
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| f é

Thenteé

The prospective sponsor has not
provided:

1 mandatory documentation to the tier
or category of the licence applied
for or for the type of organisation

1 the appropriate pieces of
documentation for the application,
or

1 the correct number of documents,
for example if they only provided
three out of four mandatory
documents.

You must:

1 reject the application, and

1 request a refund of the application
fee. For more information on
refunding the application fee, see
related link.
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This page tells caseworkers how to check the documents a prospective sponsor provides
with their sponsor licence application to confirm the structure of their establishment.

| f é

Thenté

A prospective sponsor has applied to be
licensed as:

fTohead office and
1 a Tier 2 intra-company transfer
(ICT), or

1 Tier 4 with multiple sites, or
partnerships.

The prospective sponsor must have
provided a list of:

In this section

Supporting documents -

Submission sheet

Supporting documents -

branches

entities

partnership details

sites, including names and
addresses, and

1 evidence of any legal accreditation
for each branch.

= =4 -4 -9

You must:

9 open a Word document and record:
o the branch, entity, partnership
and site names and addresses,
and
o the date the prospective sponsor
made the application
1 save the document to Metastorm
usi néhocadd | et t endes
the correspondence tab entitled
@ranches/linked entities/partnership
detail so
9 Add a note to Metastorm stating all
branches are recorded under the

originals, certified or

uncertified copies

Supporting documents i

insufficient or not

appropriate documents

Supporting documents i

other document checks

Links to staff intranet
removed
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6correspondence t

You must list all the branches detailed in
the application.

A prospective sponsor has applied to be
licensed as:

1 head office and all branches

1 a Tier 2 intra-company transfer
(ICT), or

1 Tier 4 with multiple sites, or
partnerships

and is a high profile multinational or
university.

You must:

9 open a Word document and record:
othe sponsoro6s we
0 a summary of the branch, entity,
partnership and site names and
addresses, and

0 the date the prospective sponsor
made the application

1 save the document to Metastorm
usi néhocadd | et t endes
the correspondence tab entitled
mranches/linked entities/partnership
detail so

1 add a note to Metastorm stating all
details are recorded under the
6correspondence t

If the prospective sponsor is an
organisation, sole trader or a partnership
with a number of franchises under its
control.

The prospective sponsor can decide

whet her to apply for
of fice and all UK b
franchise licensed individually.

If the franchises are separate businesses,
not under the control of the parent
organisation, they must be licensed as
individual sponsors.
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Supporting documents i other document checks

About this guidance

Pre-licensing checks

Compliance visits

Sponsor file
management

Tier specific information

This page tells caseworkers any other checks they may have to make on documents for

some sponsor licence applications.

In this section

Supporting documents -

Decision making

Allocations

Action plans

Management checks-
primary

Management checks 1
secondary

Sponsor licensing -
background

| f é

Thenté

Submission sheet

The sponsor is in the creative and
sporting sector.

The online form currently selects
evidence from HM Revenue & Customs i
foreign entertainers unit as a mandatory
document for prospective sponsors in
this sector. This is not required.

As a workaround, prospective sponsors
must put a check in the box and may
include a covering note explaining why
the evidence has not been included.
Work is being carried out to amend this
error in the online form.

You must continue to casework even if
the sponsor has not provided a covering
note.

Supporting documents -

originals, certified or

uncertified copies

Supporting documents i

insufficient or not

appropriate documents

Supporting documents i

sponsor structure

The prospective sponsor has indicated
they must have legal accreditation to
operate.

The application must have with it
evidence of that accreditation.

The documents provided are in a
language other than English (except
Welsh).

The prospective sponsor must provide a
certified translation. The translator must
confirm:

i they are suitably qualified, and
i the translation is accurate.

Links to staff intranet
removed
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If you doubt the translation is authentic,
you must send the documents to the
Home Office translation service to
confirm. You must ask your manager for
authorisation as they will charge the
sponsor licence unit.

Welsh is a recognised UK language and
any documents submitted in Welsh do
not need to come with a translation. If
you need to confirm the content of a
document contact the issuing authority.
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Verifying supporting documents

About this quidance

Pre-licensing checks

Compliance visits

Sponsor file
management

Tier specific information

Decision making

Allocations

Action plans

Management checks-
primary

Management checks 1
secondary

Sponsor licensing -
background

This section tells caseworkers how to check if supporting documents for sponsor licence
applications are genuine and how to verify the documents if they have doubts about their
authenticity.

As part of your consideration, you must decide whether the supporting documents provided
are genuine. The list below gives examples of things to look for to help you verify the
documents (this is not an exhaustive list).

Check:

T

= =4

E R

all the relevant parties have signed documents when appropriate, for example leases,

accounts or contracts

the dates on documents cover the required periods and what the expiry date is on the

document

the quality of the paper and print is appropriate to the document

the names on the document relate directly to the prospective sponsor and key

personnel making the application (an example of an exception to this could be a lease

agreement which a director may have signed but the key personnel may be human

resource staff)

if the dates show the prospective sponsor has been trading or operating less than 18

months when they have stated on the application that they have been trading or

operating longer

o if the prospective sponsor has been trading for less than 18 months you must check
and assess all documents against the list for start up companies, see related link:
Appendix A: supporting evidence

if there are obvious spelling errors on official documents

if security features are missing from official documents

if alterations have been made to the document after it was issued

if details are missing on the document when it is clear that they should always be

there. For example, if you have confirmed that a bank statement from a particular

In this section

Verifying documents
using external bodies

Verifying documents by
referring to the
verification team

Related links
Risk checks

Links to staff intranet
removed
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bank is in a certain format and the document supplied does not meet this
1 any lease includes permission to operate a business at that address.

If you doubt documents are authentic, or the prospective sponsor hits a risk profile which
suggests this may be the case, you must try to verify the document with a third party. You
can do this by checking the document details on an appropriate website or by contacting the
issuing body. For more information on risk profiles, see related link: Risk checks.

For more information on how to make internal and external verification checks, see related
links:

1 Verifying documents using external bodies
1 Verifying documents by referring to the verification team.

Verification outcome

| f é Thené

The third party does not respond to the final | You must not use the document as

request evidence. Request another supporting
document from the sponsor.

Or

The result of the check is inconclusive

The third party confirms the document is You must consider the application as

genuine normal.

The third party confirms the document is You must:

false.

1 refuse the application regardless of
whether the document is essential to
the case

1 send the sponsor details to temporary
migration intelligence hub (TMIH)
(formerly Sheffield intelligence unit)
explaining that the sponsor has
provided false documentation. If the
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document is verified as false as a
result of a risk profile hit, mark the
referral form 0Oisk profile hitd
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Verifying documents using external bodies
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Management checks-
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Management checks 1
secondary

Sponsor licensing -
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This page tells caseworkers how to verify a document provided with a sponsor licence
application with external bodies.

Contacting the issuing body
If you cannot contact the issuing body by email you must:

1 telephone
1 write, or
1 refer the document to the regional verification team (RVT).

For information on referring to the North East, Yorkshire and Humberside RVT, see related
link: Verifying documents by referring to the verification team.

Telephone requests to verify documents
If you verify documents with an issuing body by telephone you must confirm:

1 the name of the person you are speaking with, and
1 their position in the organisation.

You must note this information on Metastorm with the results of your enquiry. If the evidence
confirms a document is false, you must get confirmation from the third party in writing, either
by email or letter. You must keep this with the other case papers in case of judicial review.

Written requests to verify documents
If you cannot verify a document using a website or with the relevant issuing body by
telephone, you must:

1 Send a written request by post, fax or email.
1 Bring forward (BF) the case for 14 calendar days and note Metastorm with the BF date.
1 Consider requesting the criminality and immigration history checks if:

In this section

Verifying documents by
referring to the
verification team

Links to staff intranet
removed
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o previous checks are older than 60 days, or
0 checks were not done at the case preparation stage.

If you are unable to verify due to data protection, for example bank details, you must ask the
prospective sponsor to provide another document type to complete the mandatory list.

If unable to complete the list, discuss with your line manager.
If the requested information is not received by the set date, you must:

1 Send a final written request.

1 BF the case for a further 14 calendar days using the process set out above.

1 If the issuing body verifying the document(s) have not responded to the request for
verification within 14 calendar days, ask the prospective sponsor to provide a different
supporting document.
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Verifying documents by referring to the verification team
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Sponsor file
management

Tier specific information

Restricted i do not disclose T start of section

The information in this page has been removed as it is restricted for internal UK Border

Agency use only.

Restricted - do not disclose i end of section

Decision making

Allocations

Action plans

Management checks-
primary

Management checks 1
secondary

Sponsor licensing -
background

In this section

Verifying documents
using external bodies

Links to staff intranet
removed
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Requesting more information

About this guidance

Pre-licensing checks

Compliance visits

Sponsor file
management

Tier specific information

applications.

This page tells caseworkers how to request more information for sponsor licence

The table below details the actions you must follow when requesting further information.

If é

Thené

You require further information to continue
consideration of the application.

Decision making

Allocations

Action plans

Management checks-

primary

Management checks 1

secondary

Sponsor licensing -
background

You must:

T

i h
de

Draftt he &6f urt her
general 6 |l etter
information you require.

Email the letter to the key contact (KC)
and copy in the authorising officer
(AO).

Give the prospective sponsor seven
calendar days from the date of the
email to respond.

Make sure you request a delivery and
read receipt T note the date and time
on Metastorm. For information on how
to use Outlook to request a read
receipt, see related link: Read receipt.
Save the email into the
6correspondenced t
and add a note to the case detailing
the date the email was sent and the
email address it was sent to.

Put the application in brought forward
(BF) for seven calendar days (see

below for more information on B/F).

In this section

Workflow officer pre-sift
checks

Payment checks

Checking the application
is accurate

Representative checks

Key personnel checks

Checking supporting
documents

Verifying supporting
documents

Links to staff intranet
removed
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You want to BF the application.

You must complete the BF front sheet with:

your name

the prospective sponsor details
reference number

BF date, and

any additional comments.

= =4 =4 -4 =1

You must put the completed sheet at the
front of the application pack so it is clearly
visible and put it in the appropriate BF filing
tray.

You have received the requested
information.

You must:

1 note the relevant details on the
casework stencil, and

1 continue caseworking, carrying out
any necessary checks.

For more information on checking
documents, see related links:

1 Checking supporting documents
1 Verifying supporting documents.

You have not received the requested
information within the specified time.

You must refuse the application.

If the prospective sponsor contacts you to
say they are unable to provide the
information by the required date, you must
tell them that you may refuse their
application. You can only grant an
extension to the seven calendar day
deadline in exceptional circumstances after
you have discussed with your manager.
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For information on what to do if you receive
a response from a third party to verify a
document, see related link: Verifying
supporting documents.
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background

This section explains what a compliance visit is, when you must refer for a visit and actions
to take following a visit.

This includes how:

1 the workflow of visit cases between casework and compliance teams must be
managed

i you can request a visit

1 the compliance team manage the visit case, and

1 how the visit case is returned to casework teams.

All actions, unless specified, are performed using the Metastorm function6 Vi sit Ca

In this section

When to refer for a
compliance visit

How to refer for a
compliance visit

Compliance visit
workflow

Compliance visit referral
rejections

Compliance visit
outcome

Links to staff intranet
removed
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When to refer for a compliance visit
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Management checks 1
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Sponsor licensing -
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This page explains what a compliance visit involves and when you must refer for a visit.

Compliance visits are undertaken by regional compliance officers and involve an on site visit
to a prospective or existing sponsor address. Key personnel and current migrants are
interviewed to find out:

1 the sponsors ability to meet their duties
1 their compliance with immigration legislation, and
1 to answer any specific questions you may raise as part of the visit referral.

You must refer for a compliance visit if:

1 the application is for Tier 4 (unless the sponsor is adding a Tier 4 (child) category to an
existing licence), or
fTthe sponsords | icence

was previously re

You must consider referring for a compliance visit if:

1 the prospective sponsor has hit a risk profile that recommends a compliance visit takes
place

1 the sponsor has applied for a new tier and/or category (including highly trusted sponsor
status), and has not had a visit in the previous 12 months

1 the sponsor has applied to renew their licence and is in a category where a compliance
visit is required (for more information on sponsor licence renewals see related link:
Sponsor licence renewal guidance

1 the sponsor has applied for premium sponsor status (and has not been visited in the

previous three months)

the prospective sponsor has no previous immigration history

you need additional information on the prospective sponsors ability to meet their

sponsor duties and/or compliance to make a decision on an application

= =

In this section

How to refer for a
compliance visit

Compliance visit
workflow

Compliance report
rejections

Compliance visit
outcome

Links to staff intranet
removed
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1 when considering a change of circumstances, follow-on and in-year request from a

sponsor you need further information or identify concerns which can only be resolved
by an on site visit to the sponsor, or

1 the sponsor did not apply to renew a previous licence and that licence expired.

For further information on whether to refer for a compliance visit see related links.
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How to refer for a compliance visit

About this guidance This page explains how you make a visit referral.

Pre-licensing checks

cased can be created from

Compliance visits

1 suspension

1 action plan

1 licence renewal, or

i as a standalone case.

Sponsor file
management

Tier specific information

Compl eting t $oeurddices er r al
When you completet he &6Vi sit Request
source from the drop down menu, as it is used to:

Decision making

Allocations

Action plans { capture management information.

Management checks-
primary

1 manage the workflow for casework and compliance teams, and

All referrals for a compliance visit are made through the sponsor case on Metast o r m.
ot her

casewor ki

Det ai tssléctapetegat

The options you select must be consistent across all sponsor casework and compliance
teams. The table below tells you which option to select based on the type of referral.

Management checks 1

Case related You must select this for:

secondary
1 New licence applications.
Sponsor licensing - 1 Licence renewal applications.
background 1 Suspension and revocation.
1 Change of circumstance.
1 Additional tier and/or category applications.

And

1 Premium sponsor applications.

Pre-licence Do not use

fl

In this section

When to refer for a
compliance visit

Compliance visit
workflow

Compliance report
rejections

Compliance visit
outcome

Links to staff intranet
removed
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Monthly tasking

Only the sponsor investigation team (SIT) must
select this option.

Self generated

Only the sponsor management unit (SMU) regions
and compliance officers must select this option.

Special operations

Only select with senior manager discretion.

Premium application

Only the premium team must select this option.

Premium courtesy

Only the premium team must select this option.

Premium sponsor request

Only the premium team must select this option.

HTS Tier 4

You must select this for all Tier 4 referrals.

Q6

Do not use

Litigation

Only the litigation team must select this option.

Stakeholder awareness

Only select with senior manager discretion.

Tier 1 migrant casework

Do not use

Tier 2 migrant casework Do not use
Tier 4 migrant casework Do not use
Tier 5 migrant casework Do not use

Other

Only select with senior manager discretion.

Compl et i ng catdgery/\dsu prsii d rfieldsy 6

You must use these fields in line with the service level agreements (SLA). These are under

negotiation and individual teams may not have these agreed.

I f é

Thenteé

agreed

You have the category and priority

You must enter these into the applicable
fields

priority

You have not agreed the category and

Do not enter anything into these fields

T h e G&aegary and Visit pr i o aré notyn@ndatory fields and you do not have to
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complete these fields to progress a visit case.

Addingusername i n the iDAddi bow»nal
To assist the workflow team in re-assigning visit cases to case owners you must insert your
username (this is the same name youusetolog-on t o Met ast or m) in

on thedet®t¥®i 666 page.

You can add any other additional information into the box but your user name must always
appear first.

You are only required to do this when you are considering an application for:

1 a sponsor licence, or
1 add a tier or category.

Saving the vislotdtgregérthe maedueést
You must:

1 savethedetal s of the referral to the visit c
and

1 add the SLA target date to the case file (the hard copies of an application for instance)
and place in the required B/F (brought forward) filing box or cabinet.

Re-assigning the visit case

Youmustre-assign the visit cabkedgaesdsobe asgueuy
you do not the compliance teams will not be aware of the referral and the target date may

not be met.

Holding accounts
Youmustre-a s s i dond gae idibdequest to the appropriate compliance team holding
account as listed in the table below.

Casework and compliance teams are not able to access the holding accounts. Passwords
are kept by the sponsor support team. Unless the case is already assigned to you the daily
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management information must be used to identify cases for re-assigning.

Team Holding account Cases
Scotland AAScotland All visit refer(als and
Northern Ireland AANIreland monthly tasking
North West AANorthwest
North East, Yorkshire & | AANortheast
the Humber
Midlands AAMidlands
Wales and the South AAWalesSW
West
London and the South AALondonSE
East

Restricted i do not disclose i start of section

The information in this page has been removed as it is restricted for internal UK Border
Agency use only.

Restricted i do not disclose T end of section

Page 72 of 156 Points-based system sponsor licensing - applications 1 v 11.0 Valid from 30 April 2013



The visit referral is urgent

If you identify an urgent pre-licence visit referral you must:

the oO6Vi si
the 6QiBsi

T sel ect
T sel ect

as Red

t catego
i as

y 06 0
t Prior y O 0

r
t

1 include reasons for urgency in the visit referral

fadd the reasons to the O6Additional
1 re-assign the visit case to your line manager.
S Thene
Your manager agrees with the reason | They must
for the urgent visit . : :
g fTupdate theindAddI

show authorisation
1 re-assign the visit case to the
regional Metastorm account.

Your manager does not agree with the
reason for the urgent visit.

They must:

fupdate theindbAaddi
indicate reasons for rejecting the
urgent visit

1 re-assign the visit case back to
you to re-assign to the regional
Metastorm account with a
revised visit category and
priority.

The compliance team reject the visit referral
Compliance teams may reject a visit referral for a number of reasons, these include:

0

i nfo

1 the sponsor has been recently visited and there is no value in conducting a further visit
1 the sponsor is in another compliance teams catchment area, or
1 there is an ongoing police or enforcement operation and a visit would threaten the

investigation.
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Compliance teams must reeciongéeaiel $ & et o Foptlpase ¢
not O6Crepectiiolosdst ® Vvi sit case. reectionde ttahiel so6d
completed re-assign the visit case to the referral source holding account.

Rejected visit referrals will be captured on daily management information by the sponsor
workflow. The workflow officer or manager must re-assign the visit case to the originating
caseworker, or their manager if absent. You must completeth e &6 @naenjfect i on 6
the visit case to close the visit case before you take any further action.
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This page explains how a visit referral is actioned and how you are notified when a
compliance report is completed and available.

Once the visit is concluded the visit case is re-assigned to the appropriate sponsor team
holding account as listed in the table below. Visit cases will be returned:

1 to the team which requested the visit, unless
1 the visit was self generated:
o compliance officers will re-assign self generated visits to the appropriate sponsor
team based on the visit outcome
o for example, a self generated visit has resulted in the sponsor stating they wish to
surrender theiroutkcoempéejnt h@sao Vi syouthest a

reeassign the case to 6ZZRevokeb.
Team Holding account Cases

Sponsor casework AASCO All Tier 2 and 5 pre

operations licence;

Sponsor investigations AASIT All monthly tasking

team

Highly trusted sponsor AAHTS All Tier 4 andHTS

(HTS) (excluding post decision
visits i see below)

Licence renewals AARenewal All sponsor licence
renewals

Sponsor re-rates ZZRating All Tier 2 and 5 licence re-
rates, including all highly
frusted sponsors (HTO)
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post decision visits, see

below.
Sponsor suspension and ZZRevoke All suspension and
revocation revocation;

Licence surrenders

HTS pre and post decision visits

A At the moment Metastorm cannot link new and renewal HTS cases to an open HTS
application. To make sure visit cases are re-assigned to the correct team compliance
officers must determine from the visit referral template whether the visit relates to an open or
closed HTS case. So, all:

1 HTS visit cases with a pending application must be re-assigned to AAHTS.
1 Amber (monthly) tasked visits must be re-assigned to AASIT.
1 Other cases must be re-assigned to either:

0 ZZRating (Maintain HTS), or

0 ZZRevoke (if removing HTS status).

The visit case is re-assigned to a casework team
Once the visit case has been assigned to you must bring the case file out of b/f.

Youmustgot o t he dulticoenmede page i n Meutacso noerdn.wiTll
already been completed by the lead compliance officer and the visit report will be attached
to the visit case under the correspondence tab.

Owners of parent cases (post-licensing activity)
A parent case is one which remains open whilst a visit case is completed by the region.
Parent cases are:

1 action plans
1 suspend or revoke, and
1 premium sponsor applications.
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Visit cases will be re-assigned to the casework team holding account and managers must
re-assign to the parent case owner.

The target date has been exceeded
Compliance team workflow, using the daily visit case management information, must
identify:

any visit cases which will exceed their target date, and

if it relates to an open case with an service level agreement (SLA) (such as application
or renewal case) requdrtomem® Wwisen ot the &VWim
assigned to the casework team.

T
T

You can check on the progress of individual visit cases by usingthe 6 S p o rslenoary
sear chthedwidsi td tab to identify what stage
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This page tells you about checking and amending a sponsor licence compliance report.

When an issue is identified with a compliance report, you must complete a report reject form
and complete the rejection action in the visit case on Metastorm.

Issues can include:

1 personal comments made by the compliance officer
1 conflicting or contradictory information

1 unsubstantiated claims made in the report

1 information which is wrong or which is not factual.

The compliance officer must either submit a new compliance report or query the rejection.
For those reports relating to:

1 anew licence

1 highly trusted sponsor

1 licence renewal, or

1 premium sponsor application.

An amended report or response from the compliance officer must be received within five
working days of the report being rejected.

Visit report rejections
If you reject a visit report you must follow the actions in the table below.

| f é
You reject the visit report.

Thené

You must.

In this section
When to refer for a
compliance visit

How to refer for a
compliance visit

Compliance visit
workflow

Compliance visit
outcome

Links to staff intranet
removed
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1 c omp | e tReport Reject form
and save this to the visit case as
an ad-hoc letter

1 complete the reject visit report
screen on the visit case in
Metastorm

1 set the revised visit report target
date for the next day , this makes
sure the rejection will appear on
the management information for
the compliance team to re-assign

1 re-assign to the appropriate
regional Metastorm account.

The visit report is returned with
amendments.

You must:

fupdat e t hreceivedda p
in Metastorm

9 continue to casework.

€

The visit report rejection is challenged
by the compliance officer

You must:

1 consider any information
submitted by the compliance
officer, and

1 discuss with your manager.

The visit report is not returned.

You must:

9 check on the progress of
indi vi dual o6Vi si
OSpomsnmarysear c ho
OVisitod tab

1 speak to compliance team
workflow as to whether a report

t
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has been provided for the visit
case exceeding the target date.

For more information see related link: Points-based system sponsor management.
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This page explains what you must do when the compliance report is completed and
available.

Your team workflow will re-assign a visit case to you if the visit case:

1 is linked to a case assigned to you, or
1 falls within your team& responsibility.

You must complete the visit case and, when you have reached a decision on the sponsor,
record the licence outcome.

In some circumstances the compliance officer recommendation may be different from the
licence outcome when, for instance, you have additional information from the sponsor which
supersedes the findings in the compliance report. It is important you accurately record the
visit outcome and application decision, for both management information and audit
purposes.

Where the licence outcome differs from the recommended visit outcome, you must:
TfTcompl ete the
1 email the form to the:
o compliance officer

0 countersigning officer, and
o the compliance team leader.

For further guidance on compliance visit outcomes, see related links.

O0Ald eantaito rvef carompadndl eaen cr el at
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This section explains how you can submit sponsor files to storage, how to link documents to
existing files and how to request files from storage.

All sponsor files are managed by an approved contractor, Iron Mountain. Sponsor files are
created and documents retained to provide a record of sponsor interactions which cannot be
recorded against the sponsors licence on Metastorm as a note or document and to retain
primary evidence.

Sponsor file requirements include the following:

T
T
T

All sponsor files are referenced by the original application reference i the SPL number.
All original documents must be returned to the sponsor.

Copies of documents used in application refusals and/or punitive action against the
sponsor must be retained in case the decision is challenged.

Original signatures must be retained where the sponsor authorises changes to their
licence.

Sponsor licences have a duration of four years and a file destruction date of five years.
However, each sponsor can renew their licence so the requirement for storage of
sponsor files is potentially indefinite if the sponsor renews their licence every four
years.

You must make sure you comply with the requirements for storage. For further
information on file compliance, see related link: Records compliance and storage
guidance (UK Border Agency).

For further information on file storage requirements see related link: Record services
guidance (UK Border Agency).

Your team may have its own workflow which collates files for sending to Iron Mountain and
you must follow any team arrangements for file management.

If you do not have any on team workflow arrangements then all files that need to be sent to

In this section

Creating a sponsor file

Linking to a sponsor file

Recalling a sponsor file
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storage, including:

1 new files
1 linking requests, and
9 files returned when recalled

must be sent to the following address:

Iron Mountain
(CODY 4)

Unit 3C

North Crescent
Cody Road
Canning Town
London

E16 4SP.

All sponsor files will be input to the record management system (RMS) on receipt by Iron
Mountain. For more information on RMS, see related links:

1 Recalling a sponsor file, and
1 Record services guidance (UK Border Agency).
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This page explains how you create a new sponsor file.

New sponsor files are created when a Tier 2, Tier 4 or Tier 5 application submission sheet is
received.

Applications for additional tiers, categories, premium and SME+ service and highly trusted

sponsor status (HTS) must relate to an existing sponsor licence. Any documentation from
these applications which need retaining must be linked to the original sponsor file.

For more information on linking documents see related link: Linking to a sponsor file.

For a new sponsor file you must complete and attach the Initial application file cover sheet with
case prep (see related link) to the submission sheet.

In this section

Linking to a sponsor file

Recalling a sponsor file

| f é Thenéeé

The application is rejected.
The application is granted.
The application is refused.

You must send the submission sheet, cover
sheet and any additional documents to
storage.

When creating a new sponsor file you must make sure that you comply with the requirements
for storage, for further information on file compliance see related link: Records compliance and
storage guidance (UK Border Agency).

Iron Mountain will create a barcode for the file and input the file to the record management
system (RMS).

Links to staff intranet
removed
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This page explains how you create a linking request to link documents to an existing
sponsor file.

Once a sponsor file has been created you can link additional documents to this file. You
must only link documents that you are required to retain as evidence of sponsor interactions
which:

1 cannot be retained electronically, or
1 where retention is required due to original signatures.

This can include:

1 Evidence relating to applications for additional tiers or categories, renewal applications
and applications for premium and SME+ service.

1 Change of circumstances submission sheets, where a signature is required to

authorise a change to a sponsors licence atthe s p 0 n srequedts

Files where a sponsor licence has been re-rated invoking a fee.

Files where a sponsor licence has been suspended and revocation of the licence is

initiated and any subsequent representations submitted by the sponsor.

1 All original interview notes from compliance visits. For more information, see related
link: Creating a sponsor management file.

T
T

All original documents submitted by the sponsor must be returned to the sponsor.

Performing a file search

Before completing a linking request you must check to make sure the file has been created
and/or is in storage. If the linking request relates to a new sponsor application, for example
linking the interview notes from a compliance visit, then the file may not yet have been sent
to Iron Mountain and the linking request will be rejected and returned to you.

Files for existing sponsors may be recalled from storage and any linking requests received

In this section

Creating a sponsor file

Recalling a sponsor file
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following the instructions below.

when a file is out of Iron Mountain will be rejected and the linking request returned to you.

You must check the file you are linking to is in storage by searching for the file on RMS and

file is not in storage.

| f é Thenée

The search on RMS e t| You must submit the linking request
file is in storage.

The search on RMS e t| You must identify the file location and

either:

1 bring forward (b/f) the linking request
until the file is in storage, or

1 if the file is with someone at your
location add the documents to be
linked to the file.

The search on RMS does not find a

You must b/f for a month and conduct

matching file. another search for the file.
A secondary search does not find a You must raise this with the record
matching file. services team as the file may be missing.

To contact the team, see related link:
Records compliance and storage guidance
(UK Border Agency).

You must complete the RSCUS5 linking request and submit this as the top sheet for all linking
requests. Iron Mountain will reject all linking requests submitted without a RSCU5 or
completed incorrectly. For guidance on completing the RSCU5 see related link: Record
services management i linking of documents to records.

When linking documents to an existing file you must make sure that you comply with the
requirements for storage. For further information on file compliance see related link: Records
compliance and storage guidance (UK Border Agency).
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This page explains how you recall a sponsor file from storage.

You can only recall a sponsorship file by accessing the record management system (RMS)

and submitting a request.

All sponsor files are recorded on RMS and you can search for a sponsor file by their SPL

reference.

When you have submitted your request on RMS, Iron Mountain will recall the file from
storage and send it to you. You must then update the file location on RMS upon receipt of

the file.

For more information on using RMS and recalling files from storage, see related link: Record

management system guidance.
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This section gives you additional information for sponsor licence applications for some

For more information about the points-based system sponsor requirements and policy see

In this section

Tier 2 (General) sponsor
licences i _limit on
certificates of
sponsorship
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This page gives you additional information about the limit on the number of certificates of
sponsorship (CoS) you can issue when considering sponsor licence applications for Tier 2
(General).

A limit on the number of Tier 2 (General) CoS available to sponsors operates between 6
April 2013 and 5 April 2014.

For more information on granting sponsor allocations, see related link.

Restricted CoS
The limit applies to:

1 CoS for Tier 2 (General) new hire migrants coming to work in the UK from overseas
and earning less than £152,100 per annum

1 CoS for existing Tier 4 dependent migrant switching into work in the UK in Tier 2
(General).

and Orestri

Thesejobsareér estri cted©o require a

Sponsors wishing to employ migrants:

1 currently outside of the UK with an annual salary under £152,100 per annum under
Tier 2 (General)

1 currently in the UK as a Tier 4 dependent and switching into employment in Tier 2
(General)

will have to apply for a restricted CoS using the functionality in their sponsorship
management system (SMS). The application and consideration process is covered under
separate guidance, see related link: Restricted CoS caseworker guidance.

Unrestricted CoS

C

In this section
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sponsor licences
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Tier 5 sponsor licences

Related links

Granting sponsor
application allocations i

Tier 2 (General)

Links to staff intranet
removed

Page 90 of 156

Points-based system sponsor licensing - applications 1 v 11.0

Valid from 30 April 2013




The limit does not apply to:

1 New hires coming from overseas earning more than £152,100.

1 Extensions where the migrant already has leave under Tier 2 or as a work permit
holder for that sponsor and wants to extend that leave to work for the same sponsor in
the same job.

1 Changes of employment where the migrant has leave under Tier 2 or as a work permit
holder and wants to change jobs to work for a different sponsor (under the same
conditions as their current CoS or work permit).

1 Switches of immigration category where the migrant is in the UK under another
category and is eligible to switch into Tier 2 (General) including Tier 4 graduate
migrants.

Thesejobsare6unr est r i ctyawadsSignfaonr 6wmirem3S. ri cteddé C

Sponsors in Tier 2 (General) and Tier 2 (ICT) sponsors will have a fixed 12-month period for
their unrestricted allocations that will end on 5 April each year.

Tier 2 (Ministers of religion), Tier 2 (Sportspeople) and all Tier 5

All these categories are unaffected by this limit. The allocations for these categories will
continuetobefi xed fr om t he dappication wagapmqven fosadl2-rdath
period.

For example, for a new sponsor added to the register on 12 July 2013 with both a Tier 2
(General) and Tier 5 licence. Their Tier 2 (General) allocation period will expire on 5 April
2014 and their Tier 5 allocation period on 12 July 2014.
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This page gives you additional information for considering sponsor licence applications for
Tier 2 (Sportsperson).

This category is for the employment of elite sports people and coaches who are
internationally established and who intend to be in the UK for longer than 12 months. All
applications from prospective sponsors under Tier 2 (Sportsperson) must be accompanied
by an endorsement from the relevant sport
applying to sponsor footballers in England must be endorsed by the Football Association
(FA).

The governing body endorsement for each club will be in the form of a unique reference
number (URN) and the sponsor must provide it on the electronic application form. They
must also provide documentary evidence from the governing body on headed notepaper
with the number noted. You must make sure that the governing body endorsement is
relevant to the tier that the sponsor is applying under.

You must check the number against the list of recognised governing bodies, see related
link: Sports governing bodies.

The unique reference number must be in the following format:

1 Four letters - the first four letters of the sport, for example rugby union would be
RUGU.

1 Two numbers i these relate to the approved number of governing bodies for that
sport, for example, in rugby union there are four governing bodies, one for each of the
home nations, so Wales may be 01, England 02, and so on. For some sports there
may be only one governing body in which case this number will be 01.

1 Two numbers - the year of issue, for example, a reference issued in 2011 would be
11.

1 One letter and three numbers-t he | etter being 0S06 f
the number of endorsements issued by that governing body. For example, if

or
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Northampton Saints is the 16" rugby union club to be endorsed by their governing

body, then this would be S016.

An example of a governing body endorsement is: RUGU02/10/S016.

Sponsors cannot sponsor any sportspeople or coaches under this category until the
governing body has been approved by the Home Office and listed in appendix M of the

Immigration Rules.

| f é

Thenteé

You are considering a Tier 2
(Sportsperson) sponsor licence
application.

You must check:

1 how many sport(s) the prospective
sponsor is applying for, and

1 that there is a sports governing body
endorsement (URN) from a recognised
governing body for each sport.

The application is accompanied by a
governing body endorsement unique
reference number (URN).

You must check if the sports governing body
has been approved and is listed in Appendix
M of the Immigration Rules.

A new sports governing body has been
approved and listed in Appendix M of the
Immigration Rules

You must continue to casework as normal.

There is no governing body listed in
Appendix M of the Immigration Rules for
the sport applied but the URN is correct

You must contact points-based system (PBS)
operational policy to establish if a new sports
governing body has been approved and is
due to be listed in the rules. See related link:
Email: PBS operational policy.

A new sports governing body has been
approved by the Home Office but has not
yet been listed in Appendix M of the
Immigration Rules.

You must casework as normal but advise the
sponsor that a migrant cannot apply for leave
until the new governing body is listed in the
Immigration Rules.

A new sports governing body is not listed
in Appendix M of the Immigration Rules

You must refuse the application.
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and has not been submitted for approval
by the Home Office.
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This page gives you additional information for considering sponsor licences for Tier 4
categories.

Tier 4 (Child) student

This category is for children between the ages of 4 and 17 to come to the UK to be educated
at our independent schools. For information on the courses for which you can issue a
confirmation of acceptance of study (CAS), see related link: Your course of study (Child).

Tier 4 (General) student

This category is for migrants coming to the UK for their post-16 education. For information
on the courses for which you can issue a CAS, see related link: Your course of study
(General).

It is a mandatory requirement that all sponsors applying for a Tier 4 (General) licence can
demonstrate the appropriate educational oversight with one of the following bodies:

Quality Assurance Agency for Higher Education
Ofsted

Education Scotland

Estyn

Education and Training Inspectorate
Independent Schools Inspectorate

The Bridge Schools Inspectorate, or

Schools Inspection Service.

E R -

Sponsors exempt from the mandatory requirements are:

1 the Foundation Programme Office
1 the Yorkshire and Humber Strategic Health Authority
1 Study abroad providers, and

In this section
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9 Educational trusts.
All new sponsors will be added to the register
action plan.

For more information on processing Tier 4 hig
related link: Points-based system sponsor lice

as an A-rated sponsor until they can apply for

highly trusted sponsor (HTS) status. New sponsors to Tier 4 cannot be B-rated with an

hly trusted sponsors and legacy sponsors, see
nsing i highly trusted sponsors (HTS).

If é

Thené

The prospective sponsor has:

1 the required educational oversight,
and

1 provided all the necessary documents.

Continue to consider the application.

The prospective sponsor:

1 does not have the required
educational oversight, or

1 does not provide all the necessary
documents.

You must reject the application.

The prospective sponsor

1 does not have the required
educational oversight, and

1 provides evidence of accreditation
with another body and all the
necessary documents.

Restricted 7 do not disclose i start of
section

You must refuse the application.

Restricted i do not disclose i start of
section
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The information in this page has been
removed as it is restricted for internal UK The information in this page has been
Border Agency use only. removed as it is restricted for internal UK
Border Agency use only.

Restricted i do not disclose T end of
section
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The information in this page has been
removed as it is restricted for internal UK
Border Agency use only.

Restricted i do not disclose T end of
section

The application is for a school or summer
school which is either:

1 a charity

1 fee paying, or

1 an independent or preparatory school
(excluding further or higher education
establishments).

You must consider applications from these
prospective sponsors with a risk-based
approach and aim to make a decision as
soon as possible. If you grant a sponsor
licence, the sponsor will be subject to a
post-licence visit. If there are any pre-
licence visits pending, these should go
ahead as planned.

The application is from a state funded
school (including sixth forms).

You must:

1 reject the application, and
1 refund the fee paid.

The application is from a voluntary grammar
school in Northern Ireland.

They hold both state and independent
school status and can apply for a Tier 4
licence. You must consider the application.

For more information, see related links:

9 Decision making
9 Allocations.
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This page tells you about the category specific requirements to consider for Tier 5
(Temporary worker - charity worker) sponsor licence applications.

This category is for sponsors who want migrants to come to work temporarily in the UK as
charity workers.

1 only be undertaking voluntary activity and not paid employment, and
1 intend to carry out fieldwork directly related to the purpose of the sponsoring
organisation.

For more information on Tier 5 (Temporary worker - charity worker) migrant applications,
see related link: Charity workers.

In this section

Tier 5 sponsor licences
I Creative and sporting

Tier 5 sponsor licences
1 Religious workers

Tier 5 sponsor licences
1 Government
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Tier 5 sponsor licences
1 International
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This page tells you about the category specific requirements to consider for Tier 5
(Temporary worker - creative and sporting) sponsor licence applications.

Creative

This category is for sponsors who want to employ migrants to come to the UK to work or
perform as entertainers or creative artists for up to an initial maximum period of 12 months,
with the option to extend up to a maximum period of 24 months in total.

| f é

Thenteé

You are considering a Tier 5 creative
sponsor licence application.

There are four codes of practice relating to
the resident labour market test:

1 film and television (there are separate
codes of practice for performers and
technicians)

1 theatre

1 dance.

Prospective sponsors must follow these

codes of practice and will, in effect, be

agreeing to do so when they sign the
sponsor declaration. For more information,
see related link: Creative codes of practice.

Sporting

This is for sponsors who want to employ migrants as internationally established sports
people in the UK for a period up to a maximum of 12 months.

| f e

Thené

You are considering a Tier 5 sporting

The specific requirements for a sponsor

Related links

Tier 5 sponsor licences
1 Charity workers

Tier 5 sponsor licences
1 Religious workers

Tier 5 sponsor licences
1 Government
authorised exchange

Tier 5 sponsor licences
1 International

agreements

Related links

Tier 2 (Sportsperson)
sponsor licences
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sponsor licence application. licence in this category are the same as for
Tier 2 (Sportsperson). For more information,
see related link: Tier 2 (Sportsperson)
sponsor licences.

For more information on Tier 5 (Temporary worker - creative and sporting) migrant
applications, see related link: Creative and sporting.

Page 102 of 156 Points-based system sponsor licensing - applications 1 v 11.0 Valid from 30 April 2013



Points-based system sponsor licensing i applications

Tier 5 sponsor licences i Religious workers

About this guidance

Pre-licensing checks

Compliance visits

Sponsor file
management

Tier specific information

Decision making

Allocations

Action plans

Management checks-
primary

Management checks 1
secondary

Sponsor licensing -
background

This page tells you about the category specific requirements to consider for Tier 5
(Temporary worker - religious workers) sponsor licence applications.

In this category the sponsor organisation must be a genuine religious institution. It must be:

1 aregistered or exempt UK charity according to the relevant charity legislation in force
in its part of the UK, or

1 an ecclesiastical corporation (either corporation sole or body corporate) established for
charitable purposes.

In Northern Ireland, the organisation must also have obtained charitable status for tax
purposes from HM Revenue & Customs. Charities that are not registered according to the
relevant charity legislation must explain the reason for non-registration when they apply.

For more information, see related link: Sponsor guidance.

For more information on Tier 5 (Temporary worker - religious workers) migrant applications,
see related link: Religious workers.
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This page tells you about the category specific requirements to consider for Tier 5

(Temporary worker - government authorised exchange) (GAE) sponsor licence applications.

Under this category, both the exchange scheme and overarching body must have:
1 the support of a UK government department, or executive agency of a government
department

1 be approved by the Home Office, and
1 be listed in appendix N of the Immigration Rules.

A sponsor cannot sponsor any migrants to participate in a new scheme until it is listed in
appendix N of the Immigration Rules.

Sponsors cannot use this category to:

T fill job vacancies, or
1 provide a way to bring unskilled labour to the UK.

Individual employers and organisations cannot sponsor migrants under this scheme even if
they are licensed sponsors under all other tiers or sub-categories.

The only exceptions to this are:

1 higher education institutions recruiting a sponsored researcher, or
1 government departments or executive agencies of a government department.

There are three categories of GAE:

1 a work experience programme
1 aresearch programme, and

In this section
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emergency services).

category they apply under.

department.

1 atraining programme (including training provided by HM armed forces and the UK

Migrants leave will be limited to a maximum of 12 or 24 months depending on which

There must be an overarching body to administer the scheme and both the sponsor and
scheme must have the support of the UK government or executive agency of a government

| f é

Thené

You receive an application for a Tier 5
GAE sponsor licence.

You must check that:

1 the overarching body of the exchange
scheme has submitted the application
and

1 the scheme is listed in appendix N of the
Immigration Rules.

The overarching body has not submitted
the application.

You must:

1 reject the application, and
1 request a refund of the fee.

For more information, see related link:
Refunding fees.

The overarching body has submitted the
application.

You must check that the scheme is listed in
appendix N of the Immigration Rules.

A new scheme has been approved and is
listed in appendix N of the Immigration
Rules.

You must continue to casework as normal.

There is no participating scheme listed in
appendix N of the Immigration Rules.

You must contact points-based system (PBS)
operational policy to establish if a new scheme
has been approved and is due to be listed in
the Immigration Rules. See related link: Email:
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PBS operational policy.

A new scheme has been approved by You must casework as normal but advise

the Home Office but has not yet been sponsor that a migrant cannot apply for leave
listed in appendix N of the Immigration until the new governing body is listed in the
Rules. Immigration Rules.

A new scheme is not listed in appendix N | You must refuse the application.
of the Immigration Rules and a scheme
has not been submitted for approval by
the Home Office.

For more information on Tier 5 (Temporary worker - government authorised exchange)
migrant applications, see related link: Sponsor Guidance.
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Tier 5 sponsor licences i International agreements

About this guidance

Pre-licensing checks

Compliance visits

Sponsor file
management

Tier specific information

Decision making

Allocations

Action plans

Management checks-
primary

Management checks 1
secondary

Sponsor licensing -
background

This page tells you about the category specific requirements to consider for Tier 5
(Temporary worker - international agreements) sponsor licence applications.

In this category, to get a licence to sponsor:

employees of overseas governments

)
1 employees of international organisations
)

private servants in diplomatic households or household of officials working for

international organisations

1 employees from an overseas service supplier and independent professionals under the

following agreements and similar agreements between the UK and another country:
o General Agreement on Trade in Services (GATS)

o European Union (EU) - Chile Free Trade Agreement

o0 EU-CARIFORUM Free Trade Agreement, or
0

EU-Andean Free Trade Agreement.

The sponsor must be:

1 a diplomatic mission

1 an international organisation recognised by the UK, or

1 an organisation or private individual who has contracted with an overseas supplier, for

the supply of a service under an International Trade Agreement (ITA).

In this section

Tier 5 sponsor licences
1 Charity workers

Tier 5 sponsor licences
1 Creative and sporting

Tier 5 sponsor licences
1 Religious workers

Tier 5 sponsor licences
1 _Government
authorised exchange

| f é

Thené

You are considering a Tier 5 International
agreement sponsor licence application for:

1 employees of overseas governments
1 employees of international
organisations.

You must check the application has been
submitted by:

1 adiplomatic mission, for example, the
American embassy, or
i an international organisation

Links to staff intranet
removed
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recognised by the UK, for example,
the United Nations.

The application has not been submitted by a
diplomatic mission or international
organisation.

You must refuse the application.

The application has been submitted by a
diplomatic mission or international
organisation.

You must check that a letter has been
provided with the application from the head
of mission or international organisation.

A letter from the head of mission or
international organisation has not been
provided.

You must contact the sponsor and request
a letter is supplied.

A letter from the head of mission or
international organisation has been
provided.

You must check the letter confirms an:

1 agreement to the application being
made

1 agreement to sponsor migrants under
Tier 5 (international agreements)

1 acceptance of sponsorship
requirements and gives the Home
Office:

0 consent to enter their premises

o waiver their diplomatic immunity
and privileges to allow the Home
Office to carry out any compliance
activity as set out in published
guidance.

The letter includes all the required
confirmation.

Continue to casework the application.

The letter does not include the required
confirmation or is incomplete.

You must contact the sponsor and request
a new letter is supplied confirming all
requirements.

You are considering a Tier 5 International
agreement sponsor licence application i
General Agreement on Trades in Services

You must check the:

i organisation or private individual has
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(GATS) and other similar agreements.

contracted with an overseas supplier
for the supply of services under
GATS or a similar international trade
agreement as listed in appendix F

1 organisation or private individual has
contracted with an independent
professional as listed in appendix F,
and

i sector is covered by an international
trade agreement as listed in appendix
F.

The prospective sponsor is not eligible to
apply in this category.

You must:

1 refuse the application, and

1 write to the sponsor informing them
they are not eligible to apply under
this category.

The sponsor has not provided the overseas
service supplier contract.

You must write to the sponsor requesting a
copy of the contract.

The sponsor has provided the overseas
service supplier contract or the overseas
independent professional contract.

You must check that the contract has been
awarded for a period of 12 months or less.

The sponsor has not provided the overseas
service contract or the overseas
independent professional contract, or the
contract is for a period exceeding 12
months.

You must discuss the required action to
take with your manager.

For more information on Tier 5 (Temporary worker - international agreement) migrant

applications, see related link: Sponsor Guidance.
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Decision making

About this guidance

Pre-licensing checks

Compliance visits

Sponsor file
management

Tier specific information

Allocations

Action plans

Management checks-
primary

Management checks 1
secondary

Sponsor licensing -
background

This section tells you what you must consider before you grant, refuse or reject a sponsor
licence application.

Caseworker checks and decision tables
You use the tables in this section as a guide to making decisions or identify caseworker
actions when you consider an application for a sponsor licence. The tables are:

1 A table of general checks - you must undertake these when you consider all
applications made for any tier.

1 A table of tier specific checks 1 these are not mandatory and you must only use it for
specific tiers.

Multiple tier applications

You must consider applications for more than one tier individually and complete all the
checks before you reach a decision on the applications. It is possible for you to grant for one
tier but either refuse or reject another tier.

You must use the tables alongside the rest of this guidance which provides you with more
detail for considering applications, undertaking checks and informing the sponsor of your
decision.

A guide to the tables:

1 If the checks you undertake do not indicate any concerns then you must consider an A-
rating.

1 If the checks you undertake indicate minor concerns then you must consider a B-rating
with an action plan.

1 If the checks you undertake indicate the application does not meet the criteria then you
must refuse or reject the application.

In this section

Caseworker checks and
decision tables i
general caseworker
checks

Caseworker checks and
decision tables i tier
specific checks

Decision making i grant
or refuse

Decision making on a
rejected application
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Caseworker checks and decision tables i general caseworker checks

About this guidance

Pre-licensing checks

Compliance visits

Sponsor file
management

Tier specific information

This page tells you how to consider the outcome from the general checks you undertake to
help you make a final decision.

You must use this table alongside the rest of this guidance which provides you with more
detail for considering applications, undertaking checks and informing the sponsor of your

decision.

In this section

Caseworker checks and

decision tables i tier

specific checks

Decision making

Allocations

Action plans

Management checks-
primary

Management checks 1
secondary

Sponsor licensing -
background

Check undertaken

Outcome

Decision

Additional actions

Decision making i grant

Submission sheet

Original sheet signed by the authorising

officer (AO)

Consider next check

or refuse

Decision making on a

rejected application

A copy of the original

Reject application

Signature missing

Refund application
fee to sponsor

Payment Correct payment has been made for the Consider next check
application
Overpayment made i continue to casework | Refund amount
overpaid to sponsor
Underpayment made | Reject application Refund application
fee to sponsor
Mandatory Documents are originals Consider next check
documents Documents are certified copies
Documents are Reject application
uncertified copies
Supporting Documents verified Potential A-rate Consider next check
documents or certified copies

Unable to verify
copies or uncertified
copies

Reject application

Refund application
fee to sponsor

Key personnel

No results

Potential A-rate

Consider next check

Non-compliance identified

Refer for pre-licence

Links to staff intranet
removed

Page 111 of 156

Points-based system sponsor licensing - applications 1 v 11.0

Valid from 30 April 2013




visit
Non-compliance B-rate or refuse Potential action plan
confirmed application
Individual identified Refuse application
as a disqualified
director
Insolvency No results against Potential A-rate Consider next check
AO
AO has an individual | Potential B-rate Consider next check
voluntary
arrangement
AO identified as an Refuse application
un-discharged
bankrupt
Check undertaken | Outcome Decision Additional actions
Legacy checks No results Potential A-rate Consider next check
Previous non-compliance or dishonesty Verify authenticity or
identified refer for a
compliance visit
Non-compliance or B-rate or refuse Potential action plan
dishonesty confirmed | application
Risk profile Sponsor does not hit a risk profile Consider next check
Sponsor hits a risk profile Consider referring
for a compliance
Visit
Q6 markers No Q6 marker \ Potential A-rate Consider next check
Q6 marker against individual/sponsor/migrant | Refer to temporary
or representative migration
intelligence hub
Civil penalty No civil penalties in | Potential A-rate Consider next check
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force

Subject to a civil penalty

For decision, see
Civil penalty table

Payment outstanding
or defaulted payment
on a civil penalty

Refuse application

Compliance
report

Human resource
(HR) systems score
1 and compliance
scores 1

Potential A-rate

Consider next check

HR system scores 1
and compliance
scores 2

Potential B-rate or
potential refuse
application

HR system scores 2
and compliance
scores 2

Potential action plan

HR system scores 3
and/or compliance
scores 3

Refuse application

Page 113 of 156

Points-based system sponsor licensing - applications 1 v 11.0

Valid from 30 April 2013




Points-based system sponsor licensing i applications

Caseworker checks and decision tables i tier specific checks

About this guidance

Pre-licensing checks

Compliance visits

Sponsor file
management

Tier specific information

Decision making

Allocations

Action plans

Management checks-
primary

Management checks 1
secondary

Sponsor licensing -
background

This page tells you how to consider the outcome from the tier specific checks you undertake
to help you make a final decision.

You must use this table alongside the rest of this guidance which provides you with more
detail for considering applications, undertaking checks and informing the sponsor of your

decision.

Check undertaken

Outcome

Decision

Additional actions

Governing body

Sponsor has

Potential A-rate

Consider next

registered or

endorsement approved governing check
body endorsement
and is listed in
appendix M of the
Immigration Rules
Sponsor has Potential A-rate 1 Consider next
approved governing | consider certificate of | check.
body endorsement sponsorship (CoS)
but is not yet listed allocation to be
in appendix M of the | granted until
Immigration Rules appendix M updated
Sponsor is not Refuse application
endorsed by
governing body
Educational Sponsor can Potential A-rate Consider next
oversight demonstrate check
educational oversight
Sponsor cannot Refuse application
demonstrate
educational oversight
UK charity Can demonstrate Potential A-rate Consider next

check

In the section

Caseworker checks and
decision tables i
general caseworker
checks

Decision making i grant
or refuse

Decision making on a
rejected application
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exempted

Not registered or
exempted

Refuse application

Tier 5 Government
Authorised
Exchange
overarching body

Application submitted
by overarching body
and is listed in
appendix N of the
Immigration Rules

Potential A-rate

Consider next
check

Application submitted
by overarching body
but does not yet
appear in appendix N
of the Immigration
Rules

Potential A-rate with
zero CoS until
appendix N updated

Consider next
check

Application is not
submitted by
overarching body

Consider rejecting
application

Refund application
fee to sponsor

Intra company -
transfer

Can demonstrate
links to overseas
organisation of
common ownership
intended for transfer
of existing staff

Potential A-rate

Consider next
check

Application does not
demonstrate links to
overseas
organisation of
common ownership

Reject application

Refund application
fee to sponsor
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Decision making i grant or refuse

About this guidance

Pre-licensing checks

Compliance visits

Sponsor file
management

Tier specific information

Decision making

Allocations

Action plans

Management checks-
primary

Management checks 1
secondary

Sponsor licensing -
background

This page tells you what to do when you grant or refuse a sponsor licence application.

After you have completed all your checks you must make your decision.

Granting the sponsor licence

In this section

Caseworker checks and
decision tables i
general caseworker

| f é

Thenteé

You grant the sponsor an A rated licence in
any tier or category.

You must:

1 Determinet he sponsor 6s
sponsorship or confirmation of
acceptance for studies allocation. For
more information, see related link:
Allocations.

1 Update Metastorm with all decisions
and allocations awarded.

1 Send the grant A letter informing the
sponsor of the decision and of their
allocation in each tier.

1 Overwrite the SMS letter, which is
automatically generated by Metastorm
and which informs them of the level 1
user ID, u s i n glnitial mpplication
SMS notificationd | ,esdetretated
link.

You grant the sponsor a B rated licence in
any tier or category.

You must follow the process for an action
plan. For more information, see related
link: Action plans.

Refusing the sponsor licence

1 fé

[Thené

checks

Caseworker checks and
decision tables i tier
specific checks

Decision making on a
rejected application

Related links
Allocations

Action plans

Links to staff intranet
removed
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You refuse the sponsor licence in all tiers
and categories.

You must:

9 draft the refusal letter, and
1 include all the reasons for refusal.

You refuse the application because of an
issue that:

1 could lead to policy being
strengthened, or
1 has elements of suspected criminality.

You must refer the case to the temporary
migration intelligence hub with all details of
the refusal using the related link: Email
temporary migration intelligence hub.

The application is rejected i see related link: Decision making on a rejected application.
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Decision making on a rejected application

About this guidance

Pre-licensing checks

Compliance visits

Sponsor file
management

Tier specific
information

Decision making

Allocations

Action plans

Management checks-
primary

Management checks i

secondary

Sponsor licensing -
background

This page tells you how to reject a sponsor licence application.

You must either:

1 create a new managed sponsor record, or
1 link the application to an existing record before processing any representative
detalils, if required.

| f oGirrect payment :
not link the application.

addi ng a

Sift notes

You must check the sift sheet for any guidance the sift officer has noted on the sift
notes. If you are unsure about notes on the sift sheet you must ask either the sift
officer or a manager before you make a decision.

Further checks

If the sift officer has specifically said the application requires further checks you must
do them before you make a decision on the application. If the outcome of the checks
suggest the application must not be rejected you must discuss with a manager.

If you decide not to reject the application you must pass it back to the sift officer to
send for the full criminality and immigration history checks before you complete the
decision process.

Refunding a fee on arejected application

In most circumstances applicants will be entitled to a refund on a rejected application.

For more information on refunds and how to arrange a refund, see related link:
Refunding fees.

They are not entitled to a refund when they apply for an extra tier, do not pay but add

new tierd h

In this section

Caseworker checks
and decision tables i
general caseworker
checks

Caseworker checks
and decision tables i
tier specific checks

Decision making i
grant or refuse

Related links

Requesting more
information

Refunding fees

Management checks i

primary

Management checks -
secondary

Links to staff intranet
removed
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different personnel to the ones in the original application. If you have considered the
application then the fee will still be applicable.

Making the decision on a rejected application
To complete the decision process on a rejected application, you:

must not prepare a caseworker stencil

are not required to carry out any further checks on the application

must record a decision of véapplipddar,armd a
note in the comments box details of each rejection:

oO6rejection reasond and enter the re
o6detail sé and enter specific detail

E

Once you have entered a decision and completed the comments you must:

1 submit the decision, and
1 complete the
o6check enand osur eséd
oObupdate dispatch .instructions6 scre

Letters and refund payment form for a rejected application
The last stage of the decision process is creating the decision letter and the refund
payment form. You must:

1 create the application rejected letter and an ex-gratia formint h e -hdad | e
option of the system, using the related links

1 copy the wording from the initial application rejection notification letter into the
decision letter

1 amend the letter to make sure it is appropriate for the reason for rejection and if

there is more than one cause for rejection, all causes for rejection are specified

in the letter

check that any notes on the sift sheet have been included in the letter, and

print off the ex-gratia form and link it to the file before the application is passed

on for checking.

= =4

Page 119 of 156 Points-based system sponsor licensing - applications 1 v 11.0 Valid from 30 April 2013



Checking rejected applications
You must pass all rejected applications to a manager for checking before you
dispatch them. For more information on management checks, see related links:

1 Management checks 1 primary
1 Management checks 1 secondary.
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Allocations

About this guidance

Pre-licensing checks

Compliance visits

Sponsor file
management

Tier specific information

Decision making

Action plans

Management checks-
primary

Management checks 1
secondary

Sponsor licensing -
background

This section tells you how to decide on the number of certificate of sponsorship (CoS) or
confirmation of acceptance of studies (CAS) the sponsor can be granted and information on
tier specific requirements which may apply.

Allocations
When making an online application for a sponsor licence the sponsor indicates the number
of CoS or CAS they will require for the first 12 months of their licence to either:

1 extend existing migrants under the work permit arrangements whose leave is due to
expire, or
1 to recruit new migrants.

The sponsor must provide:

1 ajustification in support of the number of CoS or CAS they require, and
1 details of the tiers or categories they are required for.

When you are deciding how many CoS or CAS to grant the sponsor there are a number of
checks to make and evidence to consider that will help you reach a decision.

Caseworker allocation consideration tables
You use the tables in this section as a guide to making decisions or identifying caseworker
actions when considering requests for initial or additional allocations of CoS or CAS.

You must use the tables alongside the guidance on granting the allocation in this section
that provides greater detail for both considering allocations, undertaking checks and
informing the sponsor of your decision.

In this section

Allocation consideration
table i Tier 2 (General)

Allocation consideration
table i Tier 2 (Intra-
company transfer)

Allocation consideration
table i Tier 2
(Sportsperson) and
(Ministers of religion)

Allocation consideration
table- Tier 4

Allocation consideration
table 7 Tier 5 (all

categories)
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Allocation consideration table i Tier 2 (General)

About this guidance

Pre-licensing checks

Compliance visits

This page tells you how to consider granting an allocation for a Tier 2 (General) sponsor licence

application.

You must use this table alongside the guidance on granting the allocation in this section that
provides greater detail for both considering allocations, undertaking checks and informing the
sponsor of your decision.

Sponsor file
management Tier Initial allocation In-year allocation Follow-on allocation
A-rated B-rated A-rated | B-rated A-rated | B-rated
Tier specific Tier 2 Consider Bring Consider | Identify Calculate | Identify
information (General) request forward request | extensions | usage extensions
unrestricted until action required until 5 required
Decision making plan fee April
received 2013
Allocations If visited refer to | Identify Calculate | Grant
visit report extensions | usage extensions
Action plans recommendation | required until 5
April
Management checks- 2013
primary Calculate usage | Grant Grant Grant Grant
until 5 April 2013 | extensions | allocation allocation | extensions
Management checks i Grant allocation | If no Grant If no
secondary extensions, allocation | extensions,
grant zero grant zero
Sponsor licensing -
background Tier 2 (General) restricted
Tier Initial allocation In-year allocation Follow-on allocation
A-rated B-rated A-rated B-rated A-rated B-rated
Tier 2 Refer sponsor to | Reject the | Refer Reject Not Not
(General) online request sponsor to | the applicable | applicable

In this section

Granting a sponsor
application allocations
T Tier 2 (General)
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restricted

application

online
application

request
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Granting sponsor application allocations - Tier 2 (General)

About this guidance

Pre-licensing checks

Compliance visits

Sponsor file
management

Tier specific information

Decision making

Allocations

Action plans

Management checks-
primary

Management checks 1
secondary

Sponsor licensing -
background

This page tells you how to grant an allocation for a Tier 2 (General) sponsor licence
application.

New applications
You must consider:

1 the number of unrestricted certificate of sponsorship (CoS) the sponsor has requested

1 the date of the application in relation to the fixed 12 month allocation period (and the
date the sponsor licence is granted), and

1 whether there is any indication the sponsor has included restricted CoS in their
justification.

An allocation of unrestricted CoS is only available to the sponsor until 5 April each year. On
this date any CoS not assigned by a sponsor will be automatically withdrawn. For instance,
an application granted in May requires an allocation of unrestricted CoS for approximately
11 months, an application granted in November for approximately five months.

Requests for additional unrestricted CoS

Sponsors can request these during the allocation year by submitting in-year requests so if
you do have doubts about how the sponsor has calculated their allocation you can still limit
the request without disrupting the sponsor.

B-rated sponsors

They can only assign CoS to any existing migrant workers or work permit holders requiring a

CoS to extend their leave with the sponsor and undertaking the same job role. When they
successfully gain an A-rating they will be entitled to request and assign CoS to sponsor new
migrants subject to the unrestricted CoS criteria.

When you are considering a new sponsor application you must consider the number of
unrestricted CoS the sponsor has requested for Tier 2 (General) then apply the actions in
the table below.

Related links
Action plans

Links to staff intranet
removed
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Tier 2 (General) CoS allocations

| f é

Thené

The sponsor:

1 is granted an A-rating

1 has been visited by the sponsor
management unit (SMU), and

1 itis clearly recorded (either in the
sponsors justification or the SMU visit
report) that the sponsor intends to use
the allocation for unrestricted CoS.

Or

The sponsor is granted an A-rating without
a visit by the sponsor management unit
(SMU) but it is clearly documented in the
sponsors justification that the sponsor
intends to use the allocation for unrestricted
CoS.

You must:

1 consider how many certificates of
sponsorship (CoS) to grant:

o the sponsor will have requested an
initial number of CoS with the
application and provided a
justification

1 make sure that any intended CoS
usage is for use before the end of the
allocation year

1 update Metastorm with your decision

1 draft and issue the grant A letter.

The sponsor:

1 is granted an A-rating

1 has been visited by the sponsor
management unit (SMU), and

1 the sponsor has stated or you have
concerns that the sponsor intends to
use the allocation for restricted CoS.

Or

The sponsor:

You must:

1 draft and issue the request for further
Information letter:
o explaining the limits for unrestricted
CoS usage, and
0 requesting an amended allocation
with details of their intended usage,
and
9 bring forward (B/F) for seven calendar
days.

If the response from the sponsor allows the
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1 is granted an A-rating without a visit granting of an allocation, you must:
by the sponsor management unit

(SMU), and 1 update Metastorm with the decision,
1 the sponsor has documented, or there and

are concerns, that the sponsor intends 1 draft and issue the grant A letter.

to use the allocation for restricted

CoS. If the sponsor fails to respond within seven

calendar days, you must:

1 grant the sponsor an allocation of zero
CoS.
1 draft and issue the grant A letter.

The sponsor is granted a B-rating Inform the sponsor that until they have paid
for their action plan their allocation is set to
zero CoS and that only when payment has
been received will they be able to request a
CosS for extending the leave of existing
migrant workers. For more information on
B-rated sponsors, see related link: Action
plans.
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Allocation consideration table i Tier 2 (Intra-company transfer)

About this guidance

Pre-licensing checks

Compliance visits

Sponsor file
management

Tier specific
information

Decision making

Allocations

Action plans

Management checks-
primary

Management checks i

secondary

Sponsor licensing -
background

This page tells you how to consider granting an allocation for a Tier 2 (Intra-company transfer)
sponsor licence application.

You must use the tables alongside the guidance on granting the allocation in this section that
provides greater detail for both considering allocations, undertaking checks and informing the
sponsor of your decision.

In this section

Granting a sponsor

application allocations

T Tier 2 (Intra-

company transfer)

Tier Initial allocation In-year allocation Follow-on allocation
A-rated B-rated A-rated | B-rated A-rated | B-rated
Tier 2 Consider Bring Consider | Identify Calculate | Identify
(Intra- request forward request | extensions | usage extensions
company (B/F) until required until 5 required
transfer) action plan April
fee 2014
Short received
and long | If visited, refer to | Identify Calculate | Grant
term visit report extensions | usage extensions
staff recommendation | required until 5
April
Skills 2014
transfer | Calculate usage | Grant Grant Grant Grant
until 5 April 2014 | extensions | allocation allocation | extensions
Graduate | Grant allocation | If no If no
trainee extensions, extensions,
grant zero grant zero

Tier 2 (Intra-company transfer) Graduate Trainee

Tier Initial allocation In-year allocation Follow-on allocation
A-rated B-rated A-rated B-rated A-rated | B-rated
Tier 2 Consider B/F until Consider Identify Calculate | Identify
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(Intra-
company
transfer)
Graduate
Trainee

request action plan | request extensions | usage extensions
fee required until 5 required
received April
If visited refer to | Identify Calculate Grant 2014
visit report extensions | usage until | extensions
recommendation | required 5 April 2014
Calculate usage | Grant Grant Grant Grant
until 5 April 2014 | extensions | maximum allocation | extensions
of five
certificates
of
sponsorship
(CoS) for
every
allocation
year
Grant maximum | If no If CoS If no
of five CoS for extensions, | already extensions,
every allocation | grant zero | issued grant zero
year grant
remainder
of five
permitted

for that year
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Granting sponsor application allocations - Tier 2 (Intra-company transfer)

About this guidance

Pre-licensing checks

Compliance visits

Sponsor file
management

Tier specific information

Decision making

Allocations

Action plans

Management checks-
primary

Management checks 1
secondary

Sponsor licensing -
background

This page tells you how to grant an allocation for a Tier 2 (Intra-company transfer) sponsor

licence application.

The Intra-company transfer (ICT) category is split into three sub-categories:

1 ICT Short and long term staff (Established staff)

9 ICT Skills transfer, and
9 ICT Graduate trainee.

Although the certificate of sponsorship (CoS) allocation year for Tier 2 (ICT) will be fixed to
run from 6 April to 5 April each year, there are no restrictions on ICT CoS and you must
continue to casework ICT allocation requests without considering restricting the sponsor
allocation. However, when you decide the allocation, you must take into consideration the

length of time remaining in the fixed allocation year.

Tier 2 (Intra-company transfer) CoS allocations

Related link

B-rated sponsors and

issuing an action plan

| f é Thené

The sponsor:
1 is granted an A-rating, and
1 has been visited by the sponsor
management unit (SMU)
Or

The sponsor:

1 without a visit by the sponsor

management unit (SMU).

You must:

1 is granted an A-rating l

1 consider how many certificates of

sponsorship (CoS) to grant:

o the sponsor will have requested an
initial number of CoS with the
application and provided a
justification and the visit report
submitted by SMU will also contain
a recommendation.

make sure that any intended CoS

usage is for use before the end of the

allocation year

Links to staff intranet
removed
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1 update Metastorm with your decision
{ draft and issue the grant A letter.

The sponsor is granted a B-rating

Once the fee for the action plan has been
received, for more information, see related
link: B rated sponsors and issuing an action
plan, you must:

1 draft and issue the request for further
information letter:

0 explaining that they can only assign
CosS for the extension of existing
migrants whilst B-rated, and

o request the number of CoS they
require for extensions.

1 bring forward (B/F) for seven calendar
days.

If the response from the sponsor allows the
granting of an allocation, you must:

1 update Metastorm with the decision.
1 draft and issue the grant B action plan
letter.

If the sponsor fails to respond within seven
calendar days, you must:

1 grant the sponsor an allocation of zero
CoS.

1 draft and issue the grant B action plan
letter.
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Points-based system sponsor licensing i applications

Allocation consideration table i Tier 2 (Sportsperson) and (Ministers of religion)

About this guidance

Pre-licensing checks

Compliance visits

Sponsor file
management

Tier specific information

Decision making

Allocations

Action plans

Management checks-
primary

Management checks 1
secondary

Sponsor licensing -
background

This page tells you how to consider granting an allocation for a Tier 2 (Sportsperson) and
(Ministers of religion) sponsor licence application.

You must use the tables alongside the guidance on granting the allocation in this section
that provides greater detail for both considering allocations, undertaking checks and
informing the sponsor of your decision.

In this section

Granting a sponsor

application allocations i

Tier 2 (Sportsperson)

and (Ministers of

religion)

Tier Initial allocation In-year allocation Follow-on allocation
A-rated B-rated A-rated | B-rated A-rated B-rated
Tier 2 Consider request | Bring Consider | Identify Consider | Identify
(Sports forward request | extensions | request extensions
person) (B/F) until required required
action
plan fee
received
If visited, refer to | Identify Calculate | Grant Calculate | Grant
visit report extensions | usage extensions | usage extensions
recommendation | required against against
sponsor® sponsor®
allocation allocation
year year
Calculate usage | Grant Grant Grant
against extensions | allocation allocation
sponsor®
allocation year
Grant allocation | If no
extensions
grant zero

Tier 2 (Minister of religion)

| Tier

| Initial allocation

| In-year allocation

| Follow-on allocation |
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A-rated B-rated A-rated | B-rated A-rated B-rated
Tier 2 Consider B/F until Consider | Identify Consider | Identify
(Minister | request action request | extensions | request extensions
of plan fee required required
religion) received
If visited refer to | Identify Calculate | Grant Calculate | Grant
visit report extensions | usage extensions | usage extensions
recommendation | required against against
sponsor® sponsor®
allocation allocation
year year
Calculate usage | Grant Grant Grant
against extensions | allocation allocation
sponsor®
allocation year
Grant allocation | If no
extensions
grant zero
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Points-based system sponsor licensing i applications

Granting sponsor application allocations - Tier 2 (Sportsperson) and (Ministers of religion)

About this guidance This page tells you how to grant an allocation for a Tier 2 (Sportsperson) and (Ministers of Links to staff intranet
religion) sponsor licence application. removed
Pre-licensing checks
Tier 2 (Sportsperson), Tier 2 (Ministers of religion) and Tier 5 are not affected by the
Compliance visits permanent limit and the allocation year is linked to the decision date for the sponsor licence
being granted.
Sponsor file
management Tier 2 (Sportsperson), (Minister of religion) and Tier 5 (all categories) CoS allocations
| f é Thene
Tier specific information || The sponsor: You must:
Decision making { is granted an A-rating, and { consider how many certificates of
1 has been visited by the sponsor sponsorship (CoS) to grant:
Allocations management unit (SMU). o the sponsor will have requested an
initial number of CoS with the
Action plans Or application, and
o provided a justification and the visit
Management checks- The sponsor: report submitted by SMU will also
primary contain a recommendation
1 is granted an A-rating 1 make sure that any intended CoS
Management checks i  without a visit by SMU. usage is for use before the end of the
secondary sponsor® allocation year (verify this by
_ _ checking Metastorm)
Sponsor licensing - ¢ include the appropriate paragraph in
background the grant A decision letter if the
sponsor is not yet entitled to an
allocation
1 update Metastorm with your decision
i draft and issue the grant A letter.
The sponsor is granted a B-rating. Once the Home Office have received the
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fee for the action plan, see link on left:
Action plans, you must:

1 draft and issue the request for further
information letter:

o explaining that they can only assign
CosS for the extension of existing
migrants whilst B-rated, and

o request the number of CoS they
require for extensions

1 bring forward (B/F) for seven calendar
days.

If the response from the sponsor allows the
granting of an allocation, you must:

1 update Metastorm with your decision
1 draft and issue the grant B action plan
letter.

If the sponsor fails to respond within seven
calendar days, you must:
1 grant the sponsor an allocation of zero
CoS
1 draft and issue the grant B action plan
letter.
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Points-based system sponsor licensing i applications

Allocation consideration table i Tier 4

About this guidance

Pre-licensing checks

Compliance visits

Sponsor file
management

Tier specific information

Decision making

Allocations

Action plans

Management checks-
primary

Management checks 1
secondary

Sponsor licensing -
background

This page tells you how to consider granting an allocation for a Tier 4 sponsor licence

application.

You must use the tables alongside the guidance on granting the allocation in this section
that provides greater detail for both considering allocations, undertaking checks and
informing the sponsor of your decision.

For more information, see related links:

1 Tier 4 sponsor licences

1 Sponsor guidance.

Tier

Initial allocation

In-year allocation

Follow-on allocation

Tier 4 A-rated (new
sponsor under 12
months)

Consider request

Refer to visit report
recommendation

Refer to D1 planning
report

Refer to
accreditation report

Grant up to 50 per
cent maximum of the
student body

Reject

Not applicable

Tier 4 highly trusted
sponsor (HTS)
pending educational
oversight decision

Not applicable 1 all
Tier 4 initial
applications must
show educational
oversight

Reject the request

Grant the balance of
the interim limit

Tier 4 sponsor with
educational

Not applicable T
subject to interim

Reject the request

Grant the balance
of the interim limit

In this section

Granting a sponsor
application allocations i

Tier 4
Related links

Tier 4 sponsor licences

Links to staff intranet
removed
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confirmation of
acceptance for
studies (CAS)
requests for
extensions

oversight pending limit

HTS decision

Tier 4 HTS and Grant up to Consider request Consider request

educational maximum of the Calculate usage Calculate usage

oversight student body against sponsor® against sponsor®
allocation year allocation year
Identify capacity Identify capacity
Grant allocation Grant allocation

Tier 4 legacy Not applicable Consider individual | Consider individual

confirmation of
acceptance for CAS
requests for
extensions

For more information on the interim limit and how to calculate the balance of a sponsors
CAS, see related link: Tier 4 (General) i educational oversight.
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Points-based system sponsor licensing i applications

Granting sponsor application allocations - Tier 4

About this guidance

Pre-licensing checks

Compliance visits

Sponsor file
management

Tier specific information

Decision making

Allocations

Action plans

Management checks-
primary

Management checks 1
secondary

Sponsor licensing -
background

This page tells you how to grant an allocation for a Tier 4 sponsor licence application.
When you grant an allocation for a Tier 4 licence, you must:

1 only grant new A-rated sponsors up to 50 per cent of any confirmation of acceptance of
study (CAS) requested, and

1 check any visit reports, accreditation reports and D1 planning permissions to establish
whether the number of CAS requested is a realistic figure.

Ifyouhaveany doubts regarding the sponsords ¢
you must discuss with your manager. This may result in you granting less than the 50 per
cent permissible.

If the request is realistic and can be justified, grant 50 per cent of the CAS requested.

For more information on highly trusted sponsors and legacy sponsors for Tier 4, see related
link.

q

Links to staff intranet
removed
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Points-based system sponsor licensing i applications

Allocation consideration table i Tier 5 (all categories)

About this guidance

Pre-licensing checks

Compliance visits

Sponsor file
management

Tier specific information

This page tells you how to consider granting an allocation for a Tier 5 sponsor licence

application.

You must use the tables alongside the guidance on granting the allocation in this section that
provides greater detail for both considering allocations, undertaking checks and informing the
sponsor of your decision.

In this section

Allocation consideration
table i Tier 2 (General)

Allocation consideration
table i Tier 2 (Intra-

Decision making

Allocations

Action plans

Management checks-
primary

Management checks 1
secondary

Sponsor licensing -
background

Tier Initial allocation In-year allocation Follow-on allocation
A-rated B-rated A-rated | B-rated A-rated | B-rated
Tier 5 (all Consider Bring Consider | Identify Consider | Identify
categories) | request forward request | extensions | request | extensions
(B/F) until required required
action
plan fee
received
If visited refer to | Identify Calculate | Grant Calculate | Grant
visit report extensions | usage extensions | usage extensions
recommendation | required against against
sponsors sponsors
allocation allocation
year year
Calculate usage | Grant Grant Grant
against extensions | allocation allocation
sponsor®
allocation year
Grant allocation | If no
extensions
grant zero

company transfer)

Allocation consideration
table i Tier 2
(Sportsperson) and
(Ministers of religion)

Allocation consideration
table - Tier 4
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Points-based system sponsor licensing i applications

Action plans

About this guidance

Pre-licensing checks

Compliance visits

Sponsor file
management

Tier specific information

Decision making

Allocations

Action plans

Management checks-
primary

Management checks 1
secondary

Sponsor licensing -
background

This section tells you about what an action plan is, when one should be issued and how to
request payment.

In this section

What is an action plan

B-rated sponsors and
issuing an action plan
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What is an action plan

About this guidance

Pre-licensing checks

Compliance visits

Sponsor file
management

Tier specific information

Decision making

Allocations

Action plans

Management checks-
primary

Management checks 1
secondary

Sponsor licensing -
background

This page explains what an action plan is and which sponsors they may be applied to.

Action plans are only issued to Tier 2 and 5 sponsors where it has been identified that they
cannot yet demonstrate they meet their sponsor duties but the failings are not serious
enough to cause a refusal of an application or suspension of a licence and they are granted
a B-rating.

Action plans are issued if alterations can be made to a sponsor® systems to make the
sponsor compliant and must detail all the areas where improvements must be made. Action
plans must be set for a maximum of three months and must be reviewed after the three
month period. However, a sponsor can request a review before the end of the three month
period if they are certain they have already met all of their action plan requirements. The
Home Office will only visit sponsors once, either during or after the three month period.

If a B-rated sponsor fails to meet the conditions set out in their action plan during review at
theend of thethreemont h peri od or an earlier r eyuew
must revoke their licence. Sponsors can only be B-rated twice during the validity period of
their licence.

The validity period of a licence is the four year period for which it was first granted. It is valid
for each subsequent four year period after the license is successfully renewed.

If the sponsor is rated a B-rated sponsor you must check the period the action plan covers.
This is important because if the period covered by their action plan starts during the validity
period of their old licence, and ends during the validity period of their renewed licence the
sponsor will be treated as having been B-rated during their new licence and this will count
towards the total number of times they are allowed to be B-rated during the validity period of
their renewed licence.

For example:

In this section

B-rated sponsors and

issuing action plans

Links to staff intranet
removed
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1 The sponsor applies and is granted a licence on 28 January 2009 for four years to 27
January 2013.

1 The sponsor is B-rated on 15 December 2012 and given a three month action plan

from 15 December 2012 to 15 March 2013.

The sponsorés |licence will expire on 28

The sponsor renews their licence on 13 January 2013 for four years to 2017.

The action plan period:

o falls one month in the current validity period when the licence was first granted, and

o will fall two months into the renewal validity period until 15 March 2013.

1 This means the renewal licence will automatically be B-rated because the action plan
falls two months into the renewal validity period.

E N

The sponsor is allowed to have one further B-rated period between 15 March 2013 and 13
January 2017. If a B-rated sponsor fails to meet the conditions set out in their action plan
during the review at the end of the three month period or an earlier review made at the
sponsor6s request their | icence muatedtwide duringe
the validity period of their licence.

Tier 4 sponsors cannot be B-rated and so cannot be issued with an action plan.

Sponsors have to pay a fee for the action plan and payment of the fee acts as confirmation
that the sponsor agrees to the issue of an action plan. For more information on fees, see
related link: Sponsor guidance.

For further information on invoicing a sponsor for an action plan, see related links:

1 B-rated sponsors and issuing action plans
1 Action plan user guide.
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B-rated sponsors and issuing action plans

About this guidance

Pre-licensing checks

Compliance visits

Sponsor file
management

Tier specific information

Decision making

Allocations

Action plans

Management checks-
primary

Management checks 1
secondary

Sponsor licensing -
background

This page explains what action to take when a sponsor is B-rated and how to issue an
action plan.

A sponsor may be granted a B-rating as part of the application process or an established A-
rated sponsor re-rated to B.

Action plans are issued as a result of a compliance visit establishing evidence that the
sponsor is not meeting their sponsorship duties. Areas where the sponsor has failed to
demonstrate compliance and where alterations are required as detailed within the
compliance report and will form the basis of the action plan.

You must:

1 Draftandsavea agt B action plandé | etter and
on Metastorm (for instance the application or re-rate case)

1 Issue the invoice to the sponsor by letter and email. You must request a delivery
receipt when emailing the invoice to the authorising officer (AO) and key contact. For
further information on requesting a delivery receipt, see download: Read receipt.

T Create an Oaction pland case in Metasto
subject to

1 Make sure sponsor management system (SMS) actions are completed to allow the
sponsor to pay the fee

Sponsors pay for the action plan electronically using a credit or debit card from their sponsor
SMS account within 14 calendar days of issue.

Until the sponsor has paid their certificate of sponsorship (CoS) allocation must be set to
zero. During the period of their action plan sponsors can only assign CoS to cover their
requirements for the extension of existing migrants. Sponsors are requested to provide the
details of any extensions during the action plan period in the invoice letter.

q

In this section

What is an action plan

Links to staff intranet
removed
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If...

Then...

You do not receive a delivery receipt for the
invoice email.

You must:

1 Contact the sponsor by telephone to
confirm the correct email address.

1 Re-send the email to the address
confirmed by the sponsor.

1 Where the Home Office do not hold
the correct email address, ask the
sponsor to submit a change of
circumstances request to update the
details.

The sponsor pays the fee within 14
calendar days.

You must:

1 Reset the CoS allocation with any
migrant extensions within the action
plan period

1 Send the action plan to the sponsor
using the O6grant B

9 Pass the application file to the
workflow team for dispatching to Iron
Mountain for storage

T Create a Ovisiionre
plan case with a target date two
weeks before the action plan is due to
expire.

The sponsor does not pay the fee within 14
calendar days.

Metastorm will automatically generate a
suspension case for consideration.

You must inform the suspension and
revocation team who must allocate the case
for action.

The sponsor declines to pay for the action
plan by returning a signed statement.

Metastorm will automatically generate a
surrender case for consideration.
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You must inform the surrender team who
must allocate the case for action.

The sponsor declines to pay for an action
plan but changes their mind later.

The facility to pay using SMS is no longer
available at this point and a surrender case
has been generated.

You must speak to your line manager and
agree whether you will allow the sponsor to
pay late.

If you agree that the sponsor can pay, you
must:

1 Close down the action plan case and
associated surrender case.

1 Open a new action plan case and re-
i ssue the o6grant
and Ogirmramdi Bebd | et
the AO and key contact (KC).

1 Place the case in B/F to await
payment.

If you agree that the sponsor cannot now
pay to follow an action plan you must
continue with the surrender case.

B

link: Managing sponsor ratings.

When you have created a visit referral with a target date the action plan case is passed to
the manage ratings team. For more information on managing an action plan, see related
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Points-based system sponsor licensing - applications

Management checks i primary

About this guidance

Pre-licensing checks

Compliance visits

Sponsor file
management

Tier specific information

Decision making

Allocations

Action plans

Management checks 1
secondary

Sponsor licensing -
background

This page tells caseworkers and executive officer (EO) managers about primary
management checks of sponsor licence applications.

When you have made a decision on a sponsor licence application, depending on your
system management check percentage, the system may automatically select the application
for an EO manager to review it. If your line manager is not available, another EO manager
must review it.

Checks the primary manager (EO) must do
As an EO manager doing a primary check, you must check:

1 The application is valid.
1 The payment is correct for the size of the company - details on the payment screen
must include an explanation as to why the fee is appropriate.
The submission sheet has the appropriate signature ..
The caseworker has checked the key personnel for evidence of criminal convictions,
civil penalties, and insolvency.
1 If there are any immigration issues relating to the prospective sponsor or their
representative (if applicable).
1 Whether there are any Q6, or CVT markers on the prospective sponsor:
o if there are, check the appropriate action was taken, and
0 noted on Metastorm.
1 Business rules and risk profiles have been considered and any outcomes recorded on
Metastorm.
1 All relevant employer documentation has been supplied (if required) and the caseworker
has taken all relevant verification action.
1 The caseworker has detailed and completed all applicable actions on the caseworker
check form correctly:
o you mustcheckt h e c¢ as eno®g skppartdhsir decision, and
o their comments comply with quality standards.

T
T

Links to staff intranet
removed
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The caseworker has made all appropriate referrals (if applicable.)
The visit report (if applicable):
0 has addressed all of the issues raised in the referral and the comments and scores
have been noted on Metastorm
0 supports the decision made by the caseworker
o if no visit has been done, check Metastorm has been noted with reasons why not.
T The <casewor k egcorectahe suppsrtedoby appropriate notes and comments
that justify the outcome.
1 The allocations for each tier granted are correct:
o the caseworker has justified how they have calculated the allocation, and
o the allocation guidance has been applied correctly.
1 The correct version of the decision letters have been used and formatted properly with
correct spelling and grammar. _The correct sponsor licence number has been used.

= =

Restricted i do not disclose i start of section

The information in this page has been removed as it is restricted for internal UK Border
Agency use only.

Restricted i do not disclose i end of section

1 Whether the case is a withdrawal or an overpayment and a refund is required, if so,
check:
o the ex-gratia payment sheet has been completed and authorised
o the original payment sheet has been passed to the charging team, and
0 a copy is kept on file.

If the sponsor has been charged for an action plan
You must make sure the allocation has been set to zero when you endorsethec a s e wo 1
decision.

Management checks on rejected applications
All rejected applications have a primary check before they go for dispatch.

As the EO manager you must specifically check:
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1 The reasons meet the requirement for rejection. If you do not think they do, you must

pass the application to the sift officer before it is passed back to the caseworker.

Abrejectd decision has been entered on.

All reasons identified at the sift are mentioned on the decision comment, and that the

comments are correctly recorded.

1 The details for the rejection on the decision comments clearly explain why it meets the
rejection requirements.

1 The refund has been correctly recorded on the application payment details.

1 The correct version of the decision letter has been used which details all reasons for
the rejection, is correctly laid out with no spelling or grammatical errors.

1 The refund payment form is correctly completed, signed and is attached to the file.

E |

Nothing adverse and no secondary checks required

Restricted i do not disclose T start of section

The information in this page has been removed as it is restricted for internal UK Border
Agency use only.

Restricted i do not disclose i end of section

Further casework required
If you have checked the application and it requires further consideration, or if the application
has been passed back from a secondary management check, you must:

1 note comments and/or instructions regarding the decision, and
1 pass the application back to the caseworker and discuss with them if appropriate.

Quality checking

If a quality check has been submitted on a Quantum e-form as part of the primary
management check and the case is to be submitted for a secondary management check,
you must note that a quantum e-form has already been submitted for that case. This is to
prevent duplication.
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For more information on making a quality check and quantum e-forms, see link on left:
Management checks i secondary.
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Management checks i secondary

About this guidance

Pre-licensing checks

Compliance visits

Sponsor file
management

Tier specific information

Decision making

Allocations

Action plans

Management checks-
primary

Sponsor licensing -
background

This page tells caseworkers, executive officers (EOs) and higher executive officers (HEOS)
about secondary management checks of sponsor licence applications.

When an EO manager has reviewed a sponsor licence application, depending on their
system management check percentage, the system may automatically select the application
foran HEO managertocheck. | f t he EOOs | vaialee, anetheraHE@ r i
manager must check it.

Checks the secondary manager (HEO) must do
As an HEO manager doing a secondary check, you must check:

1 thecasewo r k e r 6 s is dogectiwghiappropriate notes and comments that justify
the outcome

i the allocations for each tier granted are correct:
o the caseworker has justified how they have calculated the allocation, and
o the allocation g_]uidance has been applied correctly

Restricted i do not disclose T start of section

The information in this page has been removed as it is restricted for internal UK Border
Agency use only.

Restricted i do not disclose i end of section

1 any instructions or comments that were made at the primary management check
stage.

If the sponsor has been charged for an action plan

Restricted i do not disclose T start of section

The information in this page has been removed as it is restricted for internal UK Border
nly

Links to staff intranet
removed
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The information in this page has been removed as it is restricted for internal UK Border
Agency use only.

Restricted i do not disclose i end of section

If you have checked the application and it requires further consideration, or if the application
has been passed back from a secondary management check, you must:

1 note comments and/or instructions regarding the decision, and
1 pass the application back to the primary manager and discuss with them if appropriate.

Quality checking

When conducting management checks, EO and senior executive officer (SEO) managers
also assess the caseworking and decision, using a tool called Quantum. This was
developed and is maintained by the quality management information reporting team.

Managers complete a series of quality related questions in an excel form which generate a
quality score. The path to the Quantum e-form is: S:\\She_Shared\Quality Team\S.L.U\Form

Once the form is submitted, the quality score and any comments are stored in a database
which managers can interrogate for information on the quality of decisions. The path to the
Quantum analysis tool is: S:\She_Shared\Quality Team\S.L.U\Analysis Tool

Searches can be conducted using the following parameters:
i time period
9 individual caseworker
i decision outcome
9 quality rating.

The table below details the actions to be taken by managers when conducting the checks:
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Ifé

Thené

You select a case for primary management
checks with the following decisions:

1 Granti A rating
1 Reject
1 Withdraw

Or
You select a case for secondary
management checks with the following

decisions:

1 Granti B rating
1 Refuse.

1 You must open the Quantum e-form.

1 You must consider all the areas listed
in the primary and/or secondary
management checks section of this
guidance.

1 You must record the results in the
Quantum e-form and submit

1 You must put a note on Metastorm
and the file that a Quantum check has
been carried out.

You select a case for primary management
check with the following decisions:

1 Granti B rating
1 Refuse.

The Quantum check must be carried out by
the secondary manager.

9 You must conduct a primary
management check as detailed in the
primary management check section.

1 You must note Metastorm and the file
stating that a Quantum check is
required and forward the case to the
secondary manager.
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Points-based system sponsor licensing i applications

Sponsor licensing - background

About this guidance

Pre-licensing checks

Compliance visits

Sponsor file
management

Tier specific information

Decision making

Allocations

Action plans

Management checks-
primary

Management checks 1
secondary

This page gives background information for sponsor licence applications.

The online application process
Prospective sponsors can only register, apply and pay for a sponsor licence online.

When a prospective sponsor has completed the online form, and paid using a credit or debit
card, they must print, and complete a submission sheet giving:

i their organisation details
1  the supporting documents they are submitting, and
1  details of the fee they have paid.

Once the online payment is accepted and the application is submitted electronically, the
sponsor sends the submission sheet and supporting documents directly to the sponsor
licensing unit (SLU).

On receipt of the submission sheet and any supporting documents, the workflow team link
the application pack with the completed online form. It is then sent for caseworking.

Restricted i do not disclose i start of section

The information in this page has been removed as it is restricted for internal UK Border
Agency use only.
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The information in this page has been removed as it is restricted for internal UK Border
Agency use only.

Restricted i do not disclose i end of section
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For more information on checks, see link on left: Pre-licensing checks.
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Contact

About this guidance

Pre-licensing checks

Compliance visits

Sponsor file
management

Tier specific information

Decision making

Allocations

Action plans

Management checks-
primary

Management checks 1
secondary

Sponsor licensing -
background

This page explains who to contact for more help with points-based system (PBS) sponsor
licensing applications.

If you have read this guidance and still need more help with this category, you must first ask
your line manager.

If the question cannot be answered at that level, you may email:

1 SLU process amendments for process queries, or
1 PBS operational policy for policy clarification.

Changes to this guidance can only be made by the modernised guidance team (MGT). If
you think the policy content needs amending you must contact the sponsorship operational
policy team, who will ask the MGT to update the guidance, if appropriate.

The MGT will accept direct feedback on broken links, missing information or the format, style
and navigability of this guidance. You can send these using the link: Email: Modernised
guidance team.

In this section

Changes to this
guidance

Information owner

Links to staff intranet
removed
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Point-based system sponsor licensing i applications

Information owner

About this guidance This page tells caseworkers about this version of the points-based system sponsor licensing | In this section
applications guidance and who owns it.

Pre-licensing checks Changes to this
Version 11.0 quidance

Compliance visits Valid from date 30 April 2013
Policy owner Sponsorship operational support Contact

Sponsor file Clearance by director Sonia Dower

management Neil Hughes Links to staff intranet
Director 6s r ¢Director, operational policy and rules removed

Tier specific information Acting director, national lead, temporary migration

Decision making Clearance date 29 January 2013

) This version approved for | Sonia Dower
Allocations publication by
) Approver 6s r (Director, operational policy and rules

Action plans
Approval date 29 April 2013

Management checks-

L ) Changes to this guidance can only be made by the modernised guidance team (MGT). If

hecks i you think the policy content needs amending you must contact the sponsor change
Management checks i | 1anagement delivery team, using the related link: Email: SLU process amendments, who
secondary will ask the MGT to update the guidance, if appropriate.

Sponsor licensing -

The MGT will accept direct feedback on broken links, missing information or the format, style
background and navigability of this guidance. You can send these to the modernised guidance team by
using the link: Email: Modernised guidance team.
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