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This guidance tells caseworkers how to deal with post-licence changes relating to points-
based system (PBS) sponsors and how to review and monitor a sponsorôs activity. 
 
 
Changes to this guidance - This page tells you what has changed since the previous version 
of this guidance.  
 
Contact - This page tells you who to contact for help if your senior caseworker or line 
manager can't answer your question. 
 
Information owner - This page tells you about this version of the guidance and who owns it. 
 
Safeguard and promote child welfare - This page explains your duty to safeguard and 
promote the welfare of children and tells you where to find more information. 
 

Related links 
 
Changes to this 
guidance 
 
Contact 
 
Information owner 
 
Links to staff intranet 
removed 
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This page lists the changes to the sponsor licensing ï maintenance guidance with the most 
recent at the top. 
 

Date of change Details of change 

3 June 2013 Change request: 
 

¶ Deciding a premium or SME+ service application: 
o table, third row, changed account manager to 

senior account manager 

¶ Changes to sponsor circumstances: 
o sub-heading óASMS requestsô , fourth 

paragraph, new second sentence  added about 
certified copies 

¶ Change of circumstances forms: 
o third paragraph changed and bullet points and 

sub-bullets added 
o table, row two column two changed 

¶ Change of name: 
o new fourth paragraph added 
o fifth paragraph changed 
o table, new fourth row added 

¶ Add or amend level 1 user: 
o new second paragraph with bullet points and 

sub-bullets added 
o third paragraph changed 

¶ Changes to registration or accreditation status: 
o sub-heading, óTier 4 educational oversightô, 

table, third row replaced and fourth row added  

¶ Adding or removing Tier 2 (Intra-company transfer) 
links: 

Related links 
Deciding a premium or 
SME+ service 
application 
 
Changes to sponsor 
circumstances 
 
Change of 
circumstances forms 
 
Change of name 
 
Add or amend level 1 
user 
 
Changes to registration 
or accreditation status 
 
Mergers and takeovers 
 
Mergers and takeovers 
ï new sponsor 
 
A civil penalty is issued 
to an existing sponsor 
 
Adding or removing Tier 
2 (Intra-company 
transfer) links 
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o added link to Annex A of sponsor guidance 

¶ Mergers and takeovers: 
o second paragraph, third bullet point has been 

changed 

¶ Mergers and takeovers ï new sponsor: 
o fourth, seventh and thirteenth rows have been 

changed 
o fourteenth and fifteenth rows deleted 

¶ A civil penalty is issued to an existing sponsor: 
o fourth paragraph, two bullet points added 
o fifth paragraph, location of spreadsheets 

changed 

¶ Managing sponsor ratings ï change or maintain a 
rating: 
o second paragraph changed 
o table, fifteenth row, changed and sixteenth row 

deleted 

¶ Considering suspending a sponsor licence: 
o bullet point moved from sub-heading ómandatory 

reasons for suspending a sponsor licenceô to 
sub-heading, óReasons for suspending a 
sponsor licenceô 

¶ Revoking a sponsor licence ï mandatory 
revocation: 
o table, first row deleted 

¶ Considering a request to surrender a sponsor 
licence: 
o table, fifth row changed, sixth and seventh rows 

deleted 

¶ Request to surrender a suspended sponsor 
licence: 
o table, third row deleted 

¶ Minor housekeeping changes. 

Managing sponsor 
ratings - change or 
maintain a rating 
 
Considering suspending 
a sponsor licence 
 
Revoking a sponsor 
licence ï mandatory 
revocation 
 
Considering a request to 
surrender a sponsor 
licence 
 
Request to surrender a 
suspended sponsor 
licence 
 
See also 
 
Contact 
 
Information owner 
 
Links to staff intranet 
removed 
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31 January 2013 Change request: 
 

¶ Premium and SME+ customer service: 
o new sub-heading óPrimary and secondary 
manager checksô and content 

o new download óMetastorm functions for 
managersô 

¶ Changes to sponsor circumstances: 
o table ï row one, column two changed 
o table ï row nine óInsolvencyô added 

¶ Change of circumstances forms: 
o paragraph two rewritten with new bullet points 
o table ï row two added 
o table ï row five added 
o table ï row seven added 
o new sub-heading óPrimary and secondary 
manager checksô and content 

o new download óMetastorm functions for 
managersô 

¶ Add or amend authorising officer: 
o paragraph three with two bullet points added 
o table one ï all rows, column one changed 

¶ Add or amend level 1 user: 
o paragraph two changed 
o paragraph four with two bullet points added 
o table one ï row three added 
o new version of download óCoC further 
information request letterô 

¶ De-activating sponsor management system users: 
o table ï row one, column two changed 
o table ï row two added 
o table ï row three added 

¶ Insolvency ï Administration or administrative 
receivership: 
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o new page 
o new download óCoC insolvency confirmation 
notificationô 

¶ Insolvency ï Company voluntary arrangement or 
debt arrangement scheme: 
o new page 
o new download óCoC insolvency confirmation 
outcomeô 

¶ Insolvency ï Sole traders: 
o new page 

¶ Adding or removing branches: 
o table ï row four, column two ï bullet point two 

replaced by two new bullet points 

¶ Adding or removing Tier 2 (Intra-company transfer) 
links: 
o table ï row four, column two ï bullet point two 

replaced by two new bullet points 

¶ Follow-on and in-year allocation requests: 
o paragraph four, bullet point two added 
o sub-heading óTier 4 maintaining educational 
oversightô and content added 

o new version of download óFollow-on allocation 
decision notificationô 

o new version of óIn-year allocation decision 
notificationô 

¶ Compliance visits (maintenance): 
o paragraph two, bullet point three and sub-bullets 

deleted 
o paragraph two, bullet point four changed 

¶ Managing sponsor ratings: 
o new sub-heading óPrimary and secondary 
manager checksô and content 

o new download óMetastorm functions for 
managersô 
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¶ Managing sponsor ratings ï change or maintain a 
rating: 
o table ï row one, columns one and two changed 
o table ï row three, column one changed 
o new version of download óRe-rate A-B 
confirmation notification action planô 

o new version of download óRe-rate maintain B 
rating confirmation notification ï new action plan 
attached letterô 

¶ Managing sponsor ratings ï limits to the number of 
action plans: 
o page re-written 

¶ Suspending or revoking a licence: 
o page re-written 
o new version of download óRe-instate with B 
rating notification action plan letterô 

¶ Considering suspending a sponsor licence: 
o page re-written 

¶ Suspending a licence ï management checks: 
o page re-written 

¶ Suspending a licence ï legal challenges: 
o paragraph two changed 
o table ï column two changed 

¶ Revoking a sponsor licence: 
o paragraph two changed 
o table one ï rows one and two changed 
o table one ï row three added 
o table two ï all rows changed 

¶ Revoking a sponsor licence ï mandatory 
revocation: 
o new page 

¶ Lifting suspension and downgrading sponsor 
licence: 
o page re-written 
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¶ Lifting suspension and keep original rating: 
o page re-written 

¶ Re-instating a revoked licence: 
o paragraph two 
o table ï all rows changed 

¶ Managing a licence surrender: 
o table ï row two, column two changed 

¶ Minor housekeeping changes. 
 

  For previous changes to this guidance you will find all 
earlier versions in the archive. See related link: PBS 
Sponsor licensing maintenance - Archive 
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PBS sponsor licensing - maintenance  
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This section explains what premium customer service is, how a sponsor applies for these 
services and how you consider an application. 
 
Premium and SME+ are services for which sponsors licensed in Tier 2 and Tier 5 can apply 
if: 
 

¶ they meet certain requirements, and  

¶ pay the required fee.  
 
Sponsors can apply for premium customer service using the function in their sponsor 
management system (SMS) account and must pay the fee using a credit or debit card at the 
time of application.  
 
For more information on the fees for premium and SME+ service, see related link: Premium 
sponsor guidance. 
 
Requirements 
Sponsors can apply for premium or SME+  customer service if they: 
 

¶ are A rated in all the tiers and categories of their licence 

¶ have not been issued with a civil penalty in the last three years (and any penalties 
issued more than three years ago have been paid in full), and 

¶ can fully satisfy a Home Office compliance inspection that they are A rated standard. 
 
Considering if the sponsor is eligible 
Premium service is available to all Tier 2 and Tier 5 sponsors who meet the above 
requirements regardless of the size of the organisation. 
 
SME+ service is available to Tier 2 and Tier 5 sponsors who meet the above requirements 
and who, at the time of their initial sponsor licence application or their licence renewal (which 
ever is the most recent) paid the licence fee for a small sponsor or a sponsor with charitable 

In this section 
 
Considering a premium 
customer service 
application 
 
Premium and SME+ 
service compliance 
visits 
 
Deciding a premium or 
SME+ service 
application 
 
Removing premium 
customer service from a 
sponsor 
 
Related links 
 
Managing Sponsor 
Ratings 
 
Links to staff intranet 
removed 
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status.  
 
Benefits of the service 
If a sponsor is awarded premium or SME+ service then the benefits are available to them for 
a period of 12 months. To continue receiving the benefits after 12 months, the sponsor must 
apply to renew the service and pay the required fee. 
 
For more information on the benefits on offer to sponsors who are awarded premium or 
SME+ customer service, see related link: Premium sponsor guidance. 
 
Searching for and allocating or assigning an application for premium or SME+ service  
Sponsor applications are sent electronically from the sponsors SMS account and received 
and stored in sponsor caseworking (Metastorm). 
 
As a manager, you must use the óselect and assignô function to search for and allocate a 
premium or SME+ application to a named caseworker.  
 
As a caseworker, you can also use the same function to search for and assign an 
application to yourself. 
 
For more information on the óselect and assignô function please see related link: Select and 
assign case user guide. 
 
Primary and secondary manager checks 
For an overview on how to do management checks on Metastorm, see related link: 
Metastorm functions for managers. 
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This page tells caseworkers how to consider an application for premium customer service. 
 
Once you have been allocated an application, you must first check that:  
 

¶ the sponsor is licensed in Tier 2 and/or Tier 5, and  

¶ the sponsor is A rated in the tier(s) they are applying for. 
 
The table below sets out what checks you must make and what to do with the results. You 
must make the checks in the order given. 
 
For more information on how to progress through the case in Metastorm, see related link: 
Premium customer service user guide. 
 

If Then 

The sponsor is not licensed 
in Tier 2 and/or Tier 5 
 
OR 
 
The sponsor is B rated in Tier 
2 and/or Tier 5 

You must: 
 

¶ reject the application 

¶ write to the sponsor using the óPremium/SME+ 
decision notification rejectô letter, and  

¶ refund the fee paid. 
 
See related link:  
 

¶ Refunding an application fee 

The sponsor is suspended You must: 
  

¶ alert the suspensions team the sponsor has 
submitted an application for premium or SME+ 
service  

¶ request them to inform you when they conclude 

In this section 
 
Premium and SME+ 
service compliance 
visits 
 
Deciding a premium or 
SME+ service 
application 
 
Removing premium 
customer service from a 
sponsor 
 
Related Links 
 
Links to staff intranet 
removed 
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the suspension case and what the outcome is, 
and 

¶ bring forward (b/f) the case and wait for the 
outcome.  

The outcome of the 
suspension case is either: 
 

¶ the suspension is lifted 
but the sponsor is re-
rated to B, or 

¶ the sponsor licence is 
revoked.  

You must: 
 

¶ refuse the application 

¶ write to the sponsor using the óPremium/SME+ 
service decision notification refuseô letter 
confirming that you cannot award premium or 
SME+ service. 

The sponsor: 
 

¶ is licensed in Tier 2 
and/or Tier 5, and  

¶ is A rated in the tier, or 
 
The suspension case 
outcome is that: 
 

¶ the suspension is lifted, 
and  

¶ the sponsor maintains 
their A rating. 

You must check that the sponsor: 
  

¶ is eligible for the service theyôve applied for, and 

¶ has paid the correct fee for that service. 
 
For more information, see link on left: Premium and 
SME+ customer service. 

The sponsor has: 
 

¶ applied for SME+ 
service, and  

¶ paid £8,000. 

You must check the fee the sponsor paid on their 
original licence application or their renewal application, 
whichever is the most recent, to confirm that they are 
eligible to apply for SME+. 
 
The fee paid is displayed in the payment tab on 
Metastorm. 

The sponsor paid the fee for 
a large sponsor. 

The sponsor is not eligible for SME+ service. You 
must:  
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¶ reject the application, and 

¶ write to the sponsor using the Premium/SME+ 
decision notification reject, and  

¶ refund the fee paid. 
 
See related link:  
  

¶ Refunding an application fee. 

The sponsor paid the fee for 
a small sponsor or a charity. 

The sponsor is eligible for SME+ service. You must 
check whether the sponsor: 
  

¶ has been issued with any civil penalties within the 
three years before the application  

¶ has paid in full any civil penalties issued more 
than three years ago.  

 
For more information on civil penalties, see related link: 
Key personnel checks 

The sponsor: 
 

¶ has been issued with a 
civil penalty in the last 
three years, and/or 

¶ has not paid in full any 
civil penalties issued 
more than three years 
ago. 

You must: 
 

¶ refuse the application 

¶ write to the sponsor using the premium/SME+ 
decision notification refuse letter. 

The sponsor: 
  

¶ has not been issued 
with any civil penalties 
in the last three years, 
and/or 

You must use the óSelect and Assignô function to check 
whether the sponsor has any: 
 

¶ outstanding change of circumstances, or 

¶ allocation requests.  
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¶ has paid in full any civil 
penalties issued more 
than three years ago. 

The sponsor has outstanding: 
 

¶ change of 
circumstances, and/or 

¶ allocation requests. 

You must: 
 

¶ re-assign the requests to your óto doô list 

¶ casework and complete the requests, and 

¶ consider what impact they may have on the 
application for premium or SME+ service. For 
more information on caseworking change of 
circumstances and allocation requests see links 
on left: 
o Change to sponsor  circumstances 
o Allocation changes. 

The sponsor does not have: 
 

¶ outstanding change of 
circumstances, and/or 

¶ allocation requests. 

You must check whether:  
 

¶ any of the key personnel named on the sponsor 
record have had a police national computer(PNC) 
check within the last 90 days, and 

Restricted ï not for disclosure ï start of section 

¶ the information in this page has been removed 
as it is restricted for internal Home Office use 
only 

Restricted ï not for disclosure ï end of section 

¶ the sponsor has been the subject of an Athena 
check within the last 60 days. 

Either: 
 

¶ the key personnel have 
not had a PNC check 
within the last 90 days, 
and/or 

You must: 
  

¶ request a PNC check on the named key 
personnel and/or request an Athena check on the 
sponsor, and 

Restricted ï not for disclosure ï start of section 
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Restricted ï not for 
disclosure ï start of 
section 

¶ the information in this 
page has been 
removed as it is 
restricted for internal 
Home Office use only 

Restricted ï not for 
disclosure end of section 

¶ the sponsor has not 
been the subject of an 
Athena check within the 
last 60 days. 

 

¶ the information in this page has been removed 
as it is restricted for internal Home Office use 
only 

Restricted ï not for disclosure end of section 

¶ b/f the case and wait for the results of the checks. 
 
For more information on the checks and the results of 
these checks, see related link: Key personnel checks. 

Either:  
 

¶ the key personnel have 
had a PNC check within 
the last 90 days, or  

Restricted ï not for 
disclosure ï start of 
section 

¶ the information in this 
page has been 
removed as it is 
restricted for internal 
Home Office use only 

Restricted ï not for 
disclosure end of section 

¶ the sponsor has been 
the subject of an Athena 

You must review the results of the most recent check. 
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check within the last 60 
days.  

The checks indicate concerns 
around the key personnel 
and/or sponsor. 
 

You must: 
 

¶ discuss the results of the checks with your line 
manager, and  

¶ consider the impact on the overall licence and the 
application for premium or SME+ service, and 

¶ agree the action to take. 

The checks indicate no 
concerns around the key 
personnel or sponsor. 

You must consider whether to refer the sponsor for a 
compliance visit. For more information, see related link: 
Premium and SME+ compliance visits. 
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This page tells caseworkers about considering whether a sponsor needs a compliance visit 
if they apply for premium or SME+ service. 
 
Once you have completed the initial checks you must then check whether the sponsor has 
had a compliance visit within the three months before they submitted the application for 
premium or SME+ service. 
 
The table below tells you what to do depending on the outcome of your check. 

If Then 

The sponsor has had a compliance 
visit in the last three months. 

You must check the visit report to 
see if it holds enough information to 
confirm that the sponsor is at A rated 
standard. 

The visit report confirms that the 
sponsor is at A rated standard. 

You must inform your manager and 
agree with them whether it is 
appropriate to refer for another visit 
at this point. 

The visit report is unclear whether 
the sponsor is at A rated standard. 

You must discuss with your manager 
and consider referring for another 
visit to clarify any points which are 
unclear. 

The visit report recommends a re-
rate to B but the action has not yet 
been undertaken. 

You must contact the ómanage ratingô 
team to determine the progress on 
the re-rate. 

The sponsor has not had a 
compliance visit in the last three 
months. 

You must: 
  

¶ open a óvisit caseô in Metastorm 
and complete: 
o  the required fields and set  a 

visit target date, and  
o the referral form and add it to 

In this section 
 
Considering a premium 
customer service 
application 
 
Deciding a premium or 
SME+ service 
application 
 
Removing premium 
customer service from a 
sponsor 
 
Related Link 
 
Compliance visits 
(maintenance) 
 
Links to staff intranet 
removed 
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the case so that it appears in 
the correspondence tab 

¶ place the premium or SME+ 
case into brought forward (b/f) 
until the visit and report are 
completed. 

 

 
For more information on referring for a compliance visit, see related link: Compliance visits 
(maintenance)  
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This page tells caseworkers how to make a decision on an application for premium or SME+ 
service. 
 
Once the compliance officer has completed their visit, they will provide a visit report to the 
sponsor licensing unit which, depending on the findings, may either: 
 

¶ confirm that the sponsor is A rated standard; 

¶ recommend downgrading the sponsor to a B rating; or  

¶ recommend suspending the sponsor with a view to revoking the sponsor licence. 
 
The table below tells you what to do in each of the above circumstances. 

If Then 

The visit report recommends: 
 

¶ downgrading the sponsor from 
an A rating to a B rating, or 

¶ suspending the sponsor with a 
view to revoking the sponsor 
licence. 

 

You must:  
 

¶ alert the suspensions or 
manage rating  team, and  

¶ place the premium or SME+ 
service case in brought forward 
(b/f) until the team decide 
whether we will downgrade or 
revoke the sponsor.  

Either: 
 

¶ the manage rating team decide 
to downgrade the sponsor from 
A to B with an action plan, or 

¶ the suspension and revocation 
team decide to revoke the 
licence. 

You must: 
  

¶ refuse the application for 
premium service 

¶ write to the sponsor using the 
óPremium/SME+ decision 
notification refuseô letter. 

  
For more information, see related 

In this section 
Considering a premium 
customer service 
application 
Premium and SME+ 
service compliance 
visits 
Removing premium 
customer service from a 
sponsor 
 
Related Links 
Links to staff intranet 
removed 
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link: Refunding an application fee. 

Either: 
 

¶ the visit report confirms that the 
sponsor is at A rated standard, 
or 

¶ the manage rating or 
suspension and revocation 
team decide not to downgrade 
or  revoke the sponsor. 

You must:  
 

¶ confirm  the visit outcome in the 
visit case in Metastorm 

¶ open a ómanage ratingô case in 
Metastorm to amend the 
sponsors rating to óA (Premium)ô 
or óA (SME+)ô. 

¶ appoint a licence manager and 
a senior account manager, for 
more information, see related 
link: Appointing a licence or 
account  manager 

¶ write to the sponsor using the 
óPremium/SME+ decision 
notification approvalô letter to 
confirm that they have been 
awarded premium or SME+ 
service  

¶ inform them who will be acting 
as their licence and senior 
account manager , and 

¶ complete the premium or SME+ 
application and close the case. 
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This page tells caseworkers when to remove premium or SME+ service from a sponsor. 
 
You must remove premium or SME+ service from a sponsor when: 
 

¶ the service expires after 12 months and the sponsor does not apply to renew  

¶ the sponsor is down rated to a B rating with an action plan, or 

¶ the sponsor licence is revoked. 
 
For more information on managing the sponsors rating in the circumstances described 
above see related link: Managing the sponsor rating. 

In this section 
Considering a premium 
customer service 
application 
Premium and SME+ 
service compliance 
visits 
Deciding a premium or 
SME+ service 
application 
 
Related links 
Managing the sponsor 
rating 
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PBS sponsor licensing - maintenance  

Changes to sponsor circumstances 

About this guidance 
Premium and SME+ 
customer service 

Allocation changes 
Referrals from migrant 
caseworking 
Monitoring a sponsor ï 
sponsor summary 
Reviewing a sponsor 
licence 
Compliance visits 
(maintenance) 
Changes to licence 
rating and/or status 
Complaints 
Background ï the 
sponsor management 
system 
 
 
 

This section explains what to do when a sponsor tells the sponsor management unit (SMU) 
there have been changes to their circumstances.  
 
Once a sponsor is granted a licence, they must notify the SMU of any changes in their 
circumstances by using the appropriate function in their sponsor management system 
(SMS) account or, where they do not have an existing level 1 (L1) user with access to SMS, 
by completing a change of circumstances form.  
 
Sponsors who submit an electronic request can track the progress of their request using the 
function within their SMS account. 
 
Sponsors can also withdraw a request electronically while the status is ópendingô. Once the 
case is allocated to you and the status changes to óin progressô the withdraw function is no 
longer available in their SMS account and the sponsor must email the maintenance team if 
they wish to withdraw the request. 
 
SMS requests 
These are submitted electronically to the sponsor caseworking system (Metastorm) and 
stored in workstacks which you can search for, view and allocate using the óselect and 
assignô function.  
 
For more information on the óselect and assignô function, see related link: Select and assign 
case user guide 
 
All of the changes also require a submission sheet. Some submission sheets need to be 
signed by the authorising officer or representative (see table below for details) before being: 
 

¶ printed off by the sponsor, and  

¶ posted to the maintenance team with any supporting documentation. 
 
All evidence submitted by the sponsor must be original or certified copies. Certified copies 

In this section 
Changes of 
circumstances forms 
General consideration 
process 
Change of 
circumstances -common 
checks 
Change of name 
Change of address 
Change of key 
personnel 
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management system 
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must be signed by a practicing barrister, solicitor or notary. You must not accept documents 
stamped with a company name. 
The table below details: 
 

¶ all the changes, and 

¶ whether an original signature is required and who must provide the signature. 
 

Change Original signature required? 

Replace authorising officer 
(AO) 

Yes ï New AO or insolvency 
professional  

Amend AO No 

Replace key contact (KC) No 

Amend KC No 

Change of key personnel 
(L1 users) 

No 

Change of organisation 
Name 

No 
 

Change of organisation 
Address 

Mergers, takeovers or 
change of ownership 

Insolvency  

Accreditation, registration 
or inspection status 
change 

Addition or removal of 
branches or sites 

Addition or removal of 
linked establishments 
(ICT) 

Appointing a 
representative 

Yes ï new representative and 
existing AO 

Surrender part of or whole 
licence 

Yes ï AO must sign the 
surrender declaration 

sponsor summary  
 
Links to staff intranet 
removed 
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Changes to criminal 
convictions status 

No 

 
Change of circumstances requests from Premium or SME+ customer service 
sponsors 
Sponsors who apply, pay for and are awarded premium or SME+ customer service are 
eligible to have their change of circumstances and allocation requests considered by the 
premium service caseworking team and completed within five working days of receipt of a 
submission sheet and any supporting documentation. 
 
Premium customer service team managers must always check whether a request has been 
submitted by a premium or SME+ service sponsor and if so allocate it to a caseworker within 
24 hours of receipt for consideration. 
 
Identifying requests from Premium or SME+ customer service sponsors 
You can identify sponsors who have been awarded premium or SME+ customer service as 
they are awarded a rating of A (Premium) or A(SME+) which you can see in the managed 
sponsor record using the ósponsor summaryô function in Metastorm. 
 
You can identify requests from premium or SME+ sponsors in the óselect and assignô 
function in Metastorm by using the ósearch by premium/SME+ô field. 
 
For more information on Premium or SME+ customer service and the ósponsor summaryô 
function, see related links:  
 

¶ Premium and SME+ customer service 

¶ Sponsor summary 

¶ Sponsor summary search user guide. 
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PBS sponsor licensing - maintenance 

Change of circumstances forms 

About this guidance 
Premium and SME+ 
customer service 

Changes to sponsor 
circumstances 
Allocation changes 
Referrals from migrant 
caseworking 
Monitoring a sponsor ï 
sponsor summary 
Reviewing a sponsor 
licence 
Compliance visits 
(maintenance) 
Changes to licence 
rating and/or status 
Complaints 
Background ï the 
sponsor management 
system 

 

This page explains what to do if the sponsor has completed a change of circumstances 
(CoC) form. 
 
The maintenance team will only accept an off-line CoC form if the sponsor: 
 

¶ has no current level 1 (L1) user with access to the sponsor management system 
(SMS), or   

¶ has entered into administration (including special administration) or administrative 
receivership (receivership in Scotland) and the insolvency professional appointed as 
administrator or receiver has completed a CoC form to appoint themselves as the new 
L1 user. 

 
A sponsor must have a minimum of one SMS user who is a settled worker with the 
exception of the following who are exempt from this rule: 
 

¶  a diplomatic mission or international organisation licensed under Tier 5 (International 
Agreement), or 

¶ the Authorising Officer is a person with valid leave as a: 
o Representative of an Overseas Business 
o Tier 1 (Graduate Entrepreneur) migrant, or 
o Tier 1 (Entrepreneur) migrant. 

 
The form can be used to: 
 

¶ nominate: 
o a new L1 user 
o a new L1 user who will also be the new authorising officer (AO) 
o a new L1 user who will also be the new key contact (KC) 
o a new L1 user who will be both the new authorising officer and key contact 
o a new L1 user who will also be a representative where the representative has not 

yet formally been appointed, or 

In this section 
General consideration 
process 
Change of 
circumstances -common 
checks 
Change of name 
Change of address 
Change of key 
personnel 
De-activating sponsor 
management system 
users 
Adding, changing or 
removing a 
representative 
Changes to registration 
or accreditation status 
Change or update to 
criminal conviction 
status 
Change of sponsorôs 
organisational structure 
Mergers and takeovers 
Civil penalty is awarded 
to existing sponsor 
 
Related links 
Managing a licence 
surrender 
 



 

Page 26 of 169                              Points-based system sponsor licensing ï Maintenance v9.0                           Valid from 3 June 2013 

¶ surrender the whole or part of the sponsorôs licence. 
 

If Thené 

The sponsor licensing unit (SLU) 
receive a hard copy CoC form. 

You must contact the sponsor by telephone to 
confirm they do not have a current L1 user with 
access to SMS. 

The SLU receive a hard copy 
CoC form from the insolvency 
professional appointed by the 
administrator or receiver.  
 

You must contact the insolvency professional 
nominated as AO  by telephone if they have not 
nominated a L1 user and to confirm whether the 
sponsorôs existing SMS users are to be replaced. 
 
See related links: Insolvency - administration or 
administrative receivership and Sponsor guidance 

for further details. 
The sponsor does have a 
current L1 user with access to 
SMS. 

You must: 
 

¶ reject the form and inform the sponsor that 
they must use the SMS function to notify the 
SLU of the change 

¶ write to the sponsor using the óCoC request 
rejected notificationô letter, and 

¶ attach the letter to the original licence 
application using the óstandalone letterô 
function in Metastorm. 

Either: 
 

¶ the sponsor does not have 
a current L1 user with 
access to SMS and is 
nominating a new L1 user 
only, or  

¶ the sponsor does not have 
a current L1 user with 

You must check that one of the key personnel 
named on the sponsor record has signed the 
form.   

Links to staff intranet 
removed 
 



 

Page 27 of 169                              Points-based system sponsor licensing ï Maintenance v9.0                           Valid from 3 June 2013 

access to SMS and is 
nominating a new L1 user 
who will also be the new 
KC. 

The sponsor has entered into 
receivership or administration 
and the insolvency professional 
is nominating a new L1 user. 

You must check that, as the new AO, the 
insolvency professional has signed the AO 
declaration. 

The sponsor does not have a 
current L1 user with access to 
SMS and is nominating a new 
L1 user who will also be the new 
AO. 

You must check that the new AO has signed the 
AO declaration. 

The sponsor has entered into 
receivership or administration 
and the insolvency professional 
is nominating a new L1 user who 
will also be the new AO. 

You must check that, as the new AO, the 
insolvency professional has signed the AO 
declaration. 

The sponsor: 
 

¶ does not have a current L1 
user with access to SMS, 
and  

¶ is nominating a new L1 
user who is a 
representative where the 
representative has not yet 
been formally appointed. 

You must check: 
 

¶ the representative has signed the 
representative declaration, and  

¶ the AO has signed to confirm the 
appointment of the representative. 

The sponsorôs previous L1 user 
was also the AO and KC and the 
sponsor is nominating a new L1 
user only. 

You must: 
 

¶ contact the sponsor to clarify the position 
regarding their AO and KC 

¶ create the new L1 user and write to the 
sponsor using  the óCoC add level 1 user 
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decision notificationô letter informing them 
that they must pass the user ID to the new 
L1 user who must then log in to SMS and 
nominate a new AO and KC as soon as 
possible. 

The form is not signed by the 
required key personnel. For 
further information see related 
link: Changes to sponsor 
circumstances. 

You must: 
 

¶ reject the form and inform the sponsor that 
they must complete and correctly sign 
another form 

¶ draft the óCoC request rejected notificationô 
letter using the óstandalone letterô function in 
Metastorm and attach the letter to the 
original licence application. 

The form is signed correctly and 
is nominating a new L1 user 
only. 

You must  
 

¶ use the óadd level 1 userô function in 
Metastorm to add the user to the sponsor 
record to create an SMS user ID and 
password for the named individual, and 

¶ write to the sponsor using the CoC add level 
1 user decision notification letter. 

The form is signed correctly and 
is nominating a new L1 user who 
will also be the AO or KC. 

You must: 
 

¶ use the existing ómanual request for change 
of circumstancesô function in Metastorm to 
add the new the AO or KC details to the 
record giving full details of the previous and 
new AO or KC in the summary section, and 
then 

¶ use the óadd level 1 userô function in 
Metastorm to add the user to the sponsor 
record and to create an SMS user ID and 
password for the named individual. 
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The form is signed correctly and 
is nominating a new L1 user who 
is also a representative but the 
representative has not been 
formally appointed yet. 

You must: 
 

¶ use the ómanual request for change of 
circumstancesô function in Metastorm to add 
a representative to the sponsorôs record 
giving full details of the previous and new 
representatives in the summary section, and 
then 

¶ use the óadd level 1 userô function in 
Metastorm to add the user to the sponsor 
record and to create and SMS user ID and 
password for the named individual making 
sure the record reflects the individual is a 
representative. 

The form is signed correctly and 
the sponsor is surrendering the 
whole or part of their licence. 

You must open a surrender case using the 
existing ósurrenderô function in Metastorm and 
consider, following current policy guidance. See 
related link: Managing a licence surrender. 

 
For more information on using the ómanual request for change of circumstancesô function in 
Metastorm, see related link: Change of circumstances - user guide. 
 
Primary and secondary manager checks 
For an overview on how to do management checks on Metastorm, see related link: 
Metastorm functions for managers. 
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 PBS sponsor licensing - maintenance 

 

General consideration process 
About this guidance 
Premium and SME+ 
customer service 

Changes to sponsor 
circumstances 
Allocation changes 
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caseworking 
Monitoring a sponsor ï 
sponsor summary 
Reviewing a sponsor 
licence 
Compliance visits 
(maintenance) 
Changes to licence 
rating and/or status 
Complaints 
Background ï the 
sponsor management 
system 

 

This page explains how to process change of circumstances (CoC) requests from sponsors 
and how you must select and consider requests. 
 
Workflow management 
When sponsors submit a CoC request through the sponsor management system (SMS) they 
must then send their submission sheets, and any documentary evidence (if required), to the 
maintenance team. They must do this within fourteen calendar days of the date they 
submitted the request online. 
 
The workflow team will: 
 

¶ sort the submission sheets 

¶ place them in clear plastic wallets 

¶ file in the ómaintenanceô kanban in alphabetical order, and 

¶ add a note to the sponsorôs licence in Metastorm when the submission sheet has been 
received and filed. 

 
Managers will:  
 

¶ allocate cases to caseworkers on a priority basis using the óselect and assignô function, 
and 

¶ monitor the unallocated cases which have been waiting for more than fourteen 
calendar days for a submission sheet and allocate these to caseworkers for action. 

 
Case management 
The óchange of circumstancesô function in SMS allows the sponsor to submit any number of 
change requests at any point. Some of these may contradict or overlap the information given 
in earlier requests. 
 
Where possible, all current outstanding maintenance actions or requests must be allocated 
to the same caseworker for consideration. This includes: 

In this section 
Changes of 
circumstances forms 
Change of 
circumstances -common 
checks 
Change of name 
Change of address 
Change of key 
personnel 
De-activating sponsor 
management system 
users 
Adding, changing or 
removing a 
representative 
Changes to registration 
or accreditation status 
Change or update to 
criminal conviction 
status 
Change of sponsorôs 
organisational structure 
Mergers and takeovers 
Civil penalty is awarded 
to existing sponsor 
 
Related links 
Links to staff intranet 
removed 
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¶ change of circumstances 

¶ level 1 (L1) user 

¶ L1 user detail change 

¶ replace authorised officer (AO) 

¶ amend AO 

¶ replace key contact (KC) 

¶ amend KC 

¶ change organisation details 

¶  change ï other 

¶ in-year and follow-on allocation requests. 
 
This will avoid the possibility of contradictory or overlapping information overwriting changes 
which are in progress or have already been completed. 
 
All change of circumstances requests submitted electronically by the sponsor will show in 
the ócases linked to sponsorô tab in Metastorm and can be searched for and allocated using 
the óselect and assignô function.  
 
Sponsors can track the progress and outcome of electronically submitted change of 
circumstances requests.  
 
Where an SMS generated change of circumstances request is received for any of the 
following and subsequently approved an outcome letter is not  required; 
 

¶ replace AO 
¶ amend AO 
¶ replace KC 
¶ amend KC 
¶ add L1 user (where there is one or more existing level 1 user) 
¶ amend L1 user 
¶ change of name 
¶ change of address. 
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Outcome letters are required for the following: 
  

¶ all requests made on an off-line change of circumstances form 

¶ all refused/rejected requests  

¶ add L1 user (where there is no existing level 1 user) 

¶ mergers/takeovers 

¶ update accreditation details 

¶ add/change/remove a representative 

¶ update criminal convictions add/remove branches 

¶ add/remove linked entities 

¶ pre-sessional agreements. 
 
The table below details the process to follow when considering change of circumstances 
requests.   
 

If Then 

You are allocated any electronic 
maintenance case or a change of 
circumstances form, requesting one 
of the above changes. 

You must check the ócases linked to 
sponsorô tab in Metastorm for any other 
outstanding change requests for that 
sponsor. 
 
If there are other outstanding change 
requests that have not been allocated to a 
caseworker, you must select all of the 
outstanding requests using the óselect and 
assignô function and move them into your 
óto doô list. 
 
If there are outstanding change requests 
that have already been allocated to another 
caseworker, you must ask a manager to re-
assign your case and the other outstanding 
cases to that caseworker. 
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There are no other outstanding 
change requests. 

You must review the case and check if a 
submission sheet or documentary evidence 
is required and has been received. 

You have multiple cases for one 
sponsor. 

You must review all the cases and check if 
submission sheets and documentary 
evidence are required and have been 
received. 

You have received all necessary 
submission sheets and documentary 
evidence. 

You must continue to casework the request 
conducting the necessary checks. For 
more information on common checks, see 
related link. 

You have not received the 
submission sheet but the case was 
submitted less than 14 calendar days 
ago. 

You must bring forward (b/f) the case and 
check the kanban each day for the 
submission sheet. 

You have not received the 
submission sheets and/or 
documentary evidence by the 14th 
calendar day after submission. 

You must: 
 

¶ refuse the change of circumstances 
request and inform the sponsor using 
the following letters as appropriate: 
o óCoC add/amend AO/KC user 

decision notification ï refuseô 
o  óCoC update org details decision 

notificationô letter, or  
o óCoC other changes decision 

notificationô letters  

¶ consider referral for compliance 
action, and 

¶ return any documents received after 
you have refused the request to the 
sponsor. 

You have received a submission 
sheet, but there is no associated 
electronic request to view in the 

The sponsor may have withdrawn the 
request using their SMS function. 
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óselect and assignô function. You must check the ócases linked to 
sponsorô tab in Metastorm to confirm the 
sponsor has withdrawn. The summary 
screen will be titled ówithdrawn casesô.  
 
If the sponsor has withdrawn the 
application you must destroy the 
submission sheet. 

You have received all necessary 
submission sheets and documentary 
evidence.  

You must: 
 

¶ check for any conflicting or 
overlapping information amending 
where necessary, and 

¶ consider the cases in the priority 
order, review the licence history and 
conduct the common checks.  For 
more information, see related link: 
Change of circumstances - common 
checks.  

You have not received some 
submission sheets and documentary 
evidence and the case was submitted 
electronically less than five days ago. 

You must: 
 

¶ continue to consider the cases that 
you have documents for in the order 
described in the common checks 
table 

¶ place the other cases in b/f, and  

¶ keep checking the submission sheet 
kanban. 

 
When the submission sheet and/or 
documentary evidence arrives, you can 
consider the outstanding cases, conducting 
the common checks. For more information, 
see related link. 
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Points-based system sponsor licensing ï maintenance 
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This page explains what common checks to make when a sponsor makes a change of 
circumstances request.  
 
For all the change of circumstances a sponsor may request and all the checks you must 
conduct when you consider the changes see related link: Change of circumstances  - 
common checks table.     
 
The table is split into two sections and is designed to avoid you carrying out duplicate 
checks for each request if you only need to do one. 
 
The numbers in the first column represent the caseworking priority, for instance, if the 
sponsor has submitted a óreplace AOô and ónew level 1 userô request you must complete 
óreplace AOô before considering the request for ónew level 1 userô. 
 
For more information on what to do with the results of the checks, see the appropriate 
related link to the change you are considering. 
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PBS sponsor licensing - maintenance 
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This page explains what you must do when a sponsor tells the sponsor management unit 
(SMU) about a change of name.  
 
When the sponsor changes their name they must provide: 
 

¶ the new name in full 

¶ documentary evidence of the name change, and 

¶ a reason for the change. 
 
The sponsor must submit information on changes using their sponsorship management 
system (SMS). When a sponsor uses their SMS account to request a change of name, the 
change will only be applied to the sponsor record. It will not be applied to the authorising 
officer, key contact or level 1 user records.  So sponsors are advised to submit amend key 
personnel requests at the same time as a change of name if appropriate.  
 
You must first check if the change of name is due to a takeover or full or partial merger. 
Before taking further action, see related link: Mergers and takeovers  
 
For all other requests you must check the ócases linked to sponsorô tab to make sure that the 
sponsor has submitted these requests.  If they have, you must arrange for the requests to 
be assigned to you. If they have not, you must contact the sponsor and, if all the key 
personnel are based at the new address, request that they submit the amended requests as 
soon as possible. 
 
When a school which has switched to academy status submits a change of name request 
there is no need to undertake the listed checks. You must check the Department of 
Education website, using the related link, to confirm the academy is registered. 
 
If a school has retained its name but is now an academy you must add a note to Metastorm 
detailing this change of status. 
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If Then 

The sponsor notifies SMU that it wishes to 
amend the record of the company name 
shown on its licence. 
 

Using both the old and new company 
names, you must: 
 

¶ check: 
o internally held information for any 

suspension or revocation action, 
any civil penalty action send details 
of the new company name for 
Athena checks using spreadsheets 
provided by the workflow team 

o Metastorm to see whether there are 
any key personnel or ownership 
change requests submitted  

o the Companies House website, 
using the related link, for both the 
old and the new company name ï 
the old name can be located in the 
óprevious nameô section of the 
website, and 

o the sponsorôs website for any press 
releases (this would be most 
relevant when dealing with larger 
companies). 

Information regarding suspension or 
revocation action results in concerns 
regarding the sponsor.  

You must: 
 

¶ contact the suspension and revocation 
team with the sponsor details.  They 
will then advise whether you can 
casework the sponsor request.  If a 
suspension and revocation case is 
ongoing, you must bring forward (b/f) 
the case for the length of time the 
team advise, and 

(maintenance) 
 
Links to staff intranet 
removed 
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¶ note all the reasons for b/f in 
Metastorm.    

Information from the suspension or 
revocation team indicates the company has 
ceased trading and they have been bought 
out.  

You must: 
 

¶ Update Metastorm 

¶ reject the request 

¶ write to the sponsor using CoC update 
org details decision notification letter 

¶ advise the sponsor  the new owner 
must apply for their own sponsor   
licence.   

Information from the civil penalty list raise 
concerns regarding the sponsor. 

You must: 
 

¶ see related link: óCivil penalty issued 
to existing sponsorô to find out what to 
do, and    

¶ record the outcomes  in Metastorm. 

Information from Athena checks result in 
concerns regarding the sponsor. 

You must: 
 

¶ check for any other information held 
by the workflow team, and 

¶ contact the relevant local investigation 
team to check for any outstanding 
issues. See related link: Local 
immigration team (LIT)  finder. 

The sponsor has submitted a key personnel 
or ownership change request.  

You must refer these to your manager on a 
case by case basis to discuss the 
appropriate decision. 



 

Page 40 of 169                              Points-based system sponsor licensing ï Maintenance v9.0                           Valid from 3 June 2013 

Companies House hold no information on 
either the old or new company name. 

You must: 
 

¶ request the sponsor to supply a 
certificate of incorporation on change 
of company name with both the old 
and new sponsor name identifiable 

¶ b/f the case for 14 days, and if no 
response received then refuse the 
request. 

You require further evidence of the change 
of name.  

You must: 
 

¶ request a sworn affidavit (a written 
declaration made on oath before a 
person authorised to administer 
oaths), and   

¶ b/f the case for 14 days, and if you 
receive no response then send to the 
suspension and revocation team to 
consider. 

Checks do not result in any concerns or 
additional documentation, investigation or 
visit resolves your concerns. 

You must: 
 

¶ update the managed sponsor record 
with the change of name, making sure 
that the company name is also 
changed on all the key personnel 
details screens, and 

¶ when the change request has been 
received on an offline change of 
circumstances form, write to the 
sponsor informing them that our 
records have been updated using the 
óCoC update org details decision 
notificationô letter. 
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Checks indicate that the change of name is 
in relation to the set up of an entire new 
establishment. 

You must: 
 

¶ reject the request 

¶ advise the sponsor to submit a new 
licence application in the name of the 
new establishment. 
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Points-based system sponsor licensing ï maintenance 
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This page tells you how to consider and process a sponsorôs request to change their 
address. 
 
When the sponsor changes their address they must give the sponsor licensing unit (SLU): 
 

¶ the new address in full, and  

¶ an original or a certified copy of a lease of premises or confirmation of purchase 
linking the sponsorôs name and address. 

 
When a sponsor uses their sponsor management system (SMS) account to request a 
change of address, the change will only be applied to the sponsor record. It will not be 
applied to the authorising officer, key contact or level 1 user records.  So sponsors are 
advised to submit amend key personnel requests at the same time as a change of address if 
appropriate.  
 
You must check the ócases linked to sponsorô tab to make sure that the sponsor has 
submitted these requests. 
 
If they have, you must arrange to have the cases allocated to you. 
 
If they have not, you must contact the sponsor and, if all the key personnel are based at the 
new address, request that they submit the amend requests as soon as possible. 
 

If Then 

The address details are not supplied in full 
and/or lease of premises are not provided 
or are not original or certified copies. 

You must: 
 

¶ contact the sponsor by email using the 
óCoC further information requestô letter 
to request the relevant information and 
evidence of the change by way of a 
lease of premises or confirmation of 
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purchase documentation. The 
documents must be originals or 
certified copies, signed by the certifier 
and stamped with their name and 
company address.  

¶ place the case in brought forward (b/f) 
for two weeks. 

 
You can accept affidavits (a written 
declaration made on oath before a person 
authorised to administer oaths) as evidence 
for a change of address. 

The sponsor does not respond to the 
request for further information within the two 
weeks. 

You must: 
 

¶ complete the óchange of 
circumstances caseô in Metastorm but 
do not make any changes to the 
managed sponsor record 

¶ notify the sponsor, using the óCoC 
update org details decision 
notificationô letter that  SLU have been 
unable to amend the records as they 
have not responded, and  

¶ place the completed case papers in 
the ósuspension considerationô file. 

 
Links to staff intranet 
removed 
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The sponsor supplies the address details in 
full with appropriate supporting evidence. 

You must:  
 

¶ search Metastorm, using the new 
postcode, to identify any other 
sponsors who are, or who have been, 
located at the same address  

¶ check each record for any evidence of 
non-compliance relating to: 
o size of building or offices 
o the actual existence of the building 

or businesses, and/or  
o concerns that the building is simply 

serviced accommodation with no 
real sponsor presence 

¶ check whether the new location 
means the sponsor now hits a 
particular risk profile ï this may mean 
more in depth checks are necessary. 
For more information, see related link: 
Business rules risk profiling. 

The sponsorôs new address means that 
they now hit a risk profile. 

You must conduct any other checks that the 
risk profile documents recommend. For 
more information, see related link: Business 
rules checks. 



 

Page 45 of 169                              Points-based system sponsor licensing ï Maintenance v9.0                           Valid from 3 June 2013 

Additional documents or investigation does 
not resolve your concerns around the 
address or size of the building, sponsor 
presence or contact details. 

You must: 
 

¶ note Metastorm with your concerns, 
do not make any changes to the 
contact details  

¶ discuss your concerns with your line 
manager, it may be appropriate to 
refer the case for a sponsor visit or 
suspension and further investigation 
depending on the severity of the issue, 
and 

¶ record the outcomes of discussions in 
Metastorm. 

Either: 
 

¶ your checks do not result in any 
concerns, or  

¶ additional documents, investigation or a 
visit resolves your concerns. 

You must: 
 

¶ complete the óchange of 
circumstances caseô which will update 
the sponsor record with the new 
address, and  

¶ when the change request has been 
received on an offline change of 
circumstances form, write to the 
sponsor informing them that our 
records have been updated using the 
óCoC update org details decision 
notificationô letter. 
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PBS sponsor licensing ï maintenance 

Changes to key personnel 

About this guidance 
Premium and SME+ 
customer service 
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circumstances 
Allocation changes 
Referrals from migrant 
caseworking 
Monitoring a sponsor ï 
sponsor summary 
Reviewing a sponsor 
licence 
Compliance visits 
(maintenance) 
Changes to licence 
rating and/or status 
Complaints 
Background ï the 
sponsor management 
system 
 
 

This section explains what to do when a sponsor tells the sponsor management unit (SMU) 
about changes to key personnel.  
 
 
 

In this section 
Add or amend 
authorising officer 
Replace or amend key 
contact 
Add or amend level 1 
user 
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This page explains what you must do when considering a change of circumstances request 
to add or amend an authorising officer (AO). 
 
Requests to add or amend an AO can be made by: 
 

¶ The sponsor submitting a request using the sponsor management system (SMS). Or 

¶ The AO or key contact (KC) submitting a request on a change of circumstances (CoC) 
form if the sponsor has no current level 1 (L1) user with access to SMS. For more 
information on this form, see related link: Change of circumstances forms.  

 
If the sponsor has gone into administration (including special administration) or 
administrative receivership (receivership in Scotland) requests to add or amend an AO can 
be made by: 
 

¶ the sponsorôs existing L1 user submitting a request using the SMS to appoint the 
insolvency professional as the AO, or 

¶ the insolvency professional submitting a CoC form to appoint themselves as the L1 
user and/or the AO, they may also want to appoint themselves as key contact. 

 

If Then 

The sponsor or insolvency professional 
made the request using SMS. 
 

You must continue to casework ï see 
section below on criminal conviction 
status checks. 

The sponsor or insolvency professional 
made the request offline on a change of 
circumstances form. 
 

You must make sure the AO or KC 
named on the sponsor licence has 
signed the form. 

The form has been signed correctly and 
all sections have been completed.  
 

You must continue to casework the 
request. 

In this section 
 
Replace or amend key 
contact 
Add or amend level 1 
user 
 
Related links 
 
Suspending or revoking 
a licence 
 
Links to staff intranet 
removed 
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Either: 
 

¶ the form has not been signed 
correctly, and/or  

¶ the form is incomplete. 
 

You must:  
 

¶ reject the request, and  

¶ inform the sponsor using the óCoC 
request rejected notificationô letter. 

 
Criminal conviction status checks 
All key personnel require a criminal conviction status check before being named on a 
sponsor licence. You must check the X checks spreadsheet to see if the AO being 
nominated has had a criminal conviction status check within the previous three months. For 
more information on X checks see related link: Criminality and immigration history checks. 
 
If the AO is not named on the spreadsheet you must add the details to the spreadsheet and 
wait for the outcome of the check from the workflow team.  
 

If Then 

The AO is named on the X checks 
spreadsheet and a check has been 
undertaken within the previous three 
months. 

You must: 
 

¶ consider outcome of the check, 
and 

¶ follow instructions on the X checks 
spreadsheet. 

The AO is not named on the 
spreadsheet.  

You must: 
 

¶ add AO details to the spreadsheet, 
and 

¶ bring forward (b/f) the request until 
the checks are returned. 

Police National Computer (PNC) 

Restricted ï not for disclosure ï start 
of section 

The information in this page has been 

You must make the checks detailed in 
the further checks section below. 
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removed as it is restricted for internal 
Home Office use only. 

Restricted ï not for disclosure ï end 
of section 

 checks show no results. 

PNC 

Restricted ï not for disclosure ï start 
of section 

The information in this page has been 
removed as it is restricted for internal 
Home Office use only. 

Restricted ï not for disclose ï end of 
section 

checks indicate the individual has 
unspent criminal convictions or 
convictions for any of the immigration 
offences listed in appendix B of the 
sponsor guidance. For more information 
on appendix B, see related link: Sponsor 
guidance. 

You must: 
 

¶ refuse the request  

¶ not make any changes to the 
managed sponsor record, and  

¶ write to the individual using the 
CoC Add/Amend AO, KC user  
decision notification - refuse letter  
explaining that the sponsor 
licensing unit cannot accept them 
as key personnel and ask them to 
nominate alternatives. 

 
You must also make sure that you undertake these further checks: 
 

¶ the address supplied for the AO is a business address and named on the sponsor 
licence (in some circumstances this may include branches), and 

¶ the AO is an EU national or has a valid visa status to be in the UK. 
 

If Then 

The address is a business address and 
is listed on the sponsor licence. 

You must continue to casework the 
request. 

The address is a residential address 
and not listed on the sponsor licence. 

You must change the address to that of 
the sponsor and notify the sponsor of 
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 the amendment by letter. 

The AO is an EU national. 
 

You must continue to casework the 
request. 

The AO is a non-EU national. 
 

You must make checks on CID and 
CRS to establish they have valid visa 
status. 

Their visa status is confirmed. 
 

You must continue to casework the 
request. 

You are unable to establish their visa 
status. 
 

You must contact the sponsor, using the 
óCoC further information requestô letter 
asking them to provide immigration 
documents for the AO requested. 

The sponsor does not submit 
immigration documents or you are 
unable to establish their visa status.  
 

You must: 
 

¶ reject the request  

¶ inform the sponsor using the óCoC 
request rejected notificationô letter  

¶ notify the temporary migration 
intelligence hub (TMIH) of the non-
EU national  details using the 
TMIH form. See related link; Q6 
markers and referrals to the 
temporary migration intelligence 
hub. 

You are able to establish visa status by 
submitted immigration documents. 

You must continue to casework the 
request. 

 
You must also: 
 

¶ Check if the AO has undertaken the role previously, and if so, if any of the sponsors 
involved have been revoked and/or surrendered. This may indicate persistent non 
compliance with the sponsorship duties by sponsors for whom the named individual 
previously acted as AO and may mean we cannot accept the named person in the AO 
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role. For more information, see related link: Key personnel checks. 
¶ Conduct Insolvency checks on the new AO. For information on conducting these 

checks please see related link: Insolvency checks. 
 
 

If Then 

Either: 
 

¶ insolvency checks show that the 
named AO is an un-discharged 
bankrupt, and/or 

¶ there is evidence that the nominated 
AO has been previously non-
compliant with the sponsorship duties 
with another sponsor. 

 
 

You must: 
 

¶ refuse the request   

¶  not make any changes to the 
managed sponsor record 

¶ write to the sponsor using the CoC 
Add/Amend AO,KC user  decision 
notification - refuse letter explaining 
that the sponsor licensing unit cannot 
accept the named individual as AO and 
ask them to nominate alternatives, and 

¶ send to the suspension and revocation 
team for consideration. 

Either: 
 

¶ insolvency checks do not result in any 
concerns, and/or 

¶ there is no evidence of previous non-
compliance with the sponsorship 
duties. 

 

You must: 
 

¶ grant the request, and 

¶ when the change request has been 
received on an offline change of 
circumstances form write to the 
sponsor informing them that our 
records have been updated using the    
óCoC Add/Amend AO,KC,L1 user 
grant/withdraw decision notificationô 
letter. 
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This page explains what you must do when considering a change of circumstances request 
to replace or amend a key contact (KC). 
 
Requests to replace or amend a KC can be made by: 
 

¶ the sponsor submitting a request using the sponsor management system (SMS), or 

¶ the authorising officer (AO) or key contact (KC) submitting a request on a change of 
circumstance form if the sponsor has no current  L1 user with access to SMS. For 
more information on this form, see related link: Change of circumstances forms. 

 

If Then 

The sponsor made the request using 
SMS. 
 

You must continue to casework ï see 
section below on criminal conviction 
status checks. 

The sponsor made the request offline on 
a change of circumstances form. 
 

You must make sure the AO or KC 
named on the sponsor licence has 
signed the form. 

A recognised contact has signed the 
form and they have completed all 
sections. 

You must continue to casework the 
request. 

Either: 
 

¶ a recognised contact has not 
signed the form, and/or  

¶ the form is incomplete. 
 

You must:  
 

¶ reject the request, and  

¶ inform the sponsor using the óCoC 
request rejected notificationô letter. 

 
Criminal conviction status checks 
All key personnel require a criminal conviction status check before being named on a 
sponsor licence. You must check the X checks spreadsheet to see if the KC being 

In this section 
Add or amend 
authorising officer 
Add or amend level 1 
user 
 
Related links 
Suspending or revoking 
a licence 
 
Links to staff intranet 
removed 
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nominated has had a criminal conviction status check within the previous three months. 
 
If the KC is not named on the spreadsheet you must add the details to the spreadsheet and 
wait for the outcome of the check from the workflow team.  
 

If Then 

The KC named on the X checks 
spreadsheet and a check has been 
undertaken within the previous three 
months. 

You must: 
 

¶ consider outcome of the check, 
and 

¶ follow instructions on the X checks 
spreadsheet. 

The KC is not named on the 
spreadsheet.  

You must: 
 

¶ add the KC details to the 
spreadsheet, and 

¶ bring forward (b/f) the request until 
the checks are returned. 

Police National Computer (PNC) 

Restricted ï not for disclosure ï start 
of section 

The information in this page has been 
removed as it is restricted for internal 
Home Office use only. 

Restricted ï not for disclosure ï end 
of section 

checks show no results. 

You must make the checks detailed in 
the further checks section below. 

PNC 

Restricted ï not for disclosure ï start 
of section 

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

You must: 
 

¶ refuse the request, do not make 
any changes to the managed 
sponsor record, and   
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Home Office use only. 

Restricted ï not for disclosure ï end 
of section 

 checks indicate the individual has 
unspent criminal convictions or 
convictions for any of the immigration 
offences listed in appendix B of the 
sponsor guidance. For more information 
on appendix B, see related link: Sponsor 
guidance. 

¶ write to the individual using the 
CoC Add/Amend AO,KC user  
decision notification - refuse letter 
explaining that the sponsor 
licensing unit (SLU) cannot accept 
them as key personnel and ask 
them to nominate alternatives. 

 
Further checks 
You must also make sure that you check: 
 

¶ the address supplied for the KC is a business address and named on the sponsor 
licence (in some circumstances this may include branches), and 

¶ the KC is an EU national or has a valid visa status to be in the UK. 
 

If Then 

Internet checks confirm the address is a 
business address and is listed on the 
sponsor licence. 

You must continue to casework the 
request. 

Internet checks confirm the address is a 
residential address and is not listed on 
the sponsor licence. 

You must change the address to that of 
the sponsor and notify the sponsor of 
the amendment by letter. 

The KC is an EU national. 
 

You must continue to casework the 
request. 

The KC is a non-EU national. 
 

You must make checks on CID and 
CRS to establish they have valid visa 
status. 

Their visa status is confirmed. 
 

You must continue to casework the 
request. 

You are unable to establish their visa You must contact the sponsor, using the 
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status. 
 

óCoC further information requestô letter 
asking them to provide immigration 
documents for the L1 user requested. 

The sponsor does not submit 
immigration documents or you are 
unable to establish their visa status.  
 

You must: 
 

¶ reject the request  

¶ inform the sponsor using the óCoC 
request rejected notificationô letter  

¶ notify the temporary migration 
intelligence hub (TMIH) of the non-
EU national  details using the 
TMIH form. See related link: Q6 
markers and referrals to the 
temporary migration intelligence 
hub. 

You are able to establish visa status by 
submitted immigration documents. 

You must continue to casework the 
request. 

 
You must also: 
 

¶ Check if the KC has undertaken the role previously, and if so, if any of the sponsors 
involved have been revoked and/or surrendered. This may indicate persistent non 
compliance with the sponsorship duties by sponsors for whom the named individual 
previously acted as KC and may mean we cannot accept the named person in the AO 
role. For more information, see related link: Key personnel checks. 

 

If Then 

There is evidence that the nominated KC 
has been previously non-compliant with the 
sponsorship duties with another sponsor. 

You must: 
 

¶ refuse the request 

¶ not make any changes to the managed 
sponsor record 

¶ write to the sponsor using the óCoC 
Add/Amend AO, KC user decision 
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notification - refuse letter explaining 
that SLU cannot accept the named 
individual as AO and ask them to 
nominate alternatives. 

There is no evidence of previous non 
compliance with the sponsorship duties. 

You must check whether the nominated KC 
is a member of a representative 
organisation. 

The nominated KC is a member of a 
representative organisation.  

You must check that: 
 

¶ the managed sponsor record confirms 
that the representative organisation 
for whom the individual works has 
been formally appointed by the 
sponsor to deal with sponsorship 
matters on its behalf, and 

¶ the individual is based in the UK and 
is registered with the appropriate 
regulator or exempt from registration.   

 
For more information on representative 
registration please see the related link: 
Representative checks.  

The sponsor has not formally appointed 
the representative. 

You must: 
 

¶ not make any changes to the managed 
sponsor record 

¶ write to the AO using the óCOC further 
information requestô letter advising 
them to formally appoint the 
representative organisation using the 
appropriate function in their sponsor 
management system (SMS) account, 
and 

¶ place the case into brought forward 
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(b/f) for a response. 

The individual is: 
 

¶ not based in the UK and/or  

¶ not registered with the appropriate 
regulator or exempt. 

You must: 
 

¶ refuse the request 

¶ not make any changes to the managed 
sponsor record  

¶ write to the sponsor using the CoC 
Add/Amend AO, KC user decision 
notification ï refuseô  letter explaining 
that SLU cannot accept the named 
individual as KC and ask them to 
nominate alternatives. 

The representative: 
 

¶ has been formally appointed 

¶ is based in the UK, and  

¶ appropriately registered or exempt 
from registration. 

You must: 
 

¶ approve the request and make the 
appropriate changes to the managed 
sponsor record, and 

¶ when the change request has been 
received on an offline change of 
circumstances form, write to the 
sponsor using the  óCoC Add/Amend 
AO, KC, L1 user grant/withdraw 
decision notificationô letter informing 
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them that the records are amended. 

The previous KC was also the AO and /or 
the level 1 user.  

You must check if the newly nominated KC 
will also fill those roles, and if so, have they 
notified sponsor management unit of the 
change through SMS. 
  
If they have not, you must ask the sponsor 
to do this. 
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This page explains how to process a sponsor request to add a new level 1 (L1) user or 
amend details of an existing L1 user.  
 
A sponsor must have a minimum of one SMS user who is a settled worker with the 
exception of the following who are exempt from this rule: 
 

¶ a diplomatic mission or international organisation licensed under Tier 5 (International 
Agreement), or 

¶ the Authorising Officer is a person with valid leave as a: 
o Representative of an Overseas Business 
o Tier 1 (Graduate Entrepreneur) migrant, or 
o Tier 1 (Entrepreneur) migrant. 

 
If the change request leaves the sponsor with only one L1 user and that person is not a 
settled worker you must contact the sponsor to confirm if they have another SMS user who 
is a settled worker. If they do not have an SMS user who is a settled worker they must 
nominate one. For a full explanation of what is defined as a settled worker see related link: 
Sponsor guidance. 
 
Requests to add or amend an L1 user can be made by: 
 

¶ The existing L1 user submitting a request using the SMS. Or 

¶ The authorising officer (AO) or key contact (KC) submitting a request on a change of 
circumstances form if the sponsor has no current  L1 user with access to SMS. For 
more information on this form, see related link: Change of circumstances forms.  

 
If the sponsor has entered into administration (including special administration) or 
administrative receivership (receivership in Scotland) requests to add or amend an L1 user 
can be made by: 
 

¶ the administrator or receiver submitting a request on a change of circumstances form 

In this section 
Add or amend 
authorising officer 
Replace or amend key 
contact 
 
Related links 
Change of 
circumstances forms 
 
Links to staff intranet 
removed 
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appointing themselves as an L1 user. 
 

If Then 

The sponsor made the request using 
SMS. 
 

You must continue to casework ï see 
section below on criminal conviction 
status checks. 

The sponsor made the request offline on 
a change of circumstances form. 
 

You must make sure the AO or KC 
named on the sponsor licence has 
signed the form. 

The sponsorôs receiver or administrator 
made the request offline on a change of 
circumstances form. 
 

You must make sure it is signed by the 
receiverôs or administratorós insolvency 
professional nominated as the AO or 
KC. 

A recognised contact has signed the 
form and they have completed all 
sections. 

You must continue to casework the 
request. 

Either: 
 

¶ a recognised contact has not 
signed the form, and/or 

¶ the form is incomplete 
 

You must:  
 

¶ reject the request, and  

¶ inform the sponsor using the óCoC 
request rejected notificationô letter. 

 
Criminal conviction status checks 
All key personnel require a criminal conviction status check before being named on a 
sponsor licence. You must check the X checks spreadsheet to see if the L1 user nominated 
has had a criminal conviction status check within the previous three months. 

If Then 

The L1 user is named on the X checks 
spreadsheet and a check has been 
undertaken within the previous three 
months. 

You must: 
 

¶ consider outcome of the check, 
and 

¶ follow instructions on the X checks 
spreadsheet. 
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The L1 user is not named on the 
spreadsheet.  

You must: 
 

¶ add the L1 users details to the 
spreadsheet, and 

¶ bring forward (b/f) the request for 
seven calendar days until the 
checks are returned. 

Police National Computer (PNC) 

Restricted ï not for disclosure ï start 
of section 

The information in this page has been 
removed as it is restricted for internal 
Home Office use only. 

Restricted ï not for disclosure ï end 
of section 

checks show no results. For more 
information, see related link: Criminality 
and immigration history checks. 

You must make the checks detailed in 
the further checks section below. 

PNC 

Restricted ï not for disclosure ï start 
of section 

The information in this page has been 
removed as it is restricted for internal 
Home Office use only. 

Restricted ï not for disclosure ï end 
of section 

checks show results. For more 
information, see related link: Criminality 
and immigration history checks. 

You must follow the actions specified on 
the X checks spreadsheet. 

 
Further checks 
You must also make sure that you check: 
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¶ the address supplied for the L1 user is a business address and named on the 
sponsor licence (in some circumstances this may include branches), and 

¶ the L1 user is an EU national or has a valid visa status to be in the UK. 
 

If Then 

 The address is a business address 
and is listed on the sponsor licence. 

You must continue to casework the request. 

The address is a residential address 
and not listed on the sponsor 
licence. 

You must change the address to that of the 
sponsor and notify the sponsor of the 
amendment by letter. 

The L1 user is an EU national. You must continue to casework the request. 

The L1 user is a non-EU national. 
 

You must make checks on CID and CRS to 
establish they have valid visa status. 

Their visa status confirmed. You must continue to casework the request. 

You are unable to establish their 
visa status. 
 

You must contact the sponsor, using the óCoC 
further information requestô letter asking them to 
provide immigration documents for the L1 user 
requested. 

You are able to establish visa status 
by submitted immigration 
documents. 

You must continue to casework the request. 

The sponsor does not submit 
immigration documents or you are 
unable to establish their visa status.  
 

You must: 
 

¶ reject the request  

¶ inform the sponsor using the óCoC request 
rejected notificationô letter  

¶ notify the temporary migration intelligence 
hub (TMIH) of the non-EU national  details 
on the TMIH form, using the related link: 
Q6 markers and referrals to the temporary 
migration intelligence hub. 

Checks are completed and sponsor 
and L1 user fully established. 

You must  
 



 

Page 63 of 169                              Points-based system sponsor licensing ï Maintenance v9.0                           Valid from 3 June 2013 

 ¶ add the L1 user to the sponsor licence as 
requested  

¶ amend the L1 user details, and  

¶ when the change request has been 
received on an offline change of 
circumstances form, inform the sponsor 
using the óCoC add level 1 user decision 
notificationô letter. 

The sponsor submitted the request 
on a sponsor change of 
circumstances form. 

You must complete a linking sheet and archive 
at Iron Mountain. 
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This page explains how to de-activate sponsor management system (SMS) users. 
 
The sponsor management unit (SMU) may need to de-activate SMS users under certain 
circumstances. For example if: 
 

¶ a level 1 (L1) user has left the sponsorôs employment, or no longer acts as a 
representative for them, but the sponsor is unable to de-activate that user. 

¶ the Home Office have serious concerns about the sponsorôs integrity and/or one of 
their users and as a result a grade 7 or above decides to de-activate a user with 
immediate effect.  

 

If Then 

The sponsor notifies us that: 
 

¶ an SMS user has left their 
employment, or 

¶ a representative L1 user no longer 
acts on their behalf. 

You must: 
 

¶ use the óde-activate userô function in 
Metastorm de-activate the userôs 
SMS account 

¶ email the person who notified SMU 
to inform them that the user has 
been de-activated. 

The sponsor is left without an SMS user. You must tell the sponsor to complete the 
paper change of circumstances form to 
nominate a new L1 user. 

The L1 user is not a settled worker.  You must write to the sponsor asking if 
they have any other users who are settled 
workers and if not to nominate another L1 
user. 

In this section 
Changes of 
circumstances forms 
General consideration 
process 
Change of 
circumstances -common 
checks 
Change of name 
Change of address 
Change of key 
personnel 
Adding, changing or 
removing a 
representative 
Changes to registration 
or accreditation status 
Change or update to 
criminal conviction 
status 
Change of sponsorôs 
organisational structure 
Mergers and takeovers 
Civil penalty is awarded 
to existing sponsor 
 
Related links 
Links to staff intranet 
removed 
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The de-activated user is a representative. You must clarify with the sponsor if it is 
simply that individual who no longer acts 
on their behalf or if the whole company no 
longer acts on their behalf. For more 
information on amending representative 
details see related link: Adding, changing 
or removing a representative. 

The sponsor has used the óamend L1 user 
detailsô function to add a new L1 user.   
 
In this case: 
 

¶ existing details will have been 
overwritten 

¶ mandatory x-checks will not have been 
done, and  

¶ the possibility exists that the user ID 
and password may have been 
inappropriately shared. 

You must: 
 

¶ accept the changes in Metastorm 

¶ use the ómaintain sponsorôô function  
in Metastorm to change the details 
back to those of the original user 

¶ write to the authorising officer using 
óCoC amend L1 user details 
rejectedô letter and advise them of 
the correct procedure for appointing 
a new L1 user 

¶ complete the third party abuse 
spreadsheet which you can access 
using the sponsor licensing unit 
intranet, and 

¶ if you discover that this is the 
sponsorôs second time misusing this 
function, you must forward the 
details to the suspension team for 
consideration. 

The sponsor indicates that L1 users have 
shared IDôs and passwords with colleagues 
(verbally to caseworkers or the customer 
contact centre).  

You must: 
 

¶ de-activate the account of the 
original user(s) 

¶ write to the authorising officer 
informing them of the requirement 
for key personnel not to share 
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passwords and the potential 
consequences if they continue to do 
so 

¶ complete the third party abuse 
spreadsheet on the SLU intranet 

¶ if you discover that this is the 
sponsorôs second time misusing 
user IDôs and passwords, forward 
the details to the suspension team 
for consideration. 

 
If you have de-activated the sponsorôs 
only L1 user, you must advise the 
sponsor to submit a change of 
circumstances form to nominate a new L1 
user as soon as possible.  
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This section explains what to do when a sponsor notifies the sponsor management unit they 
are changing or appointing a new representative. 
 
Representatives can act as: 
 

¶ the key contact (KC); 

¶ level 1 user; 

¶ level 2 user; or 

¶ a combination of these key personnel, for instance the representative can be both key 
contact and a level 1 user for a sponsor.  

 
A licence can also name the representative without them acting as key personnel. 
 
Sponsors must submit any request to add or remove a representative using the appropriate 
function within their sponsor management system (SMS) account. The system will generate 
a submission sheet including the representativesô declaration. The sponsor must print off the 
submission sheet and makes sure the representative signs the declaration. The authorising 
officer (AO) must sign the whole submission sheet and send to sponsor licensing unit (SLU) 
by post within 14 calendar days of making the request on line. 
 

If Then 

Either:  
 

¶ you do not receive the 
submission sheet within 14 
calendar days 

¶ the representative declaration 
has not been signed, or  

¶ the AO has not signed the 
submission sheet. 

You must: 
 

¶ refuse the request, and  

¶ write to the sponsor using the óCoC 
other changes decision notificationô 
letter advising them to submit a new 
request with the submission sheet 
signed correctly and sent by the stated 
deadline. 

In this section  
Adding a new 
representative 
Removing a 
representative 
 
Related links 
Links to staff intranet 
removed 
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Either: 
 

¶ you receive the submission 
sheet within five working days 

¶ the representative declaration 
is completed and signed, or 

¶ the AO has signed the sheet. 

You must check Metastorm to make sure 
that the AO who has signed the submission 
sheet matches the one named on the 
sponsor record.  

The person who signed the 
submission sheet is named on the 
sponsor record as AO.  

You must accept the request and move to 
the next check. 

The person who signed the 
submission sheet is not the AO 
named on the sponsor licence.  
 

You must check the ócases linked to 
sponsorô tab in Metastorm to see whether 
there has been a request for a change of 
AO. If they have submitted a request you 
must bring forward (b/f) until the new AO has 
been authorised.  
 
If, after checking there is no request you 
must write to the sponsor asking them to 
submit a correctly completed form signed by 
the AO currently named on the licence. 

There is an outstanding request to 
change the AO. 

You must assign the request to yourself and 
complete before considering the request to 
add or remove a representative. 

There is no outstanding request to 
change the AO. 

You must: 
 

¶ contact that sponsor by email and 
advise them to submit a óreplace AOô 
request immediately, and 

¶ once you receive the request, assign 
the request to yourself and complete 
before considering the request to add 
or remove a representative. 
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This page explains what to do if the change request is to add a new representative to the 
sponsor licence. 
 
Before you can take any further action to complete the request you must make checks on 
the named representative to establish that they meet the requirements set out in the sponsor 
guidance.  This includes checks to make sure the representative is registered with the 
appropriate regulator or exempt from registration. For full details of the representative 
requirements, see related link: Sponsor guidance. 
 
The representative must: 
 

¶ state on the form if they are registered or exempt, and  

¶ provide details of the regulatory body.  
 
For full details on how to check a representative is appropriately registered or exempt, see 
related link: Representative checks. 
 

If Then 

The new representative is appropriately 
registered or exempt. 

You must check Metastorm for any 
comments on the managed representative 
record.   

Metastorm check results show adverse 
information or Q6 markers.  

You must conduct further checks as 
advised in the Q6 markers. See related link: 
Q6 markers and referrals to the temporary 
migration intelligence hub.  

Metastorm check results show no adverse 
information or Q6 markers. 

You must: 
 

¶ complete the change of circumstances 
request, and  

¶ add the representative to the sponsor 

In this section 
Removing a 
representative 
 
Related links 
Links to staff intranet 
removed 
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licence.  

The new representative is not appropriately 
registered or exempt. 

You must: 
 

¶ write to the sponsor using the óCoC 
other changes decision notificationô 
letter informing them that the Home 
Office cannot deal with their 
nominated representative.  

¶ if the representative has been named 
as a key contact or level 1 user, also 
ask the sponsor to nominate 
alternative key personnel 

¶ inform the relevant regulatory body 
that an organisation has attempted to 
act as a representative without 
appropriate status. See related link: 
Representative registration 

¶ inform the temporary migration 
intelligence hub. See related link: Q6 
markers and referrals to the temporary 
migration intelligence hub.  
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This page explains what to do if the change request is to remove a representative from the 
sponsor licence. 
 

If Then 

The sponsor is removing one representative 
and replacing them with another. 

You must follow the checks and actions for 
adding a new representative. For more 
information, see related link. 

The sponsor is removing their 
representative and does not intend to 
appoint another. 

You must:  
 

¶ note the sponsor record with the 
details of the representative to be 
removed 

¶ replace the old representative record 
with dummy representative record 
reference R001495X.   
o you must do this, as currently 

Metastorm will not allow the 
complete removal of a 
representative only the 
replacement. The dummy reference 
will also prompt caseworkers in the 
future that a representative has 
been removed at some point. 

¶ write to the sponsor using the óCoC 
other changes decision notificationô 
letter informing them that the sponsor 
licensing unit have amended their 
records. If the previous representative 
also acted as key contact (KC) or level 
1 user, ask the sponsor to name 
alternatives as soon as possible. 

In this section  
Adding a new 
representative 
 
Related links 
Links to staff intranet 
removed 
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If the sponsorôs representative is concerned that their client is no longer acting appropriately, 
for instance, they are not communicating with the representative or the representative 
suspects the client is no longer meeting their sponsorship duties, the representative can 
request to be removed from the sponsor licence. 
 

If Then 

The named representative requests to be 
removed from a sponsor licence. 

You must: 
 

¶ replace the representative record with 
the dummy representative record 
reference R001495X, and 

¶ contact the sponsor to inform them the 
representative has requested to be 
removed from the licence and that 
they no longer represent the sponsor. 

The representative has made allegations 
against the sponsor. 

You must forward the allegation and 
sponsor details to the sponsor 
investigations team for further 
consideration. 

The request has come from an employee of 
the representativeôs firm and not the named 
contact. 

You may speak to anyone from the 
appointed company not just the named 
contact. 
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This section explains what you must do when the sponsor management unit (SMU) is told 
the sponsor has gone into administration (including special administration), or administrative 
receivership (receivership in Scotland).  
 
If the nominated insolvency practitioner (IP) gives the sponsor permission, they must tell 
SMU within 28 days of the change taking place. They must use their sponsorship 
management system (SMS) óchange of circumstances - otherô function. The sponsor must 
appoint the IP as the authorising officer (AO). 
 
If the IP does not wish the sponsorôs key personnel to continue accessing SMS, they may 
tell SMU of a change of key personnel by submitting a change of circumstances form 
appointing a level 1 (L1) user and AO.  If the administrator and/or receiverôs appointed L1 
user is not also the appointed AO, once authorised, they must appoint the IP as AO. See 
related link: Sponsor guidance.   
 
The table below details actions you must take. 
 

Ifé Thené 

The sponsor has not provided details of the 
IP appointed as the administrator or 
receiver. 

You must : 
 

¶ note the sponsor is in administration 
or receivership on Metastorm - do not 
adjust the sponsorôs current certificate 
of sponsorship (CoS) or confirmation 
of acceptance of studies (CAS) 
allocation 

¶ write to the sponsor using the óCoC 
further information requestô  letter 
requesting details of the administrator 
or receiver, and 

¶ place the case in b/f for seven days 

In this section 
Insolvency ï company 
voluntary arrangement 
or debt arrangement 
scheme 
Insolvency ï sole 
traders 
 
Related links 
 
Links to staff intranet 
removed 
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awaiting a response. 
 

The sponsor does not respond. You must: 
 

¶ telephone the sponsor requesting the 
information, or 

¶ if you are unable to contact the 
sponsor request  a compliance visit.  

The sponsor has provided details of the IP 
appointed as the administrator or receiver 
with the change of circumstances (CoC) 
notification or in response to a request for 
further information.  
 

 

You must: 
 

¶ note the sponsor is in administration 
or receivership on Metastorm if 
appropriate - do not adjust the 
sponsorôs current CoS allocation 

¶ write to the sponsor using the óCoC 
insolvency confirmation notificationô 
letter: 
o advising that the administrator or 

receiver must be appointed as their 
authorising officer, or 

o if the sponsor does not have an L1 
user, advising that the 
receiver/administrator can submit 
an offline CoC form to appoint the 
AO and/or L1 user.  

 

The IP has notified the sponsor licensing 
unit (SLU) that the sponsor has gone in 
administration or receivership.  

You must: 
 

¶ note the sponsor is in administration 
or receivership on Metastorm - do not 
adjust the sponsorôs current CoS 
allocation 

¶ write to the administrator/receiver 
using the óCoC insolvency 
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confirmation notificationô letter: 
o advising that the administrator or 

receiver must be appointed as their 
authorising officer, or 

o if the sponsor does not have an L1 
user, advising that the 
receiver/administrator can submit 
an offline CoC form to appoint the 
AO and/or L1 user.  

 

The sponsor has ceased trading, has 
entered into voluntary liquidation or is 
forced into compulsory liquidation.   

You must forward the case to the 
suspension and revocation team, who must 
allocate the case for action. 
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This page explains what you must do when the sponsor has entered into a company 
voluntary arrangement (CVA) or debt arrangement scheme (DAS). 
 
Sponsors must tell the sponsor management unit (SMU) within 28 days of this being agreed. 
They must use their sponsorship management system (SMS) ôchange of circumstances ï 
otherô function.  If they do not have access to SMS they must ask the administrator or 
receiver to tell the SMU within 28 days of this being agreed using the SMS óchange of 
circumstances - other' function. 
 
A sponsor may come out of administration or receivership by entering into a CVA or DAS. 
For further information, see related link: Sponsor guidance. 
 
The table below details actions you must take. 
 

Ifé Thené 

The sponsor has told the SMU they have 
entered a CVA or DAS. There is no change 
of ownership and they continue to trade.  
 
 

You must : 
 

¶ Note on Metastorm: 
o the sponsor has entered into a CVA 

or DAS 
o there is no change of ownership, 

and 
o they continue to trade. And 

¶ Write to the sponsor using the óCoC 
insolvency confirmation outcomeô 
letter to advise them they can now 
appoint their own AO, and key 
personnel. If they do not have access 
to SMS they must request the 
receiverôs or administratorôs level 1 

In this section 
Insolvency ï sole 
traders 
 
Related links 
 
Links to staff intranet 
removed 
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(L1) user appoints their new key 
personnel. 

The sponsor has told the SMU they have 
entered a CVA or DAS and there has been 
a partial or complete change of ownership.  

You must: 
 

¶ write to the sponsor using the óCoC 
insolvency confirmation outcomeô 
letter: 
o advising they should report the 

changes using the change of 
circumstances function in their SMS 
to advise of the merger or takeover, 
and 

o request confirmation that the 
sponsor has forwarded the change 
request 

¶ place the case in b/f for seven days 
awaiting a response. 

The sponsor does not respond.  You must: 
 

¶ telephone the sponsor requesting 
details, or 

¶ if you are unable to contact the 
sponsor request a compliance visit. 
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This page explains what you must do when the sponsor is a sole trader and has entered into 
an individual voluntary arrangement (IVA) or a debt arrangement scheme (DAS).   
 
Sponsors must tell the sponsor management unit (SMU) within 28 days of this being agreed. 
They must use their sponsorship management system (SMS) ôchange of circumstances ï 
otherô function.  If they do not have access to SMS they must ask the administrator or 
receiver to tell the SMU within 28 days of this being agreed using the SMS óchange of 
circumstances - other' function.  
 
A sponsor may come out of administration or receivership by entering into an IVA or DAS. 
For further information, see related link: Sponsor guidance.  
 
The table below details actions you must take. 
 

Ifé Thené 

The sponsor has told the SMU they have 
entered an IVA or DAS. There is no change 
of ownership and they continue to trade. 

You must: 
 

¶ Note on Metastorm : 
o the sponsor has entered into an IVA 

or DAS  
o there  is no change of ownership, 

and  
o they continue to trade. And 

¶ Write to the sponsor using the óCoC 
insolvency confirmation outcomeô 
letter to advise them they can now 
appoint their own AO, and key 
personnel. If they do not have access 
to SMS they must request the 
receiverôs or administratorôs L1 user 

In this section 
Insolvency ï company 
voluntary arrangement 
or debt arrangement 
scheme 
 
Related links 
 
Links to staff intranet 
removed 
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appoints their new key personnel. 

 
The sponsor has advised the IVA or DAS 
has resulted in their business being sold.  

You must forward the case to the 
suspension and revocation team, who must 
allocate the case for action.  
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This page explains what to do when a sponsor tells the sponsor management unit (SMU) of 
a change to their registration or inspection, audit or review status.  
 
New accreditation or registration 
Some sponsors must be inspected, audited or reviewed by or registered with an appropriate 
governing body to hold a licence, for example, educational establishments. 
 

If Then 

The sponsor notifies SMU that they have 
become inspected, audited, reviewed by 
or registered with an appropriate body. 

You must: 
 

¶ confirm the inspection, audit, review  or 
registration with the relevant body. You 
can: 
o look on the relevant bodyôs website, or  
o contact them by telephone or in writing  

¶ update the sponsorôs record in 
Metastorm with the details and the expiry 
date of the inspection, audit, review or 
registration 

¶ write to the sponsor using the óCoC other 
changes decision notificationô letter 
informing them the sponsor licensing unit 
have amended their records 
appropriately. 

In this section 
Changes of 
circumstances forms 
General consideration 
process 
Change of 
circumstances -common 
checks 
Change of name 
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Change of key 
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Page 81 of 169                              Points-based system sponsor licensing ï Maintenance v9.0                           Valid from 3 June 2013 

The sponsor notifies SMU that it is no 
longer appropriately inspected, audited, 
reviewed by or registered with an 
appropriate body. 

You must: 
 

¶ contact the relevant body to confirm the 
information provided by the sponsor  
o ask why the accreditation or 

registration has been withdrawn 

¶ update the sponsorôs record in 
Metastorm 

¶ inform your team leader that the sponsor 
is no longer appropriately inspected, 
audited, reviewed by or registered, and  

¶ pass to your team leader to consider 
referring for revocation action. See 
related link: Suspending or revoking a 
licence. 

 
Tier 4 educational oversight 
Tier 4 sponsors and educational oversight bodies must inform sponsor licensing unit of the 
outcome of an inspection.  
 

If Then 

The sponsor notifies SMU that it has 
attained educational oversight in their 
inspection, audit or review with an approved 
body 

You must: 
 

¶ update the sponsors accreditation 
status in  Metastorm 

¶ add a note in Metastorm detailing the 
change 

¶ If the sponsor is no longer subject to 
the interim limit, send the sponsor the 
óCoC other changes decision 
notificationô letter and inform them that 
they can now submit a request to for 
additional confirmation of acceptance 
of studies (CAS) 

Links to staff intranet 
removed 
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¶ if the sponsor is still subject to the 
interim limit and has a highly trusted 
sponsors (HTS) application pending, 
send a copy of the accreditation report 
to the HTS team mailbox using related 
link: Email: HTS Queries. 

 

The sponsor or educational oversight body 
notifies SMU the sponsor has failed an 
interim health check and  is required to 
have a full inspection within six months.   

You must: 
 

¶ update Metastorm 

¶ set the sponsorôs CAS allocation to 
zero (0) 

¶ write to the sponsor  using  the CoC 
other changes decision notification 
letter. 

 

The sponsor or educational oversight body 
notifies SMU the sponsor has regained full 
educational oversight.  
 
 

You must: 
 

¶ update the sponsorôs accreditation 
status in Metastorm 

¶ add a note in Metastorm detailing the 
change 

¶ if the sponsor is no longer subject to 
the interim limit, send the sponsor the 
óCoC other changes decision 
notificationô letter and inform them 
they can now submit a request  for 
additional CAS 

¶ if the sponsor is still subject to the 
interim limit and has a highly trusted 
sponsor (HTS) application pending, 
send a copy of the accreditation report 
to the HTS team mailbox using related 
link: Email: HTS Queries. 
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The sponsor notifies SMU that it has failed 
to attain educational oversight in their 
inspection, audit or review with an approved 
body.  

You must email the sponsors details to the 
ólegacy sponsorsô mailbox, using the related 
link. 

 
For further details of education oversight see related links:  
 

¶ PBS sponsor licensing ï highly trusted sponsors, and  

¶ Sponsor guidance. 
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This page explains what to do when a sponsor tells the sponsor management unit (SMU) 
that one of its named key personnel has been convicted of a crime.  
 
Changes to criminal convictions status 
You must refer any notification that key personnel (administrative officer, key contact or level 
1 user) have been convicted of a crime to your higher executive officer (HEO) manager. 
 
If the conviction is for one of the following offences then you must, with managersô 
agreement, immediately suspend the sponsor with a view to revoking the licence.  
 

¶ Any offence under the following acts: 
o Immigration Act 1971  
o Immigration Act 1988 
o Asylum and Immigration Appeals Act 1993 
o Immigration and Asylum Act 1999 
o Nationality, Immigration and Asylum Act 2002 
o Immigration, Asylum and Nationality Act 2006, or  
o UK Borders Act 2007. 

¶ Trafficking for sexual exploitation. 

¶ Any other offence which, in the Home Officeôs opinion, indicates the person poses a 
risk to immigration control, for example, offences involving dishonesty or deception, 
including any of the offences listed in appendix B of the sponsor guidance.  

 
For more information, see related link: Sponsor guidance. 
 
If the conviction is for anything other than those above, or if the sponsor has taken 
measures to remove the individual from any position where they might have access to the 
sponsor management system, you and managers must consider the severity and scope of 
the offence before deciding on the action to take. 
 

In this section 
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This section explains what to do when you receive a notification from a sponsor changing 
their structure.  
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This page explains what to do when the sponsor tells the Home Office of a restructure in 
their organisation. 
 

If Then 

The sponsor notifies the sponsor 
management unit (SMU) that they wish to 
amend the record of branches held under 
its licence. 

You must check the sponsor has provided: 
 

¶ branch names and addresses in full, 
where the sponsor is adding branches 

¶ evidence of: 
o any legal accreditation required by 

those branches to operate, for 
example Care Quality Commission 
(formerly Commission for Social 
Care Inspection) registration for 
care homes 

o a link to the licensed sponsor it is 
not immediately obvious, for 
example where the two branches 
have different names 

¶ leases and affidavits (a written 
declaration made on oath before a 
person authorised to administer oaths). 

 
The documents must be originals or certified 
copies, signed by the certifier and stamped 
with their name and company address. 

The sponsor does not provide sufficient 
relevant information and/or evidence. 

You must: 
 

¶ email the sponsor using the óCoC 
further information requestô letter to 
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request the relevant information and 
evidence, and  

¶ bring forward (b/f) for 14 calendar days 
for the sponsor to respond. 

The sponsor does not provide the 
requested information and /or evidence. 

You must: 
 

¶ complete the óchange of 
circumstancesô action within 
Metastorm without making any 
changes  

¶ write to the sponsor using the óCoC 
other changes decision notificationô 
letter informing them that the sponsor 
licensing unit cannot amend the details 
on their licence as they have not 
provided sufficient information and/or 
evidence. 

The sponsor provides all the information 
with the appropriate evidence. 

You must: 
 

¶ complete the óchange of 
circumstancesô action within 
Metastorm 

¶ add details of the names and 
addresses of the branches to be added 
to and/or removed from the existing 
word document titled óbranches/linked 
entities/partnership detailsô saved in 
the correspondence tab in the sponsor 
record 

¶ if the document has not been created 
previously create a word document 
titled óbranches/linked 
entities/partnership detailsô detailing 
the names and addresses of the 
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branches to be added and/or removed, 
and save it as a stand alone document 
to the correspondence tab in the 
sponsor record, and 

¶ write to the sponsor using the óCoC 
other changes decision notificationô 
letter to confirm their record has been 
updated. 
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This page explains what to do when the sponsor requests to add or remove details on the 
list of those companies linked to them. 
 
When a sponsor applies for a Tier 2 Intra company transfer (ICT) licence it must provide the 
sponsor management unit (SMU) with details of all companies linked to them by common 
ownership or control in the UK and overseas from which it may wish to transfer staff. 
Throughout the period of the licence, the sponsor must inform SMU if it wishes to amend the 
list. 
 

If Then 

The sponsor notifies SMU that they wish to 
amend the record of linked companies held 
under its licence. 

You must: 
 

¶ check the sponsor still holds a Tier 2 
(ICT) licence 

¶ check the sponsor has provided 
company names and addressed in full 

¶ where the sponsor is adding linked 
companies: 
o have evidence of the link between 

the companies. For information on 
acceptable documentary evidence 
see appendix A of the sponsor 
guidance, using the related link. 

 
The documents must be originals or certified 
copies, signed by the certifier and stamped 
with their name and company address. 
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The sponsor has not provided the required 
information and/or evidence. 

You must: 
 

¶ email the sponsor using the óCoC 
further information requestô letter to 
request the relevant information and 
evidence, and  

¶ place the case in brought forward (b/f) 
for two weeks. 

The sponsor does not provide the 
requested information and /or evidence. 

You must:  
 

¶ complete the óchange of 
circumstancesô action within 
Metastorm without making any 
changes 

¶ write to the sponsor using the óCoC 
other changes decision notificationô 
letterô, and 

¶ inform them that the sponsor licensing 
unit cannot amend the details on their 
licence as they have not provided 
sufficient information and/or evidence. 

The sponsor provides all the information 
with appropriate evidence 

You must: 
 

¶ complete the óchange of 
circumstancesô action within 
Metastorm   

¶ add details of the names and 
addresses of the branches to be added 
and/or removed to the existing word 
document titled óbranches/linked 
entities/partnership detailsô saved in 
the correspondence tab in the sponsor 
record  

¶ if the document has not been created 
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previously create a word document 
titled óbranches/linked 
entities/partnership detailsô detailing 
the names and addresses of the 
branches to be added and/or removed, 
and save it as a stand alone document 
to the correspondence tab in the 
sponsor record, and 

¶ write to the sponsor using the óCoC 
other changes decision notificationô 
letter to confirm their record has been 
updated. 
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This page explains what to do when a Tier 4 sponsor requests to add a partner institution to 
their Tier 4 licence. 
 
 A Tier 4 sponsor can name another education provider as a ópartnerô institute where: 
 

¶ the ópartnerô institution provides a pre-sessional course prior to the migrant undertaking 
their main course of study at the main sponsorsô establishment, or 

¶ there is a contractual partnership agreement between the sponsor and the other 
education provider.  

 
All sponsors who want to add a partner institution to their licence must make the request 
using their sponsorship management system (SMS).  
 
Where the sponsor wants to add a partner to deliver pre-sessional courses, they must 
provide only the name and address of the establishment they wish to add. 
 
Where the sponsor wants to add a partner due to a contractual partnership agreement, both 
organisations must hold their own separate sponsor licence, must have a full satisfactory 
inspection, audit or review with one of the appropriate bodies and must hold highly trusted 
sponsor status. They must provide the name, address, sponsor licence number and 
accreditation details of the partner institution. 
 

If Then 

The sponsor does not provide all the 
required details. 
 

You must: 
 

¶ email the sponsor using the óCoC 
further information requestô letter  

¶ request them to provide all of the 
required details and any associated 
evidence. 

In this section 
Adding or removing 
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¶ place the case in brought forward (b/f) 
for 14 calendar days to await the 
information. 

The sponsor does not provide details or 
evidence. 

You must: 
 

¶ refuse the request 

¶ email the óCoC other changes 
decision notificationô letter  to the 
sponsor. 

The sponsor is asking to add a partner 
institution where there is a contractual 
partnership agreement in place and 
provides all the details and evidence. 

You must use the sponsor summary 
function in Metastorm to: 
 

¶ check that the main sponsor and the 
partner institution are licensed in Tier 
4 

¶ confirm that they are suitably 
inspected, audited or reviewed, and 

¶ check that the main sponsor and the 
partner institution hold highly trusted 
sponsor (HTS) status. 

The main sponsor and/or the partner 
institution: 
 

¶ is not licensed in Tier 4 
¶ is not suitably inspected, audited or 

reviewed , or 
¶ does not hold HTS status. 

 

You must: 
 

¶ refuse the request, and 

¶ write to the sponsor using the óCoC 
other changes decision notificationô 
letter explaining why the institution 
cannot be added as a partner. 
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The main sponsor and the partner 
institution: 
 

¶ are licensed in Tier 4  
¶ are suitably inspected, audited or 

reviewed, and 

¶ hold HTS status. 

You must: 
 

¶ add the partner to the sponsor licence 

¶ note the outcome in Metastorm, and  

¶ email the sponsor confirmation that 
the sponsor licensing unit accepts the 
agreement and copy in the partner 
institution.   

The sponsor is asking to add a partner 
institution to provide pre-sessional courses 
and provides details of the partner 
institutionôs name and address. 

You must: 
 

¶ add the partner to the sponsor licence 

¶ note the outcome in Metastorm, and  

¶ email the sponsor confirmation that 
the sponsor licensing unit accepts the 
agreement and copy in the pre-
sessional provider. 
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This section explains what to do when a sponsor informs the sponsor management unit 
(SMU) of a merger, takeover, de-merger or other structural change. 
 
Sponsors must notify the sponsor change of circumstances team where: 
 

¶ they are involved in a merger, takeover, partial takeover or de-merger 

¶ a transfer of undertakings (protection of employment) (TUPE) or similar is triggered, or 

¶ the sponsor sells part of their business and the controlling number of shares are 
transferred to the new owner. 
 

 
Sponsors must inform us within 28 days of the change taking place. They must use the 
sponsorôs sponsor management system (SMS) account using the óchange of circumstances 
ï otherô function or, if the change involves a change of name or address, using the óupdate 
organisation detailsô function. 
 
Existing sponsor 
When an existing sponsor notifies the Home Office of a merger or takeover, the notification 
must contain full details of: 
 

¶ the merger, acquisition, takeover, transfer of staff or de-merger (including the date the 
change was effective) 

¶ the new sponsor 

¶ name, nationality, date of birth, certificate of sponsorship and passport number of the 
points-based system (PBS) sponsored migrants:  
o transferring to the new sponsor, and 
o not transferring to the new sponsor.  

 
Making a licence dormant 

In this section 
Mergers and takeovers 
ï new sponsor 
 
Related links 
Managing the sponsor 
ratings 
Managing a licence 
surrender 
 
Links to staff intranet 
removed 
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When an existing sponsor has completely TUPE transferred all of its sponsored migrants to 
a new establishment, will no longer trade and does not want to sponsor further migrants, the 
authorising officer must submit a request to surrender the sponsor licence. 
 
The sponsor licensing unit will then remove them from the sponsor register and make the 
licence dormant allowing only a named level 1 user to report against the transferred 
migrants. 
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This page explains what to do when a new sponsor informs the sponsor management unit 
(SMU) of a merger or takeover. 
 
Where the new sponsor already has a sponsor licence they must notify SMU of the merger, 
acquisition, takeover, transfer of staff, or de-merger using their SMS account. 
 
The notification must contain: 
 

¶ full details of: 
o the merger, acquisition, takeover, transfer of staff, de-merger (including the date the 

change was effective) 
o the old and existing sponsor 
o name, nationality, date of birth, certificate of sponsorship and passport number of 

the points-based system (PBS) sponsored migrants transferring to the new sponsor 
and evidence the transfer is covered by Transfer of Undertakings (Protection of 
Employment) (TUPE) regulations (this may take the form of a letter from a solicitor 
detailing the transfer and confirming it is covered by TUPE regulations) 

¶ documentary evidence of the merger, takeover, acquisition, transfer of staff, de-merger 
(this can be an affidavit - a written declaration made on oath before a person 
authorised to administer oaths - from the company's solicitor, corporate lawyer or an 
original certified copy of the share purchase agreement) 

¶ whether any transferring migrants have been granted leave in the Tier 2 (Intra-
company transfer) (ICT) category, if so: 
o the sponsor must also provide evidence that the ICT link between the new sponsor 

and the overseas company used to obtain leave to enter or entry clearance has 
been maintained  

¶ confirmation: 
o the new sponsor is willing to take over all PBS responsibilities in relation to the 

transferring migrants, and  

Related links 
Links to staff intranet 
removed 
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o if the existing and old sponsor address needs to be added to the new sponsor 
licence as a branch (this will only be the case if migrants continue to be employed at 
the existing or old sponsor address). 

 
The table below details actions you must take. 

Ifé Thené 

The sponsor has not provided all the 
necessary details. 

You must : 
 

¶ write to the sponsor using the óCoC 
further information requestô letter 
asking for the missing information, and 

¶ note Metastorm and bring forward (b/f) 
for 14 days. 

The sponsor does not respond to our 
request. 

You must pass the sponsor details to the 
suspension and revocation team. 

The sponsor has provided all necessary 
details. 

You must: 
 

¶ note all details in Metastorm on both 
sponsor records   

¶ email MI Services (DCOP 
Performance Services) and request MI 
for the migrant details for the sponsor 
being taken over.   You must title the 
email óMI Request ï SMU Post 
Licensing CoS Checker Detailsô 

¶ if applicable, check the evidence to 
show whether any Tier 2 ICT 
conditions still apply, and 

¶ compare the notification from both 
sponsors for consistency of 
information. 
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The notification is for a full takeover and 
both sponsors hold a current licence. 

You must: 
 

¶ make the óoldô licence dormant 

¶ make sure the Metastorm record for 
the new sponsor is fully noted with all 
relevant details 

¶ send any information relating to the 
migrant to the relevant caseworking 
teams (details held on team ï speak 
to your manager about this) 

¶ write to both sponsors using the óCoC 
other changes decision notificationô 
letter confirming that the sponsor 
licensing unit have amended their 
records to reflect the changes. 

The notification indicates that this is a 
partial takeover or de-merger and both 
sponsors hold a current licence. 

You must check whether the óoldô sponsor 
wishes to keep their licence. 
 

The óoldô sponsor confirms that they wish to 
keep the licence. 

You must: 
 

¶ note both sponsor records with the 
details of the partial takeover 

¶ write to the sponsor using the óCoC 
other changes decision notificationô 
letter confirming that the sponsor 
licensing unit have amended their 
records to reflect the changes 

¶ review CoS/CAS allocation  

¶ advise the sponsor that they should 
report on migrants by emailing to 
T2&5migrantrep@ukba.gsi.gov.uk 
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The óoldô sponsor confirms that they do not 
wish to keep the licence. 

You must: 
 

¶ advise the sponsor to submit a 
request to surrender their licence 
using their sponsorship management 
system, and 

¶ alert the surrender team. 
 

The new sponsor does not hold a current 
licence. 

You must: 
 

¶ inform the new sponsor that they must 
apply for a sponsor licence within 28 
days of the merger, takeover, partial 
takeover or de-merger. 

¶ place the case in b/f to wait for a  
licence application. 

 

Either: 
 

¶ the new sponsor does not apply  
within 28 days, or 

¶ the new sponsors application is 
refused. 

You must: 
 

¶ check whether the existing sponsor is 
still trading, and  

¶ discuss the situation with your 
manager. You may need to refer the 
migrants for curtailment action. 

An A rated sponsor takes over another A 
rated sponsor. 

The new sponsor licence must remain as A 
rated. 

An A rated sponsor takes over a B rated 
sponsor. 

You must liaise with: 
 

¶ the re-rate team 

¶ the relevant regional duty office 

¶ the original compliance officer, and  

¶ arrange for the action plan to be 
removed. 

A B rated sponsor takes over an A rated or You must liaise with: 
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B rated sponsor.  

¶ the re-rate team 

¶ the relevant regional duty office 

¶ the original compliance officer as 
named on the compliance report  

¶ check if sponsor has met all of the 
conditions outlined in their action plan, 
and 

¶ the new sponsor licence must remain 
B rated until the action plan is 
complete. 
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This page explains what to do when a civil penalty has been issued to an existing sponsor.  
 
An employer can be issued with a civil penalty under civil penalty legislation when they 
employ migrant workers: 
 

¶ knowing that they do not have permission to work, or 

¶ 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 criminal case being prosecuted and a custodial sentence being awarded depending on the 
severity of the abuse. 
 
You must check on any change of circumstances request a sponsor submits to check if they 
have been issued with a civil penalty. You must check: 
 

¶ all notice of liability (NOL) and notice of potential liability (NOPL) spreadsheets  

¶ 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. 
 
If the civil penalty is within: 
 

¶ the objection or appeal period, or  

¶ the outcome has not yet been decided. 
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You must continue to consider any maintenance requests from the sponsor until it becomes 
clear that all appeal rights have been exhausted and the penalty has been imposed. 
 
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 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: 
 
Postal: CPCT, PO BOX 99, Manchester, M90 3WW 
Email: ukba.illegalworkingappeals.inbox@homeoffice.gsi.gov.uk. 
 
 
 

Links to staff intranet 
removed 
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This section explains what you must do when considering either an óin-yearô or a ófollow onô 
allocation request from a sponsor. 
 
In-year allocation request 
This is a request for additional certificates of sponsorship (CoS) or CAS (confirmation of 
acceptance for studies) within the allocation year. 
 
Follow on allocation request 
This is a request to renew the annual CoS and/or CAS allocation. 
 
Allocations 
Once a sponsor is licensed and has a sponsor management system (SMS) account, they 
are given an agreed number, or allocation, of CoS or CAS.  
 
For Tier 2 (General) and Tier 2 (Intra-company transfer) (ICT) the allocation is valid for a 12 
month period from the 6 April until the 5 April the following year.  
 
For all other tiers and categories the allocation period runs for 12 months from the date the 
original licence is granted and is renewed annually. The sponsor can apply to add a tier or 
category to an existing licence at any point during the four year licence period.  Therefore, 
an annual allocation in different tiers or categories can expire at different times. 
 
Sponsors are required to submit a follow-on request to renew their allocation of CoS or CAS 
every 12 months. Sponsors who have used their allocation and require additional CoS or 
CAS may also make an in-year request to have additional CoS or CAS added to their 
allocation before the 12 month period expires. 
 
For more information on allocations, see related link. 
 
For more information on processing requests in Metastorm see related links:  
 

In this section  
Follow-on and in-year 
allocation requests 
Reducing a sponsorôs 
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Cancelling a CoS or 
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¶ Amend CoS-CAS allocation (Follow On) user guide 

¶ Amend CoS-CAS allocation (In Year) user guide. 
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This page explains what to do when a sponsor submits a follow-on or in-year request for 
their certificate of sponsorship (CoS) or confirmation of acceptance of studies (CAS) 
allocation. 
 
Sponsors submit follow-on and in-year requests on their sponsor management system 
(SMS) account. You must: 
 

¶ check: 
o the sponsor has an active licence and correct rating to request a follow-on or in-year 

request 
o the sponsorôs previous allocation against the actual CoS or CAS usage 
o the civil penalties log 
o the suspend and revoke spreadsheet 
o any SMU visit report, and 

¶ consider 
o whether the previous allocation requested matches the sponsorôs CoS or CAS 

usage 
o the justification submitted with the request. 

 
For further information on the ósponsor summaryô function see related link: Monitoring a 
sponsor - sponsor summary. 
 
For Tier 4 sponsors requesting CAS you must also consider: 
 

¶ either the accrediting body report on the sponsor or SMU visit report, in particular the 
capacity of the premises if the sponsor has requested an increase in the number of 
CAS 

¶ whether the sponsor has educational oversight, for more information see section 
óEducational oversightô of related link: Policy guidance for Tier 4 sponsors 

¶ the accreditation report, and 
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¶ the maximum capacity per 15 hour teaching block. 
 
Some Tier 4 sponsors will be subject to a limit on the number of CAS they can request. 
Sponsors subject to a limit must still request a follow-on to be able to assign any permitted 
CAS within their limit. For further guidance on Tier 4 limits see related link:  Allocation 
consideration table ï Tier 4. 
 
Tier 4 maintaining educational oversight 
Tier 4 sponsors who have failed an interim health check with the educational oversight (EO) 
body are required to pass a full assessment within six months. During this time the CAS 
allocation will be set to zero and they will not be able to sponsor any new students. 
However, they may continue to sponsor students who are already studying with them. For 
full details see section óMaintaining your educational oversightô of related link: Policy 
guidance for Tier 4 sponsors. 
 
The table below details the actions you must take. 
 

Ifé Thené 

The sponsor has failed a health check with 
the accrediting body.  

You must: 
 

¶ set the allocation to zero, and 

¶ draft and issue the ôfollow-on/in year 
allocation decision notificationô letter 
informing them of their allocation. 

 

The sponsor has passed a full assessment 
with the accrediting body within six months 
of the EO fail.   

You must: 
 

¶ grant:  
o the full allocation requested, or 
o a proportion of the allocation 

requested 

¶ update Metastorm to reflect the 
allocation granted 

¶ add a justification to Metastorm from 
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the templates available, and 

¶ draft and issue the ófollow-on/In-year 
allocation decision notificationô letter  to 
the sponsor to inform them of their 
allocation. 

 

The sponsor has not passed a full 
assessment within six months of the EO fail 
with the accrediting body.  
 
 

You must; 
 

¶ pass the case to the manage rating 
team for legacy rating. 

 
For further information on legacy sponsors 
see related link: Tier 4 legacy sponsors. 
 

 
B-rated and legacy sponsors 
B-rated sponsors in Tier 2 and Tier 5 and legacy sponsors in Tier 4 can only assign CoS 
and CAS for any migrants they currently sponsor to allow them to extend their leave. For 
further information on B-rated and legacy sponsors see related link: Allocation consideration 
table ï Tier 4.  
 
The table below details the actions you must take. 
 

Ifé Thené 

After consideration you: 
 

¶ grant the full allocation requested 

¶ grant a proportion of the allocation 
requested,  or 

¶ set the sponsorôs allocation to zero. 

You must: 
 

¶ update Metastorm to reflect the 
allocation granted 

¶ add a justification to Metastorm from 
the templates available, and 

¶ draft and issue the ófollow-on/In-year 
allocation decision notificationô letter  to 
the sponsor informing them of their 
allocation.  
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The sponsor is listed as having received a 
civil penalty. 

You must discuss with your manager and 
agree further action 

The sponsor is subject to suspension or 
revocation action. 
 

You must: 
 

¶ discuss with the suspension and 
revocation team, and 

¶ b/f the follow-on request until the 
outcome of the suspension/revocation 
action is complete. 

 
For further information on tier and category specific information when considering follow-on 
and in-year requests: see related links. 
 
For further information on recording your decision in Metastorm please see related links: 
  

¶ Amend CoS-CAS allocation (Follow On) user guide 

¶ Amend CoS-CAS allocation (In Year) user guide. 
. 
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This page explains what to do when you need to reduce a sponsorôs allocation. 
  
You may receive a request from a compliance officer to reduce a sponsorôs allocation as a 
result of a sponsor management unit visit. These requests may contain non-disclosable 
evidence and in these circumstances you must keep to the following guidance. 
 

¶ The compliance officer must email the request to the sponsor licensing unit (SLU).   
The request must be specific, for instance they must tell SLU: 
o exactly what the allocation must be reduced to, and  
o full details of the circumstances.   

¶ When you receive the request, you must forward the email to the assistant director for 
sponsorship, and copy in the team managers.  You must include: 
o a draft paragraph that will be issued to the sponsor explaining why SLU have 

reduced the allocation, and  
o the name of the compliance officer as the point of contact.  

¶ The assistant director for sponsorship will review the case and contact the compliance 
officer if required. 

¶ Once the assistant director has granted approval, you must make the adjustments to 
the allocation on Metastorm. You must:  
o add a note to say the action was requested by the named compliance officer and 

approved by the assistant director for sponsorship, and   
o not enter the full details on Metastorm. 

 
If you receive any further correspondence from the sponsor you must forward it on to the 
compliance officer for action. 
 
For more information on processing a reduced allocation in Metastorm, see related link: 
Amend CoS-CAS Allocation (Decrease) - user guide. 
 

In this section 
Follow-on and in-year 
allocation requests 
Cancelling a CoS or 
CAS 
 
Related links 
Links to staff intranet 
removed 
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This page explains why you may need to cancel a certificate of sponsorship (CoS) or 
confirmation of acceptance of studies (CAS) and what to do. 
 
Reasons for cancelling a CoS or CAS may include: 
 

¶ a sponsor being unable to cancel a CoS or CAS, or 

¶ a specific migrant wants the CoS or CAS cancelling but the sponsor is unable or 
unwilling to cancel it. 

 
A sponsor requests cancellation of a CoS or CAS 
A sponsorôs request to cancel a CoS or CAS must be submitted by email, letter or fax and 
may be submitted by either, the authorising officer (AO), key contact (KC) or level 1 (L1) 
user. 

If Then 

The sponsor has submitted the request.  You must: 
 

¶ check Metastorm to make sure the 
requester: 
o is named on the sponsor licence, 

and 
o is the AO, KC or  L1 user. 

¶ establish there is a valid reason for 
the request, and  

¶ save the emailed request as a 
óstandalone letterô to the 
correspondence tab of the sponsor 
licence record on Metastorm or, if the 
request was submitted by fax or letter, 
you must scan the document and 
save it to the correspondence tab on 

In this section 
Follow-on and in-year 
allocation requests 
Reducing a sponsorôs 
allocation 
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Metastorm using the óstandalone 
letterô function. 

The sponsor has provided a valid 
reason for the request. 

You must pass your recommendation to 
your manager for authorisation. 

 Your manager authorises the request. You must: 
 

¶ update Metastorm, and  

¶ cancel the CoS  or CAS. 

Your manager does not authorise the 
request. 

You must issue the sponsor with a letter 
informing them of the decision. 

The sponsor has not provided a valid 
reason for the request. 
 

You must: 
 

¶ contact the sponsor to obtain further 
information, and  

¶ based on any new evidence make a 
recommendation to your manager. 

 
A migrant requests cancellation of a CoS or CAS  
If the sponsor is unable or unwilling to cancel a CoS assigned to a migrant, the migrant may 
contact the sponsor licensing unit (SLU), by telephone, letter or email, to request SLU 
cancel the CoS or CAS on their behalf. 

If Then 
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A migrant has submitted a request to 
cancel their CoS.  

You must check that: 
 

¶ the migrant has undertaken the 
following actions: 
o the migrant has written to the 

sponsor requesting their CoS is 
cancelled 

o they have sent a further letter after 
five days requesting the sponsor 
cancel the CoS, and  

o a total of 10 days has expired 
without the CoS being cancelled 

¶ the migrant has submitted evidence of 
correspondence with the sponsor. 

The migrant has met the required 
actions. 
 

You must  contact the sponsor to establish 
why they have not cancelled the CoS. 

The migrant has not met the required 
actions. 
 

You must contact the migrant and inform 
them of what they must do before SLU can 
raise their request with the sponsor. 

 
You must: 
 

¶ explain to the sponsor that the assigning or use of a CoS does not prevent a migrant 
deciding to refuse an offer of employment or seek alternative employment, and 

¶ give the sponsor an opportunity to cancel the CoS themselves.  
 

If Then 

After 24 hours they have cancelled the 
CoS.  

You must inform the migrant the sponsor 
has cancelled the CoS. 
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After 24 hours they have not cancelled 
the CoS.  

You must: 
 

¶ cancel the CoS, and  

¶ issue a letter to both the sponsor and 
migrant informing them of your action. 

 
Depending upon the reason for the sponsor 
failing or refusing to cancel the CoS you 
may wish to inform the suspensions team 
if: 
 

¶ there are any concerns regarding the 
sponsorôs treatment of migrants, or  

¶ any potential failing of their sponsor 
duties. 
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This page explains what to do if you receive a referral from the migrant caseworking team 
identifying concerns about a sponsor under the points-based system.  
 
The migrant caseworking team must refer any concerns from their caseworking, involving a 
sponsor, to the sponsor investigations team (SIT).    
 
There are a range of circumstances that migrant caseworkers might report to SIT. The 
following list provides you with some examples but it is not exhaustive.  
 

¶ The migrantôs leave has been curtailed. Potentially the sponsor may be aware of that 
curtailment of leave, for example, if they notified the Home Office of a premature end to 
the migrantôs employment.  There may be other circumstances the sponsor may not be 
aware of and you may need to inform them. 

¶ The salary claimed by the migrant in their leave application is significantly different to 
the salary the sponsor has claimed on the certificate of sponsorship (CoS). You must 
consider whether: 
o the employer accidentally recorded an incorrect salary on the CoS  
o the discrepancy has arisen for some other reason, or  
o it may be appropriate to undertake a review of the CoS issued by the sponsor to 

other migrants to explore whether this is a one-off case or a more general pattern of 
behaviour.  

¶ They may raise concerns about the experience and/or qualifications of the migrant 
recruited to fill a particular job role. You must consider whether: 
o to discuss this directly with the sponsor 
o refer them for a visit, or  
o set a review point soon after the migrant starts work with a view to investigating the 
sponsorôs practices.  

¶ They may raise concerns that the sponsor has assigned a CoS indicating the vacancy 
was a shortage occupation when it actually is not. 

¶ They may raise concerns that the migrant has followed the same course of study with 
the same sponsor twice or the sponsor is continuing to sponsor the migrant even 
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though they have already failed a re-sit. 
 
You must discuss any referrals with your line manager to agree the appropriate action to 
take.  
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This page will explain how you can use the ósponsor summaryô function in Metastorm to 
access up to date information on a sponsor licence. 
 
The ósponsor summaryô screen in Metastorm is a tool you can use to: 
 

¶ review the history of a sponsor licence 

¶ determine the current status of the licence, or 

¶ monitor any current activity relating to the licence. 
 
The ósponsor summaryô screen displays information about the managed sponsor record. 
You can use the ósponsor summaryô screen access information on areas such as: 
 

¶ sponsor history 

¶ cases linked to sponsor 

¶ granted tiers 

¶ allocation history 

¶ application 

¶ re-rating history 

¶ visits 

¶ action plans 

¶ premium  customer service, or  

¶ renewals. 
 
You must use the ósponsor summaryô function to access all the information you will need to 
review a sponsors recent licence activity when you are considering any application or 
request from a sponsor. 
 
For more information on carrying out a sponsor summary search, see related link: Sponsor 
summary search user guide. 
 

Related links 
 
Links to staff intranet 
removed 
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This section explains the individual areas of caseworking which may prompt a review of a 
sponsor licence and indicators of areas for consideration.  
 
 

In this section 
Why we review a 
sponsor licence 
When to review a 
sponsor licence 
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outcomes 
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removed 
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This page explains why the Home Office review sponsor licences. 
 
Each time there is an interaction between the sponsor and the sponsor licensing unit (SLU) 
the licence must be reviewed to make sure that any action is not considered or implemented 
in isolation from other activities relating to the licence. 
 
Reviewing a licence means you can identify whether: 
 

¶ the sponsorôs previous activity provides any cause for concern, and  

¶ any requests the sponsor submits  indicate any changes to their business or structure 
they have not notified the Home Office about. 

 
Mandatory activities (for example considering a licence renewal) provide an opportunity to 
identify sponsors who have had limited interaction with SLU and may not have been 
reviewed previously, for instance: 
 

¶ sponsors who have not submitted any migrant reporting,  

¶ change of circumstance requests, or  

¶ requested in-year or follow-on allocation requests.  
 

In this section 
Why we review a 
sponsor licence 
When to review a 
sponsor licence 
How to review a 
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This page tells you when you must review a sponsor licence. 
 
The majority of sponsor interactions occur when the sponsor submits a change of 
circumstances request from their SMS account. It is during these interactions that you must 
review the licence activity. 
 
Examples of when to review a sponsor licence include: 
 

¶ sponsor requesting changes to key personnel 

¶ sponsor requesting branches be added to a sponsor licence 

¶ sponsor making in-year and follow-on requests for CoS and CAS 

¶ applications for Premium service 

¶ applications to renew a sponsor licence, or 

¶ applications for HTS status. 
 
Many other sponsor interactions, for example, managing a sponsor licence for a B-rated 
sponsor with an action plan, involve reviewing the sponsorôs licence as part of the 
caseworking action.  
 
For further information on reviewing a sponsor licence under caseworking actions see 
related links. 
 

In this section 
Why we review a 
sponsor licence 
When to review a 
sponsor licence 
How to review a 
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This page tells you how you undertake a review of a sponsor licence. 
 
When reviewing a sponsor licence you must consider: 
 

¶ the duration or length of time the licence has been active 
¶ when mandatory checks were last undertaken 
¶ the number of requests submitted by the sponsor against the size of the organisation 
¶ compliance activity (including re-rates and suspensions), and 

¶ visit history. 
 
Metastorm is the primary source of information when undertaking a review of a sponsor 
licence. It holds records of activity for every sponsor licence granted since the introduction of 
the points-based system (PBS) in February 2008. 
 
You can search for and view sponsor details on Metastorm by opening a ósponsor summary 
searchô. For guidance, see related link: Monitoring a sponsor - sponsor summary.  
 
You can use the sponsor summary search to: 
 

¶ review the sponsorôs licence history and related activity 

¶ identify what checks have been done on the sponsor 

¶ identify and review any compliance activity including compliance visits and reports 

¶ identify other current change of circumstance requests the sponsor has submitted 

¶ identify any ongoing actions, and 

¶ confirm the information held on the sponsor licence to make sure that the information 
is accurate.  

 
Many of the checks you are required to do for a review are the same as those made when 
considering a new application.  For more information on how to make these checks, see 
related link: Pre-licensing checks. 

In this section 
Why we review a 
sponsor licence 
When to review a 
sponsor licence 
Sponsor licence review 
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This page tells you what to do when you have reviewed a sponsor licence. 
 
Non-compliance or further investigation 
If you have identified any areas you consider require further consideration or investigation 
you must: 
 

¶ speak with your line manager, explaining your findings from the review 

¶ if appropriate, contact the sponsor directly for clarification 

¶ where you identify evidence of non-compliance, forward your findings to the 
suspension and revocation team using related link 

¶ where you identify areas which may require further investigation or a compliance visit 
forward your findings to the sponsor investigation team using the related link. 

 
No further action required 
Where your review has identified that: 
 

¶ there are no compliance concerns, and  

¶ there are no areas which would require further investigation. 
 
Update Metastorm with any caseworking actions you have undertaken and take no further 
action. 

In this section 
Why we review a sponsor 
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When to review a sponsor 
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This page tells you what to consider when you must request a post-licence compliance visit. 
 
A post-licence compliance visit may result from any of the following circumstances: 
 

¶ the sponsor requests an on-site visit and it is in connection with: 
o a possible revocation   
o re-rating action from A to B, or 
o the monitoring of a B rated action plan  

¶ a review of a B-rated action plan is triggered and the review can only be done by 
speaking to people on-site and reviewing their systems in place (such as IT systems) 

¶ the sponsor management unit are informed of, or identify, significant concerns with a 
sponsor (for example, through trend analysis of sponsor management system 
information) and the only satisfactory way to resolve that concern is through an on-site 
visit 

¶ the visit is a result of intelligence received from  the temporary migration intelligence 
hub 

¶ a sponsor applies for premium or SME+ service, or 

¶ a sponsor applies to renew their licence. 
 
If a case hits a risk profile you must refer it for a post-licence visit unless it is inappropriate to 
do so.  It would be inappropriate, if for example, there has been a recent visit to the sponsor 
as another visit will not provide you with any new information. 
 
For more information on referring for a compliance visit or performing risk checks, see 
related links. 
 

Related links 
Links to staff intranet 
removed 
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This section explains how a sponsorôs licence rating or status can change and the actions to 
take. 
 
Reasons why a licence rating or status may change 
After a sponsor is licensed, the sponsor management unit (SMU) will continue to review the 
sponsorôs activity and their ability to meet their obligations during the four year period of the 
licence. If a review of the sponsor or a third party identifies any issues, the compliance team 
will investigate.   
 
A Tier 2 or Tier 5 A-rated sponsor may also apply for premium or SME+ service at any point 
during the licence period. For more information on the premium and SME+ service, see the 
link on the left. 
 
A Tier 4 sponsor may apply for highly trusted sponsor (HTS) status. For more information, 
see related link. 
 
Any sponsor may also apply to surrender their licence or a tier or category within their 
licence at any point during the licence period. 
 
Depending on the outcome of the investigations and considerations, the sponsor licensing 
unit may make any of the following decisions: 
 

¶ re-rate a B-rated sponsor to an A-rated sponsor  

¶ re-rate an A-rated sponsor  to a B-rated sponsor with an action plan  

¶ maintain the sponsorôs current rating 

¶ award premium or SME+ service and re-rate an A-rated sponsor to an A-rated 
(premium) or A-rated (SME+) sponsor 

¶ allow the sponsor to surrender their licence 

¶ grant HTS status and re-rate the A-rated Tier 4 sponsor to an HTS sponsor 

¶ award a Tier 4 sponsor legacy status 

In this section 
Managing the sponsor 
rating 
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Managing a licence 
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¶ suspend the sponsor pending investigations into the severity of any issues, or 

¶ revoke the sponsorôs licence and de-activate the sponsorôs sponsor management 
system (SMS) account. 
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This section explains what to consider when managing sponsor ratings and what to do if you 
need to change a rating. 
 
Reasons for amending a sponsor licence rating 
The sponsor licensing unit (SLU) may need to consider amending a sponsorôs rating in any 
tier, category or sub-category for a number of reasons.  For example, the sponsor: 
 

¶ successfully completes an action plan 

¶ is failing to maintain their sponsor obligations and is re-rated to a B-rating but agrees 
to follow an action plan to allow them to improve their performance 

¶ is awarded highly trusted sponsor (HTS) status 

¶ loses its HTS status (also leading to revocation of the licence) 

¶ becomes a legacy sponsor 

¶ is awarded premium or SME+ service 

¶ does not renew its premium or SME+ service, or  

¶ is successful in legal proceedings against a Home Office decision. 
 
Any of the above can result in a number of licence rating actions. 
 
For details of all possible ratings and the circumstances in which they are applied see 
related link: Manage ratings table. 
 
For more information on what to do if you need to change or maintain a rating, see related 
link. 
 
Primary and secondary manager checks 
For an overview on how to do management checks on Metastorm, see related link: 
Metastorm functions for managers. 
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This page explains what to do if you need to change or maintain a sponsor rating. 
 
The sponsor licensing unit (SLU) may want to amend a sponsorôs rating. The table below 
details the actions that you must take for each type of managing a sponsorôs rating. Before 
taking any of the actions detailed in the table make sure you read the related link: Managing 
sponsor ratings ï limits to the number of action plans. 
 

Ifé Thené 

You are satisfied a Tier 2 and/or Tier 
5 B-rated sponsor: 
 

¶ has met all the conditions of 
their initial action plan 

¶ can fully meet their sponsor 
duties, and  

¶ can be A-rated.  
 
( a re-rate from B to A) 

You must: 
 

¶ complete the action plan case 

¶ update Metastorm with new rating 

¶ write to the sponsor using the óRe-rate B 
ï A confirmationô to confirm and save the 
letter to the re-rate case 

¶ inform the sponsor they may now apply 
for a new allocation of certificates of 
sponsorship (CoS).  

You are satisfied an A-rated sponsor: 
 

¶ continues to meet their sponsor 
duties, and  

¶ can continue as an A-rated 
sponsor.  

 
(a maintain rating as A) 

You must: 
 

¶ update Metastorm with correct 
maintained rating, and 

¶ write to the sponsor using the óRe-rate 
maintain A rating and status notificationô 
letter to confirm save the letter to the re-
rate case. 

 

You are satisfied a Tier 2 and/or Tier 
5 A-rated sponsor: 
 

You must: 
 

¶ write to the sponsor using the óRe-rate A-
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¶ is failing to meet their sponsor 
duties as an A-rated sponsor but 
a limited action plan would allow 
them to make the necessary 
improvements to return to an A-
rating (a re-rate A to B), or 

¶ has met the terms of their initial 
action plan but new areas have 
been identified.  

 
(a maintain B with new action plan) 
 

B intention notificationô or óRe-rate 
maintain B-rating intention notification 
new action planô letter advising them of 
SLUôs intention to downgrade their rating 
from A to B or maintain their B-rating with 
a new action plan 

¶ email the letter(s) to the authorising 
officer and key contact and send a hard 
copy by recorded delivery 

¶ request a delivery receipt for the email 
(see related link: Read receipt) 

¶ bring forward (b/f) the case for 28 days to 
await a response from the sponsor. 

 
See related link: Managing sponsor ratings - 
limits to the number of action plans. 

The sponsor responds and does not 
agree with rating decision or action 
plan. 

You must consider their arguments or 
objections to the reasons stated for re-rating. 

The sponsor either: 
 

¶ responds and agrees to the 
rating decision and action plan 
(a re-rate A to B or a maintain B 
with a new action plan) 

¶ does not respond to intention 
letter, or 

 
You have considered their arguments 
and still consider: 
 

¶ they must be down rated to a B, 
or  

¶ maintain their B-rating with a 

You must: 
 

¶ update Metastorm with the new or 
maintained rating 

¶ set the sponsorôs CoS and allocations to 
the number they have already used (you 
can find the number in the óallocation 
historyô tab in sponsor summary in 
Metastorm), this makes sure the sponsor 
cannot allocate any more CoS  

¶ write to the sponsor using the óRe-rate A-
B confirmation notification invoiceô or the 
óre-rate maintain B-rating confirmation 
notification invoiceô letter confirming 
rating and asking the sponsor to pay the 
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new action plan. action plan fee using the functionality in 
their SMS account.  

¶ email the letter(s) to the authorising 
officer and key contact, and send a hard 
copy by recorded delivery.  

¶ request a delivery receipt for the email for 
more information, see related link: Read 
receipt. 
 

The action plan case will move into your 
ówatchlistô in Metastorm to await payment. 

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

You must: 
 

¶ contact the sponsor by telephone to 
confirm the correct email address 

¶ re-send the email to the address the 
sponsor confirms 

¶ 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 
days. 

You must: 
 

¶ write to the sponsor using: 
o the óRe-rate A-B confirmation 
notification action planô, or  

o the óRe-rate maintain B confirmation 
notification new action plan attachedô 
letter to confirm the rating, and 

¶ issue the initial action plan or the new 
action plan.  

The sponsor declines to pay and 
forwards the surrender declaration. 

Metastorm will automatically generate a 
ósurrender caseô  for consideration and you 
must inform the surrender team who must 
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allocate the case for action. 

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

 The facility to pay using the sponsor 
management system (SMS) is no longer 
available at this point and a surrender case 
has been generated so 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: 
 

¶ close down the action plan case and 
associated surrender case 

¶ open a new action plan case and re-issue 
the ógrant B action planô letter and ógrant 
B invoiceô letter by email to the 
authorizing officer  and key contact, and 

¶ place the case in brought forward (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. 

The sponsor does not pay the fee 
within 14 days. 

Metastorm will generate a suspension case. 
 
You must inform the suspension and 
revocation team who must allocate the case 
for action. 

You are satisfied a Tier 4 sponsor 
has met all the requirements to be 
rated a highly trusted sponsor (HTS). 
 

You must: 
 

¶ update Metastorm with the new rating, 
and 
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(a re-rate A  to HTS) ¶ write to the sponsor using the óHTS 
decision notification grantô letter to 
confirm their new rating. 

You are satisfied a Tier 4 sponsor 
continues to meet all the 
requirements to be rated HTS when 
they apply to renew their status.  
 
(a maintain HTS) 

You must: 
 

¶ update Metastorm with the maintained 
rating, and 

¶ write to the sponsor using the óHTS 
decision notification renewal grantô letter 
to confirm their maintained rating. 

You are not satisfied the Tier 4 
sponsor continues to meet all the 
requirements to be rated HTS when 
they apply to renew their status.  
 
 

You must begin suspension and revocation 
action. 

 
For more information on suspending a Tier 4 
licence, see related link: Suspending and 
revoking a Tier 4 licence. 

You are satisfied the sponsor meets 
all the criteria to be awarded premium 
or SME+ service.  
 
(A ï A (Premium or SME+) 

You must: 
  

¶ open a re-rate case from within the 
premium service application and update 
Metastorm with the new rating 

¶ write to the sponsor using the 
óPremium/SME+ service decision 
notification approvalô letter to confirm they 
have been awarded premium or SME+ 
service. 

You are satisfied an A rated sponsor 
with premium or SME+ service is 
failing to meet their sponsor duties as 
an A-rated sponsor but that a limited 
action plan would allow them to make 
the necessary improvements to return 
to an A rating  
 

You must: 
 

¶ update Metastorm with the correct rating 

¶ follow the process detailed in Re-rate A ï
B above, and 

¶ write to the sponsor confirming that they 
no longer have premium or SME+ 
service. 
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(A (Premium or SME+)- B) 
 



 

Page 134 of 169                              Points-based system sponsor licensing ï Maintenance v9.0                           Valid from 3 June 2013 

PBS sponsor licensing ï maintenance 
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This page tells you how many action plans a sponsor can have and what to do when a 
sponsor reaches that limit. 
 
Considerations when re-rating to a B-rating or maintaining a B-rating with a new 
action plan 
Sponsors can only be B-rated with an action plan twice during the validity period of their 
licence.  
 
If you are considering re-rating a sponsor to a B or maintaining a B-rating with a new action 
plan, you must check the órating historyô tab in the sponsor summary function to confirm how 
many times the sponsor has previously been B-rated during the validity period of their 
licence. 
 
If the sponsor has been B-rated twice previously and this re-rate would mean a third B-rating 
during the validity period of their licence, you must refer the case to the suspensions and 
revocations team for action.  
 
The validity period of a sponsor licence is the four year period from the initial grant date and 
each subsequent four year renewal period.  
 
If the sponsor has renewed their sponsor licence and the period covered by the action plan: 
 

¶ starts during the validity period of the initial licence, and 

¶ ends during the validity period of the renewed licence 
 
they will be treated as having been B-rated during the validity period of the renewed licence. 
This will count towards the total number of times the sponsor is allowed to be B-rated during 
the validity period of the renewed licence. 
 
For example, the:   
 

In this section 
Managing sponsor 
ratings- change or 
maintain a rating 
 
Related links 
Sponsor complaints 
 
Links to staff intranet 
removed 
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¶ sponsor was licensed for four years on 31 January 2009 

¶ action plan started on 1 December 2012  

¶ sponsor licence was renewed for a further four years on  31 January 2013 

¶ action plan ended 1 March 2013. 
 
The sponsor has been issued one action plan during the validity period of their current 
renewed licence. 
 
For more information on B-ratings, see related link: Sponsor guidance. 
 
For more information on allocations and highly trusted sponsor consideration, see related 
links. 
 
For information on any sponsor complaints or claims for compensation arising from this re-
rating process, see related link: Sponsor complaints. 
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This section explains how to suspend a licence when considering revocation action.  It also 
tells you about lifting a suspension, revoking a sponsor licence and re-instating a revoked 
licence.  
 
The reasons for revoking a licence are set out in the sponsor guidance, see related link. 
 
Before revoking any licence, the Home Office suspends the licence awaiting the outcome of 
investigations and representations from the sponsors on the issues leading to the 
suspension.  
 
If the revocation is a mandatory revocation, the sponsor will be revoked immediately. See 
related link: Sponsor guidance.  
 
Updating other Home Office teams 
Once you have completed suspension, revocation or re-instatement actions on Metastorm, 
the sponsorship analysis team (MI) update the external and internal register of sponsors to 
reflect the licence status. 
 
You must immediately inform Home Office colleagues that you have suspended, revoked or 
re-instated a licence. You must email the notification to all the named individuals on the 
stakeholder list. The list is held on the team shared mailbox titled ósponsor suspension 
contactsô and is updated on a regular basis. 
 
When the higher executive officer (HEO) manager has completed the revocation process, 
the sponsorship analysis team (MI) produce a report giving details of the status of all 
certificates of sponsorship (CoS) or confirmation of acceptance for studies (CAS) assigned 
by the sponsor. This will allow in the UK casework teams to curtail migrant leave where 
necessary. 
 
For more information on any sponsor complaints or claims for compensation arising from 
this suspension and revocation, see related link: Sponsor complaints. 

In this section 
Considering suspending 
a sponsor licence 
Suspending a licence ï 
management checks  
Suspending a licence ï 
legal challenges  
Revoking a sponsor 
licence 
Revoking a sponsor 
licence ï mandatory 
revocation 
Lifting suspension and 
downgrading sponsor 
licence 
Lifting suspension and 
keep original rating 
Re-instating a revoked 
licence 
 
Related links 
Managing the sponsor 
rating 
Sponsor complaints 
 
 
 
 
 
 
 



 

Page 137 of 169                              Points-based system sponsor licensing ï Maintenance v9.0                           Valid from 3 June 2013 

 
 
 

 
Links to staff intranet 
removed 
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This page explains what to consider when you receive a recommendation to suspend a 
sponsorôs licence. 
 
Mandatory reasons for suspending a sponsor licence 
You must suspend a sponsor licence when the sponsor does not pay an action plan fee.  A 
suspension case is generated automatically if the sponsor does not pay. 
 
Consideration of the recommendation to suspend is not required as revocation for the above 
is mandatory. You must start revocation action immediately, see related link: Revoking a 
sponsor licence. 
 
Reasons for suspending a sponsor licence 
You must consider suspending a sponsor licence: 
 

¶ as a result of issues raised during a compliance visit when another source supplies 
adverse information (for example, other government departments or agencies) 

¶ when you receive a notification the maximum civil penalty has been issued 

¶ as a result of issues raised during an intelligence led investigation 

¶ if the sponsor stops having an operating and/or trading presence in the UK 

¶ if the sponsor enters into voluntary or compulsory liquidation 

¶ If a sponsorôs highly trusted sponsors (HTS) status application or HTS renewal 
application is refused, or 

¶ If the sponsorôs HTS status is not renewed.  
 
Receiving the recommendation for suspension 
You must consider every recommendation for suspension against the sponsor guidance 
before you take any further action. As the executive officer (EO) manager responsible, when 
you receive a recommendation to suspend a sponsor licence suspension, you must: 
 

¶ log the report on the suspension and revocation spreadsheet, and 
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management checks  
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Revoking a sponsor 
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¶ do an initial management check to establish whether the evidence provided will 
support a suspension decision. 

 

Ifé Thené 

The evidence indicates the licence must 
be considered for suspension. 

You  must: 
 

¶ update the suspension and 
revocation spreadsheet, and 

¶ pass to a caseworker for action. 

The evidence, visit report and sponsor 
guidance does not indicate the licence 
must be considered for suspension. 

You must: 
 

¶ reject the suspension 
recommendation 

¶ notify the compliance officer of the 
reasons for your decision, and 

¶ consider whether re-rating may be 
appropriate and, if so, you must 
pass to the re-rating manager for 
action. 

 
Caseworking a suspension case 
 

Ifé Thené 

The visit report and sponsor guidance 
support the recommendation of 
suspension and your manager passes 
you a case to prepare. 

You must: 
 

¶ update suspension and revocation 
spreadsheet 

¶ create a file, this includes: 
o completing a suspension and 

revocation brief sheet, and 
o a draft letter, in preparation of 

any suspension or subsequent 
revocation action 

¶ pass the file to the  higher 
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executive officer (HEO) manager 
for an initial letter  check. 

 

The visit report and sponsor guidance 
does not support the recommendation of 
suspension after initial caseworking.  

You must: 
 

¶ pass the file to your line manager 
who will decide on returning to the 
appropriate source 

¶ if the breach of sponsorship duties 
does not justify suspension but 
may need re-rating, pass the case 
to the re-rating manager to 
consider. 

You require further information to 
support a decision or the visit report 
requires amending.  

You must contact either the compliance 
officer or regional sponsor management 
unit (SMU) duty office and tell them 
what you require. 
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This page tells team managers what they must do when they are approving a 
recommendation to suspend a sponsorôs licence. 
 
When you have checked and approved a suspension recommendation you must submit the 
case file to the assistant director for further consideration. If the assistant director agrees to 
suspend the sponsor licence it must be authorised by the director before you can take any 
further action. If the suspension is as a result of the sponsor having no trading presence in 
the UK then you only need the assistant director to authorise. 
 

Ifé Thené 

The suspension is authorised by the 
director and passed to a caseworker for 
action. 

The caseworker must: 
 

¶ update the suspension and revocation 
spreadsheet 

¶ suspend the sponsor licence using the 
ósuspend a licenceô function in 
Metastorm 

¶ issue the prepared drafted letter 
informing the sponsor of the 
suspension   

¶ inform contacts on the stakeholder 
notification list of the suspension, and 

¶ record the suspension on the statistics 
board and the weekly statistics 
spreadsheet. 

The suspension is not authorised by the 
assistant director.  

You must: 
 

¶ lift suspension and downgrade to a B 
rating if recommended, or 

¶ lift suspension and maintain the 

In this section 
Considering suspending 
a sponsor licence 
Suspending a licence ï 
legal challenges  
Revoking a sponsor 
licence 
Revoking a sponsor 
licence ï mandatory 
revocation 
Lifting suspension and 
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licence 
Lifting suspension and 
keep original rating 
Re-instating a revoked 
licence 
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sponsorôs original rating. 
 
See related link: Lifting suspension and 
downgrading sponsor licence. 

After 28 days, the sponsor has not 
responded to your letter informing them of 
the suspension. 

The executive officer (EO) manager must: 
 

¶ update the suspension and revocation 
spreadsheet, and 

¶ pass the case to a higher executive 
officer (HEO) manager for immediate 
revocation. 

After 28 days, the sponsor has responded 
to your letter and provided an explanation. 

The EO manager must pass the case to an 
HEO manager to consider the explanation. 

The explanations require further 
investigation. 

The HEO manager must  either: 
 

¶ request further information from the 
sponsor, or  

¶ refer the sponsor to be visited by the 
regional sponsor management unit. 

Either: 
 

¶ the explanations are accepted, or 

¶ the compliance officer has given an 
acceptable explanation in their visit 
report. 

 

The HEO manager must: 
 

¶ prepare a brief sheet and draft letter 
for assistant director authorisation 

¶ lift the suspension on Metastorm and 
consider the appropriate sponsor 
rating 

¶ notify the authorising officer (AO) of 
the decision 

¶ update the suspension and revocation 
spreadsheet 

¶ record the decision on the statistics 
board 

¶ inform contacts on the stakeholder 
notification list of the re-instatement, 
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and 

¶ pass to the re-rating manager to 
consider if appropriate. 

The explanations are rejected. The HEO manager must: 
 

¶ update Metastorm 

¶ update the suspension and revocation 
spreadsheet, and 

¶ take revocation action, see related link: 
Revoking a sponsor licence. 
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This page tells you what to do when a legal challenge to suspending a sponsorôs licence has 
been successful. 
 
When a sponsor has successfully legally challenged a decision to suspend their licence and 
a court ruling is in place to lift the suspension the higher executive officer (HEO) manager 
must carry this out immediately. You are not required to get authorisation to do this. 
 

Ifé Thené 

The judgement has ruled 
suspension must be lifted. 

The HEO manager must: 
 

¶ lift the suspension of  the sponsor licence on 
Metastorm including the date of the judgement 
and the presiding judge 

¶ issue a óCourt ordered re-instatementô letter to 
the authorising officer by recorded delivery and 
email, and 

¶ inform contacts on the stakeholder notification 
list by email. 
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This page explains what to do if you need to revoke a sponsorôs licence. 
 
When a sponsor has had their licence suspended the files are stored in the kanban until the 
28 day period for the submission of representations expires. The table below tells you what 
to do after the 28 days. 
 

Ifé Thené 

After 28 days, the sponsor has not 
submitted an explanation. 

The executive officer (EO) manager must: 
 

¶ update the suspension and revocation 
spreadsheet 

¶ pass the case to a higher executive officer 
(HEO) manager to consider the evidence in the 
case file, including: 
o the suspension letter 
o visit report 
o brief sheet  
o any previous or current B-rated action plan, 

and  
o the severity of the breach of sponsorship 

¶ make a decision based on the above evidence 
as to whether to recommend revocation 

¶ prepare a letter to the sponsor  

¶ send it to assistant director with the 
recommendation. 

In this section 
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The sponsor has submitted an 
explanation within the 28 day 
period. 

The EO manager must: 
 

¶ update the suspension and revocation 
spreadsheet 

¶ scan any correspondence received from the 
sponsor and save it into the case file on the 
shared folder 

¶ pass the case to an HEO manager to consider 
the evidence in the case file, including: 
o the suspension letter 
o visit report 
o brief sheet 
o any previous or current B-rated action plan, 

and  
o the severity of the breach of sponsorship  

¶ make a decision based on this evidence as to 
whether to recommend: 
o revocation, or 
o downgrading to a B or maintaining a B rating 

with an action plan. 
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The sponsor has submitted an 
explanation after the 28 day 
period. 

The EO manager must: 
 

¶ discuss the explanation with an HEO manager 
before making a decision to revoke, and 

¶ take the appropriate action recommended by 
the HEO manager. 

 
The EO manager must then: 
 

¶ update the suspension and revocation 
spreadsheet 

¶ scan any correspondence received from the 
sponsor and save it into the case file on the 
shared folder 

¶ pass the case to an HEO manager to consider 
the evidence in the case file, including: 
o the suspension letter 
o visit report 
o brief sheet 
o any previous or current B-rated action plan, 

and 
o the severity of the breach of sponsorship 

¶ make a decision based on this evidence and 
the HEO managerôs recommendation to:  
o revoke 
o downgrade to a B, or 
o maintain a B rating with an action plan. 

 
Recommending revocation of the sponsorôs licence 

Ifé Thené 

You recommend to revoke the 
sponsor licence. 

The HEO manager must: 
 

¶ pass the recommendation to the assistant 
director, and 
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¶ update the suspension and revocation 
spreadsheet. 

The assistant director supports the 
revocation. 

The recommendation is passed to the director for 
authorisation. 

The director authorises the 
revocation. 

The case file is passed to the revocation team 
manager who updates the suspension and 
revocation spreadsheet. You must: 
 

¶ revoke the sponsor licence on Metastorm  

¶ issue a letter to the sponsorôs authorising 
officer informing them of the decision, and 

¶ send the letter by recorded delivery and email 
inform contacts on the stakeholder notification 
list by email. 

Either: 
 

¶ the assistant director does 
not support the revocation, or 

¶ the director does not 
authorise revocation. 

The HEO manager must: 
 

¶ arrange a case conference to discuss the case 
with the assistant director or director as 
appropriate 

¶ workout an agreed course of action, and  

¶ carry out the course of action recommended  
by the directors. 
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This page explains what to do if you need to revoke a sponsorôs licence for non payment of 
an action plan fee.  
After completing the suspension action on Metastorm you must immediately continue to 
revocation. 
 
The table below details the actions you must take. 
 

Ifé Thené 

A sponsor has not paid an action plan fee. The EO manager must: 
 

¶ update the suspension and revocation 
spreadsheet 

¶ revoke the licence on Metastorm, see 
related link: Revoking a sponsor 
licence 

¶ issue the action plan letter:  
o if initial application óRevoke decision 

notification -  action plan fee not 
received (initial application)ô 

o if the sponsorôs initial licence 
application was rated a B and the 
action plan fee has not been paid  
óRevoke decision notification -  
action plan fee not received (initial 
application)ô, or  

o if the action plan fee has not been 
paid óRevoke decision notification -  
action plan fee not received (re-
rate)ô 

¶ send the letter by recorded delivery 
and email to the authorising officer, 
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inform contacts on the stakeholder 
notification list by email. 
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This page tells you what to do when there is a recommendation to lift the suspension on a 
sponsor licence, but downgrade it to a B rating. 
 

Ifé Thené 

You recommend lifting the 
suspension and downgrade the 
sponsor licence to a B-rating with 
an action plan. 

The higher executive officer (HEO) manager must: 
 

¶ update the suspension and revocation 
spreadsheet 

¶ draft an action plan 

¶ draft letter óRe-instate with B rating notification 
action planô, and 

¶ pass their recommendation to the assistant 
director. 

The assistant director supports the 
recommendation. 

The HEO manager must: 
 

¶ lift the suspension on Metastorm 
¶ re-rate the case on Metastorm to the original 

rating  
¶ inform contacts on the stakeholder notification 

list by email, and  
¶ pass the case to the ómanage ratingô team 

manager for re-rate action. 

The assistant director does not 
support a B-rating. 

 

The HEO manager must: 
 

¶ arrange a case conference to discuss the case  

¶ workout an agreed course of action, and 

¶ carry out the decision. 
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This page tells you what to do when there is a recommendation to lift  the suspension on a 
sponsor licence and keep the original rating. 
 

If Then 

You recommend lifting the 
suspension and maintaining the 
sponsorôs original rating. 

The higher executive office (HEO) manager must: 
 

¶ update the suspension and revocation 
spreadsheet, and  

¶ pass their recommendation to the assistant 
director. 

The assistant director supports 
recommendation 

The executive officer (EO) manager must return the 
case file to the HEO team manager. They will pass 
the case file to a caseworker to action. 
 
The HEO manager must:  
 

¶ update  the suspension and revocation 
spreadsheet 

¶ lift the suspension  

¶ notify the sponsor by recorded deliver and 
email to the sponsorôs authorising officer, and 

¶ inform contacts on the stakeholder notification 
list by email. 

The assistant director does not 
support re-instatement. 

 

The HEO manager must: 
 

¶ arrange a case conference to discuss the case  

¶ workout an agreed course of action, and  

¶ carry out the decision. 
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This page explains why, when and how you can re-instate a revoked licence. 
 
A sponsor licence must only be re-instated when: 
 

¶ the decision to revoke the licence has been subject to a successful legal challenge and 
the court orders the Home Office to re-instate the sponsorôs licence 

¶ it is decided, as part of any pre-action protocol (PAP), the Home Office have revoked 
the licence in error, or 

¶ additional information has been received which shows the sponsorôs licence was 
revoked in error and is not part of a legal challenge or PAP. 

 
From April 2012 a new function is available in Metastorm to re-instate a revoked sponsor 
licence. You can only use this function if the licence was revoked after 6 April 2012. 
 
If a licence was revoked before this date and the Home Office have agreed to re-instate the 
sponsor licence, the sponsor must make a fresh licence application. 
 
Re-instatement system action must be completed by a higher executive officer (HEO) 
manager and authorised by a senior executive officer (SEO) manager. 
 
The table below details the actions you must take upon receipt of a request to re-instate a 
revoked licence. 
 

Ifé Thené 

The HEO manager does not agree the 
licence can be re-instated. 

The HEO manager must speak to SEO 
manager and the litigation team to 
determine the risks of not re-instating the 
licence. 

The HEO manager agrees the licence can 
be re-instated. 

The HEO manager must consider whether 
the licence must be re-instated with a status 
of ólicensed and fully activeô or  ósuspendedô. 
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The licence must be re-instated with a 
status of ósuspendedô.  

The HEO manager must: 
 

¶ Complete the Metastorm system re-
instatement actions. 
This will restore the sponsorsô status 
to ólicensed and fully activeô. To make 
sure that the sponsor does not appear 
on the external register with this status 
they must start and complete a 
suspension case immediately. 

¶ Notify the sponsor by recorded 
delivery and email to the sponsorôs 
authorising officer. And  

¶ Notify stakeholders by email. 

The licence must be re-instated with a 
status of ólicensed and fully activeô. 

The HEO manager must: 
 

¶ review the licence expiry date  

¶ consider whether to extend the licence 
expiry date to cover the revocation 
period 

¶ review the licence details to identify 
any changes which you need to make 

¶ consider whether the sponsor should 
have a new allocation of Certificate of 
sponsorship (CoS) or Confirmation of 
acceptance for studies (CAS) set and 
recommend an allocation 

¶ confirm the sponsor has a level 1 user 
who will be able to access the sponsor 
management system (SMS) following 
re-instatement 

¶ update the suspension and revocation 
spreadsheet 

¶ notify the sponsor by recorded 
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delivery and email to the sponsorôs 
authorising officer, and 

¶ Inform contacts on the stakeholder 
notification list by email.  

Either: 
 

¶ the licence expiry date is to be 
extended to cover the period of 
revocation, or 

¶ the licence expiry date is within four 
weeks of re-instatement. 

 
 

The HEO manager must: 
 

¶ extend the licence expiry date in the 
óre-instate caseô in Metastorm by the 
number of days  for which  the 
sponsor licence was revoked 
o for example, the licence expiry date 

is 28 November 2012. The sponsor 
licence was revoked for 30 calendar 
days. The new licence expiry date 
is 28 December 2012. 

¶ write to the sponsor  confirming the 
extended expiry date. 

Either: 
 

¶ there are changes to be made to the 
sponsor licence details 

¶ you agree that the sponsor needs to 
have a new allocation set at the point 
of re-instatement, or 

¶ the sponsor has no level 1 user with 
access to SMS following re-
instatement, but has provided the 
details of a member of staff to take 
that role. 

The HEO manager must: 
 

¶ complete the re-instatement case in 
Metastorm 

¶ write to the sponsor giving the details, 
and 

¶ pass the details of the changes, new 
allocation and the level 1 user to a 
caseworker to: 
o action all of the changes 
o set a new allocation 
o set up a new level 1 user, and 
o Inform contacts on the stakeholder 

notification list by email. 
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This section explains what to do if a sponsor requests to surrender their sponsor licence. 
 
Reasons for surrendering a sponsor licence 
A sponsor may wish to surrender their sponsor licence for the following reasons: 
 

¶ they have stopped trading 

¶ they no longer employ migrants and have no plans to do so in the future 

¶ they decline to pay for an action plan 

¶ they can no longer meet their sponsorship responsibilities for a particular tier 

¶ as a result of economic reasons they no longer wish to maintain their licence, or 

¶ their sponsor licence has been suspended. 
 
Request to surrender a sponsor licence 
A sponsor must request a surrender of their licence: 
 

¶ using the óchange of circumstances ï other changesô function in their sponsorship 
management system (SMS)  

¶ by submitting a change of circumstances form, if they have no current level 1 user with 
access to SMS or,   

¶ by submitting the surrender declaration if they are declining to pay for an action plan. 
 
The submission sheet, change of circumstances form or the surrender declaration must be: 
 

¶ signed by the authorising officer, and  

¶ posted to the sponsor licensing unit (SLU). 
 
The workflow team will identify and sort: 
 

¶ the submission sheets for requests from sponsors to surrender the whole or part of 
their licence 
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¶ off-line change of circumstances forms,  and  

¶ surrender declarations.  
 
They will hand the sheets and forms to the surrender team manager on a daily basis.  The 
surrender team manager will then allocate the submission sheets and/or forms to 
caseworkers. 
 
The table below details the process you must follow. 
 

If Then 

Either: 
 

¶ the submission sheet is not 
signed, or 

¶ the authorising officer (AO) has 
not signed the submission 
sheet. 

 
 

You must: 
 

¶ identify the electronic request in the 
óselect and assignôô function (searching 
by date submitted and sponsor name)  

¶ select it to allocate it to your óto doô list 

¶ refuse the change of circumstances 
request, and  

¶ write to the sponsor advising them to 
submit another request and provide the 
correct signature on the submission 
sheet and declaration. 

The submission sheet is signed 
appropriately. 

You must: 
 

¶ identify the electronic request in the 
óselect and assignô function (searching by 
date submitted and sponsor name)  

¶ select it to allocate it to your óto doô list 

¶ review the request 

¶ place a note in the ósigned declaration 
receivedô action confirming the sponsor 
licensing unit (SLU) have received the 
submission sheet and on what date 

¶ place a note in the ódecision summaryô 
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action indicating you will open a 
surrender case to consider the request 

¶ close the change of circumstances 
request by selecting ógrant requestô 

¶ open a ósurrenderô case, and  

¶ continue to consider the request. 

You either receive: 
 

¶ the surrender request on the 
offline change of 
circumstances form, or 

¶ the surrender request on the 
offline surrender declaration 

You must:  
 

¶ check that the AO has signed the form 
and declaration 

¶ look in the ócases linked to sponsorô tab 
to check if a surrender case has already 
been generated (for off-line surrender 
declarations), and 

¶ where there is a surrender case, and it is 
not already in your óto doô list, use the 
óselect and assignô function to assign the 
case to yourself. 

Either: 
 

¶ the form or surrender 
declaration is not signed, or 

¶ the AO has not signed it. 

You must write to the sponsor advising them to 
complete and correctly sign a new form and 
declaration. 

The change of circumstances form 
and surrender declaration is signed 
by the AO. 

You must: 
 

¶ open a ósurrenderô case, and  

¶ continue to consider the request. 
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This page tells you how to consider a request to surrender a sponsor licence. 
 
When you have confirmed that the request is valid you must review the information the 
sponsor has provided and check the following: 
 

¶ the reason for the surrender request, and 

¶ whether the sponsor still has migrant workers. 
 
The table below gives details of the actions to take depending on the results of these 
checks. 
 

If Then 

Either: 
 

¶ the sponsor has declined to pay for an 
action plan 

¶ the sponsor has stopped trading, or 

¶ the sponsor no longer wishes to 
maintain its licence. 

 

You must: 
 

¶ complete the system surrender case  

¶ write to the sponsor using the 
óSurrender request accepted 
notificationô letter and inform the 
sponsor that any remaining migrants 
will have their leave to remain 
curtailed following the surrender of the 
licence. 

The sponsorôs business has been re-
structured (merger, takeover, de-merger). 

You must pass the case to the maintenance 
team for consideration. 

The sponsor no longer employs migrants 
and has no plans to do so in the future. 
 

You must: 
 

¶ complete the system surrender case, 
and 

¶ write to the sponsor using the 
óSurrender request accepted 
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notificationô letter confirming that their 
licence has been surrendered. 

The sponsor still employs migrant workers.  You must pass the case to the suspension 
and revocation team for revocation.  
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This page tells you how to process a request to surrender a sponsor licence if the licence is 
currently suspended. 
 
The sponsor requests their licence be surrendered when the licence is suspended 
awaiting further investigation 
Before you submit the request to the SEO manager to consider, you must discuss with: 
 

¶ the leading officer involved in the suspension 

¶ the regional sponsor management unit (SMU), if required, and  

¶ any other stakeholders. 
 

If Then 

The request is approved. You must: 
 

¶ complete a ómanage a licence 
surrenderô case in Metastorm  

¶ close the sponsor licence, and  

¶ write to the authorising officer using 
the óSurrender request accepted 
notificationô letter informing them that 
you have agreed to the surrender of 
their licence and that you are removing 
them from the sponsor register. 
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This section explains how to handle complaints about the sponsor licensing related issues of 
the points-based system.  
 
You may receive complaints from: 
 

¶ a sponsor about: 
o the way their application has been handled 
o the process  
o  the sponsor management unit (SMU, or 

¶ a migrant about a sponsor they have been dealing with.  
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This page explains how to deal with a complaint from a sponsor about the sponsor licensing 
process or the sponsor management unit (SMU).  
 
SMU initially consider complaints received from a prospective sponsor or licensed sponsor.  
You must direct a complaint to the higher executive officer (HEO) team leader, and if the 
HEO is unable to resolve it, to the senior executive officer (SEO) or assistant director.  
 
If it is not possible to resolve the complaint, or the sponsor wishes to pursue compensation 
for a perceived loss, then you must direct them to the North East, Yorkshire and Humberside 
(NEYH) complaints and correspondence team. This team handles complaints and 
compensation requests regardless of the location of the sponsor within the UK. The contact 
details for this team are: 

 
By post: 
NEYH Customer Service Unit 
Home Office 
PO Box 3468 
Sheffield 
 
By E-mail: NEYHCustomerse@ukba.gsi.gov.uk 
  

 By telephone:  0114 207 2966. 
 
 By fax:  0114 207 2906. 
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This page explains how to deal with a complaint from a migrant about a sponsor.  
 
When you receive a complaint from a migrant about a sponsor, you must find out whether 
the complaint relates: 
 

¶ specifically to immigration abuse (for example, facilitation or employment of illegal 
workers), or  

¶ to contractual employment matters (for example payment of wages, conditions of work, 
the job the migrant is being asked to do).  

 
Immigration abuse 
If the complaint is about immigration abuse you must direct the person making the allegation 
to the contact details for the temporary migration intelligence hub (TMIH) where they can 
report the allegation directly.  
 
If the person is unwilling to do this, or the allegation has been received in writing (by email, 
post or fax), then you must forward the details to the temporary migration intelligence hub 
(TMIH), using the related link. Do not update Metastorm with details of the contact at this 
stage. 
 
Employment matters 
If the complaint is about contractual employment matters, then you must: 
 

¶ Acknowledge receipt of the information from the complainant. 

¶ Agree the appropriate course of action to take with a manager at higher executive 
officer (HEO) or above. A compliance visit will be appropriate in most cases but in 
certain circumstances, and subject to visiting priorities, other action may be more 
appropriate. For example, a telephone compliance check at which named documents 
are requested from the sponsor.  

¶ Update the ônotesô area of Metastorm with details of the report and the action to be 
taken. (You must not record the name of the migrant on Metastorm but you must pass 
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it to the senior executive officer (SEO) team leader. 
o The SEO team leader is responsible for maintaining a paper record that briefly 

details the name and contact details of the complainant, when the complaint was 
made, the sponsor record the complaint relates to, and the date that complaint is 
resolved (which includes notifying the migrant of the outcome of that complaint, if 
appropriate).  

¶ Maintain details of the progress towards resolving the complaint on the sponsor record.   

¶ Set brought forward dates (b/f) for follow up action and/or to provide feedback to the 
migrant raising the complaint.  

¶ Refer details of any non-compliance to the intelligence team.  
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This page explains the sponsor management system (SMS) and how it is used. 
 
The SMS allows sponsors to issue certificates of sponsorship (CoS) or confirmations of 
acceptance for studies (CAS) and to complete reports.  The Home Office uses the 
Metastorm system to respond to and monitor the sponsors.  
 
SMS allows sponsors to: 
 

¶ prepare, assign and pay for CoS or CAS 

¶ manage their CoS or CAS allocations 

¶ notify the Home Office of changes to their circumstances, for example: 
o changes of name 
o address, or  
o organisation structure 

¶ request: 
o new key personnel including level 1 users to access SMS 
o approval of amendments to existing level 1 user access 
o additional CoS or CAS allocations, for example in-year allocation increases 
o a renewal of the annual CAS or CoS allocation 

¶ apply for restricted CoS,  

¶ pay for an action plan 

¶ apply to renew their licence 

¶ apply for premium service 

¶ report about migrants they sponsor.   
 

SMS allows the sponsor to make the above requests online. Metastorm then ópullsô the 
requests through and stores them in work lists known as ówork stacksô. Managers and 
caseworkers use a óselect and assignô function to search for, view and allocate requests for 
action. 
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SMS allows the Home Office to: 
 

¶ respond to sponsor requests, such as adding new level 1 users, or reports on the 
migrants they sponsor  

¶ recognise and act on CoS or CAS review points 

¶ monitor and review the activities of sponsors either: 
o as a result of an unplanned event, such as an allegation, or  
o as part of a periodic review and analysis of trends, and   

¶ de-activate any SMS user if required. 
 
Payment for a CoS or CAS  
All sponsors must pay for a CoS or CAS before assigning it to a migrant. 
 
Sponsors must pay online using a credit or debit card. If the payment is accepted the system 
will automatically release the COS or CAS with no involvement of the sponsor management 
unit (SMU).  
 
If there is an issue with payment, you muse advise the sponsor to phone the customer 
contact centre in Sheffield who will attempt to resolve the problem. For contact details, see 
related link. 
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This page explains who to contact for more help with dealing with Sponsor licensing - 
maintenance. 
 
If you have read this guidance and still need more help with this category, you must first ask 
your line manager.  
 
If they cannot answer your question, you may email: 
 

¶ SLU process amendments for process queries 

¶ work operational policy for Tier 2 and Tier 5 sponsorship policy clarification, or  

¶ study and visit operational policy for Tier 4 sponsorship 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 
support team, using related link: Email: SLU process amendments, 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.  
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This page tells you about this version of the Sponsor licensing - maintenance guidance and 
who owns it. 
 

Version 9.0 

Valid from date 3 June 2013 

Policy owner Sponsorship operational support team 

Cleared by director Sonia Dower 
Neil Hughes  

Directorôs role Director, operational policy and rules 
Acting director, national lead, temporary migration  

Clearance date  28 January 2013 

This version approved for 
publication by 

Sonia Dower 
 

Approverôs role Director, operational policy and rules 
 

Approval date 30 May 2013 
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