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UNIVERSITY OF LEEDS




Certificate of Sponsorship Application Form

	This form should be completed for all successful applicants who need a certificate of sponsorship.  (For information about who requires a Certificate of Sponsorship please visit the Borders Agency website at http://www.ukba.homeoffice.gov.uk/).
Please complete sections 1-5 of the form.  Once completed please send it by email to your central HR contact and forward copies of all of the requested documentation and information (please see the checklist in section 4).  
Once submitted to HR an application will be made to the Borders Agency for a certificate of sponsorship.  Once this is issued, HR will contact the applicant with their unique certificate of sponsorship number.  The applicant will then be able to begin the process of applying for their visa.  Please note the applicant will not be able to start work until they have been issued with both a certificate of sponsorship and a visa.




Section 1: Details of the Person

1. Title of the person ………………………………….……………

2. Surname/family name …………………………….…………….
3. Surname/family name at birth (if different)……………………
4. First names ……………………….………….…….…………….

5. Gender …………………………….……………….…………….

6. Date of Birth ……………………………………….…………….
7. Place of Birth ……………………………………….……………
8. Nationality ………………………………………….…………….

9.  Where is the person currently residing? 
UK

 □
Other country □ please specify……………………………….

10. What is the full address of the person (including postcodes)

…………………………………………………………………………

…………………………………………………………………………

…………………………………………………………………………

…………………………………………………………………………

…………………………………………………………………………

Section 2: Details of Employment

11. What will the dates of employment be?
From………………     To………………

12. Job title and reference number…………………………………………………….
13. School/Service/Section appointed to…………….……………..………..…….
14. Please describe the main duties and responsibilities of the post (please do not exceed 300 words)
	


15. What qualifications and/or skills are required for this post?  You should be as specific as possible and not use general terms.  For example, if the post requires knowledge of a particular computer language you should specify this.
	


16. What will their normal weekly hours be ………………………………

17. Before deductions, how much will you guarantee to pay the person (excluding allowances)? 
………………………………

18. Please list any allowances including accommodation allowance and the amount you will pay, if any.

	Allowance (state type)
	Amount

	
	

	
	

	
	

	
	


19. Are you applying for multiple entry? ………………………………

Section 3: Reasons for employing the person

20.  Has the post been advertised? ………………………………
21. Please provide the following details and supporting evidence to show what advertising you have undertaken to recruit a ‘resident worker’ to fill the post.
Post advertised in …………………………………………………
Date(s) of the advertisement……………………………………..

22. If you used a different recruitment method, please give details and explain why you considered this to be more appropriate.

	


23. Details of people who applied:

Number of applicants …….of which …….  were ‘resident workers’
Number shortlisted ……….of which …….  were ‘resident workers’

24. Please give specific reasons why you did not employ each ‘resident worker’, including those you did not shortlist.
	


25.  If you have not carried out a recruitment search and want us to waive the requirement, please state why.
	


Section 4: Departmental Checklist

Please provide the following information and documents to your central HR contact.  Please note we will not be able to proceed with the application until we have all of this information.

	Documentation Requirement
	How Achieved
	Tick

	Account code to charge Certificate of Sponsorship  to

	Please give details……………………………..
	

	Employer’s references


	All original written references by letter or e-mail
	

	Passport
	Copy of front cover and photo page and any relevant visa stamps.
	

	Academic Qualifications
	Copies of qualification certificates.  A certified translation must be provided if the documents are not in English
	

	Copy of CV


	Send with application form or email
	

	Grant paperwork (if the individual is named in the grant application)


	Copy of grant paperwork naming the applicant
	


Section 5: Departmental Contact Details

Please complete your contact details below.

	Name
	Telephone Extension
	Email

	
	
	


Sign……………………………………………..       Date………………………………………
For Admin use only
Checklist

HRA to check that we have received the following information and documentation before making an application for a Certificate of Sponsorship:

	Documentation Requirement
	Tick

	Account code to charge Certificate of Sponsorship to

	

	Employer’s references

All original written references by letter or e-mail

	

	Passport

Copy of front cover and photo page and any relevant visa stamps.


	

	Academic Qualifications

Copies of qualification certificates.  A certified translation must be provided if the documents are not in English
	

	Copy of CV


	

	Proof of advertising 

Proof of both leeds.ac.uk and job centre advertising


	


HRA to complete the following information:

Certificate of Sponsorship Number……………………………..

Date Application Made……………………………………………

Date details sent to applicant…………………………………….

Payments Spreadsheet updated (please tick)
Visa seen and copy taken (please tick)





HRA Signature………………………………….
Date……………………………………







