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Certificate of Sponsorship Application Form for Sponsored Researchers
	This form should be completed for non-EEA Sponsored Researchers.  (For information about Sponsored Researchers please visit the Borders Agency website at http://www.ukba.homeoffice.gov.uk).
Please complete sections 1-6 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 5).  
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 visitor with their unique certificate of sponsorship number.  The visitor will then be able to begin the process of applying for their visa.  Please note the visitor will not be able to start work at the University 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. Nationality ………………………………………….…………….

8.  Where is the person currently residing? 
UK

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

9. What is the full address of the person (including postcode)

…………………………………………………………………………

…………………………………………………………………………

…………………………………………………………………………………
…………………………………………………………………………………
Section 2: Qualifications and experience

10. Please give details of the person’s higher education, vocational or professional qualifications and membership.
	Qualifications & dates
	Subject
	Awarding Institution

	
	
	


    Professional memberships:
	


11. Please describe how you verified the person’s qualifications and skills
	


12. Please give details of why you want this particular person to visit the University of Leeds.  You should be as specific as possible when describing the person’s unique skills.
	


13.  Is the person on sabbatical leave from their current employer?

Yes 
go to next question

No               go to section 3
14. If on sabbatical leave how are they supporting themselves?

	


15. How long is their sabbatical leave for?

From………………     To………………

Section 3: Details of Sponsoring Body
16. Is the person being funded by a Sponsoring body?
Yes 
go to next question

No               go to section 4

17. Full name of the Sponsoring Body………………………………………………………

18. Name and address of contact…………………………………………………………..
…………………………………………………………..………………………………..

…………………………………………………………..………………………………..
…………………………………………………………..………………………………..
19. Telephone number ……………………………………………………………………..

20. Fax number ……………………………………………………………………………..

21. Email address……………………………………………………………………………

22. Position in organisation…………………………………………………………………
Section 4: Details of Sponsored Research
23. Are you applying for multiple entry? …………………………………………………

24. For how long do you need the person to undertake the research in the UK?
From………………     To………………

25. Title of post…………………………………………………….………………………….
26. School/Service/Section appointed to…………….……………..………..…….…….
27. Please describe the main duties and responsibilities of the researcher
	


28. What qualifications and/or skills are required for this research?  
	


29. What will their normal weekly hours be? …………………………………………
30. What will their gross pay in pounds be? ………………………………………….
Please show the sources that this pay will come from and the amount that will be paid from each source 

	From
	Amount (£)

	Funding
	

	Salary from overseas
	

	Other sources (please give details)
	


31. Please list any allowances including accommodation allowance and the amount that will be paid, if any.

	Allowance (state type)
	Amount (£)

	
	

	
	

	
	


Section 5: 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……………………………..
	

	Visitor Pro forma


	Complete and send with other documents
	

	Letter from Head of School/ Dean of Faculty

	The letter should indicate the contribution you expect this individual to make to the School/Service/Institute
	

	Employer’s references


	At least one written references by letter or e-mail
	

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

	Copy of CV


	Send with other documents or by email
	

	Evidence of sponsorship/ funding
	Letter from current employer and/or funding body
	


Section 6: 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

At least one written references by letter or e-mail

	

	Passport

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


	

	Copy of CV


	

	Letter from Head of School/ Dean of Faculty


	

	Visitor Pro forma


	

	Evidence of sponsorship/ funding

Letter from current employer and/or funding body
	


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……………………………………






