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Certificate of Sponsorship Extension Form

	This form should be completed for employees who need to extend their certificate of sponsorship to continue working at the University of Leeds.  (For information about certificate of sponsorship please visit the Borders Agency website at http://www.ukba.homeoffice.gov.uk/).
Please complete sections 1-4 of the form.  Once completed please send the form to your central HR contact by email and forward the information and documentation requested in section 3. 
Once submitted to HR an extension application will be made to the Borders Agency.  Once the extension is granted HR will contact the individual with their unique Certificate of Sponsorship number.  The employee will then be able to begin the process of applying for their visa to be extended.  




Section 1: Details of the Person

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

2. Surname/family name …………………………….…………….
3. First names ……………………….………….…….…………….

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

…………………………………………………………………………

…………………………………………………………………………

…………………………………………………………………………………
…………………………………………………………………………………
…………………………………………………………………………………

Section 2: Details of Employment

5. Job title …………………………………………………….…………………………..
6. School/Service/Section …………….……………..………..…….…..……….
7. Are there any changes to the conditions of employment from those detailed in your 

original application, e.g. duties, location, etc.?................................If yes please give 
details blow
8. How much longer do you need the person? (please specify date) 

.....................................

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

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

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

	Allowance (state type)
	Amount

	
	

	
	

	
	

	
	


12. Why do you need to retain this person beyond the period originally granted?
Section 3: 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 this information/documentation.

	Documentation Requirement
	How Achieved
	Tick

	Account code to charge Certificate of Sponsorship  to

	Please give details……………………………..
	

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


	


Section 4: Departmental Contact Details

Please complete your contact details below.

	Name
	Telephone Extension
	Email

	
	
	


Sign……………………………………………..       Date………………………………………

For Admin use only

Checklist

HRA to check 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


	

	Passport

Check the copy of the passport. If this has expired we will need a copy of their current passport.

	


HRA to complete the following information:

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

Date Extension Application Made……………………………….
Date details sent to applicant…………………………………….

Payments Spreadsheet updated (please tick)

Visa extension seen and copy taken (please tick)



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

