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Original Manual created by YWAM in England & YWAM Cymru/Wales by their 

National Visa Coordinator 

 

 

This document likely to go out of date with references very quickly so you are 

welcome to use the text as much or as little as is helpful to you but please 

remember that you are required by law a sponsor to understand and know 

the rules for yourself and this document does not absolve you of that 

ongoing responsibility. 
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Introduction 

Helping someone to apply for a Visa can at first seem like a daunting process. There 

appears to be mountains of forms to find and then fill in, several letters and 

documents to write and gather together and then the additional challenge of 

international communications. However, we have had lots (thousands!) of 

successful applications over the last four years and once you understand the 

process it’s fairly straightforward. And remember – we are serving God in His mission 

to spread the Gospel and He will help us in this process. 

 

What you need to know 

The following document has been designed to help you negotiate your way 

around the process of assisting an Applicant to {{Organisation}} to obtain one of the 

following kinds of Visa: 

• T2 Minister of Religion Visa  

• T5 Charity Worker Visa  

• T5 Religious Worker Visa 

As each Applicant goes through the process of obtaining a Visa, they will gather 

points that will help them in their application. Should there not be enough points 

earned as the application is considered, it will automatically be rejected. Therefore 

it is crucial that each Applicant fully understands the process of Visa application 

and the points-based system under which each application is considered. There 

are several helpful flowcharts that will guide you through the process of which Tier 

to apply under and how you can navigate the process and help your Applicants 

too. 

In order for {{Organisation}}to even be able to accept people who come from 

other countries, we have had to go through a rigorous application process in order 

to become an Accredited Sponsor. This expensive and time-consuming process 

requires {{Organisation}}to officially sponsor each and every person who requires a 

Visa to serve with us. This includes people who are coming to do a training 

programme, short-term volunteers, volunteers and, of course, full-time missionaries. 

The {{Key Contact/Authorising Officer/Visa Coordinator}} provides the central liaison 

between {{Organisation}} and the UKVI (UK Immigration & Visa Service), and so it is 

compulsory we know who is serving with us in the UK at any given time.  

This is achieved by requiring you to liaise with the {{Key Contact/Authorising 

Officer/Visa Coordinator}} so that we can provide each {{Organisation}}with the 

necessary support. For all teams, the {{Key Contact/Authorising Officer/Visa 

Coordinator}} is a resource for their questions and advice on applications, as well as 

giving access to the editable samples of the necessary written documents required 

for obtaining a Visa. For smaller teams, assistance can be given with the issuing of 
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paid-for Certificates of Sponsorship that uniquely identifies each and every 

Applicant. You can request any necessary letters and certificates by following the 

step by step processes outlined in this document. Your {{Organisation}} will also be 

required to write various supporting letters, e.g. invitation letters, etc.  

Information and help is always available from the {{Key Contact/Authorising 

Officer/Visa Coordinator}} contactable at {{email address}}. Please don’t hesitate 

to ask for help! 
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{{Organisation}} Visa Coordinator  

Role Summary 

Most of the {{Organisation}} have a delegated local Visa Coordinator that handles 

most of the visa issues for their local team. Their general responsibilities may include 

some or all of the following: 

• Keeping files up to date 

• Issuing Certificates of Sponsorship on the UKVI SMS 

• Issuing Guarantee Letters and interacting with visa applicants 

• Performing the Annual Check 

• Liaising with the {{Key Contact/Authorising Officer/Visa Coordinator}} 

• Liaising with the Personnel/Registrar person on your {{Organisation}} 

Requirement for keeping migrant files and records up-to-date has become the 

responsibility of the {{Organisation}} leader at each operating location. They may 

enlist the help of other personnel to assist them in maintaining the files and records, 

but they cannot delegate overall responsibility. 

The amount of time this delegated role takes varies greatly from team to team. The 

number of missionary and trainees and how often training is run can both affect it 

greatly. 

 

New {{Organisation}} Visa Coordinator? 

If you have taken on the job of Visa Coordinator for your {{Organisation}}, thank 

you! It’s an important job that serves the foreigners on your {{Organisation}} in an 

essential way. 

 

What should you do? 

• Email the {{Key Contact/Authorising Officer/Visa Coordinator}} to set up a 

training session – this can be either in person or by Skype. If possible, also ask 

the outgoing person who filled this role to train you. 

• At that time, ask the {{Key Contact/Authorising Officer/Visa Coordinator}} to 

set up a log in for you on the UKVI sponsor management system (see request 

Level 1 or Level 2 user in immediately following section). 

• Lastly, read through this booklet and familiarize yourself with the basics and 

make a list of questions you have before training. 

• Ensure you have a copy of this manual 
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Request Level 1 User 

If you are the new lead person on your {{Organisation}} who will be coordinating 

Visas you can request to be added as a Level 1 user. Please send the information 

required to the {{Key Contact/Authorising Officer/Visa Coordinator}}. These take a 

few days/weeks to be approved by the UKVI. 

 

Request Level 2 User 

If you have someone new on your local Visa Team and need to request them be 

added as a Level 2 user, please send the following information to the {{Key 

Contact/Authorising Officer/Visa Coordinator}}. These will be effective immediately. 

 

Small/New Teams Associated with Large Teams 

Many of our newest teams are “planted” from a larger {{Organisation}} and they 

continue to receive administrative, legal, spiritual, etc. support from their sending 

team. 

For visas, this means the larger teams are usually keeping the local visa files for these 

off-site missionaries and providing administrative support for the migrants with 

guarantee letters, etc. It’s important the small/new teams provide all the necessary 

information in a timely fashion.  

The UKVI wants the visa files where the person is actually working for the most part 

so this might have to change but for now this is fine. The small/new team needs to 

have excellent records that are accessible to the large {{Organisation}} in particular 

for the sick days, primary role lists, holidays, and travel days. 

Please see the Secondment section in this document for more information. 

 

Ongoing Training 

A mandatory training course will be instituted for all record keeping personnel that 

will have the following minimum agenda: 

Never share your SMS 
password with anyone. 
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• Practical how-to information about the various tasks required to manage a 

new application from start to finish 

• An overview of what files and records are required to be kept 

• A clear explanation of our mechanisms for management and storage of this 

information 

• How to stay current with evolving legislation and regulation, including 

Appendix D 

We will repeat this training on a regular basis to ensure that no creep is allowed into 

the system as our personnel turns over. We are also considering adding webinars on 

a 4-6 month basis for Q&A times and updated training after UKVI changes occur. 

 

Internal Inspections 

We will conduct internal inspections (online and onsite) on a regular basis to ensure 

consistency with how our policies are being applied. The next round of internal 

inspections will take place {{Date}} (TBD really given the pandemic!). 

We will operate a zero-tolerance ‘no/poor records, no CoS’ policy amongst our 

teams. Any {{Organisation}} found to be in breach of acceptable record keeping 

will automatically be placed on a ‘no CoS’ list until compliance is regained. 

Ø Tolerance! 

  

https://www.gov.uk/government/publications/keep-records-for-sponsorship-appendix-d
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Sponsor Duties to the UKVI 

A sponsor’s duties include… 

• Checking that our foreign workers have the necessary qualifications or 

professional accreditations to do their jobs, and keep copies of documents 

showing this 

• Only assign CoS to foreign workers when the job is suitable for sponsorship 

• Tell UK Visas and Immigration (UKVI) if your sponsored workers are not 

complying with the conditions of their visa 

• Report any changes of circumstance about Sponsor (branch, address, etc.) 

• Faithfully Report Migrant Activity as required 

• Ensure all Immigration Rules and policies are fully complied with 

 

The expectation to follow guidance stated in paragraph S1.21-1.23 “You are 

responsible for checking that your sponsored workers carry out the role for which 

they are being sponsored and for monitoring their attendance. You must tell us if 

they don’t turn up for work, are absent without permission, or there are significant 

changes to their employment or to your organisation.“ of Guidance for Sponsors: 

Part 2 Sponsor a worker – general information. These started from the first time 

{{Organisation}} was granted a sponsor licence. 

 

{{Organisation}} must have HR systems in place that let us: 

• monitor your “employees’” immigration status 

• keep copies of relevant documents for each “employee”, including passport 

and right to work information 

• track and record “employees’” absences 

• keep “employee” contact details up to date 

• report to UKVI if there is a problem, e.g. your “employee” stops coming to 

work  

 

The sponsor’s duty in relation to a migrant stops:  

• when they notify the Home Office the migrant is no longer employed by or 

studying with them  

• when the migrant leaves the UK and their entry clearance or leave to remain 

lapses  

• when the migrant is granted further leave to remain with a different sponsor 

or in another immigration category  

• if they surrender their licence, or  

• if the Home Office revoke their licence.  

 

For full guidance see Guidance for Sponsors: Part 3: Sponsor duties and 

compliance. 

https://www.gov.uk/uk-visa-sponsorship-employers/job-suitability
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
https://www.gov.uk/government/publications/keep-records-for-sponsorship-appendix-d
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-3-sponsor-duties-and-compliance
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-3-sponsor-duties-and-compliance
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Our Responsibilities & Migrant Responsibilities 

Sponsor Responsibilities While Migrant is Serving 

There are several responsibilities of the {{Organisation}} that need taking care of 

while any T2 or T5 migrant is serving with you. 

• Only invite qualified workers and trainees 

o Do not allow T5 Religious Worker migrants to lead a church (have the 

job of minister of religion i.e. doing primarily pastoral and preaching 

work) 

• Assign CoS & write Guarantee Letter 

• Keep complete local files 

• Report Migrant Activity on SMS 

• Record all absences (including sick days, holidays and unauthorized 

absences)  

• Make sure they get a National Insurance Number if required 

• Make sure they register with the HMRC as Self-Employed if required 

• Yearly, see the originals of required visa documents (and make fresh copies 

for any changes) and sign, date and update the local file. 

 

Please be sure to liaise with the {{Key Contact/Authorising 

Officer/Visa Coordinator}} if you have any questions or 

concerns about these responsibilities. 

 

 

 

 

 

 

 

 

 

 

 

 

Migrant Responsibilities While Serving in {{Organisation}} 

All migrants also have some responsibilities to us as their sponsor to provide 

information upon request and in a timely fashion. We have previously done this all 

through relationship, and that will continue, however, due to too many of our 

migrants not understanding or complying with all of these responsibilities, we find it 

necessary to additionally emphasize the importance of them for all of our sakes. 

 

The responsibilities go both 
ways! 
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If desired give your migrants a copy of the appropriate Memo of Agreement and 

keep a signed copy in their file. A sample of this text – for either missionaries or 

trainees - can be found in the Visa Information Sample Letters 10.0.  
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Data Protection & Retention 
Protecting and storing the personal data we are given as part of the visa process is 

a key element of retaining our charitable and sponsor status’. Sponsors must meet 

any legal requirements for record keeping set by the UKVI or another government 

department according to paragraph C1.16-C1.20 in Guidance for Sponsors: Part 3: 

Sponsor duties and compliance. 

 

GDPR 

General Data Protection Regulation (GDPR) took effect 25th May 2018 and is the 

biggest overhaul of data protection laws in 20 years. The aim of the GDPR is to 

protect all British citizens from privacy and data breaches in an increasingly data-

driven world that is vastly different from the time in which the last directive was 

established. The GDPR covers any information that can be classified as personal 

details or that can be used to determine your identity. As of 25th May 2018, heavy 

fines will be levied against any business or individual who does not meet the 

guidelines set forth by the GDPR. 

UKVI Sponsors must be aware of the recommendations associated with the GDPR 

and storing documents that include details of your employees. The Employment: 

guide to data protection on the Information Commissioner’s Office website has 

information on this. This is according to paragraph C1.20 in Guidance for Sponsors: 

Part 3: Sponsor duties and compliance. 

For more information on GDPR visit this website. 

 

A few things to know.. 

• We must have a lawful reason to keep any data – know the rules on what 

these are (see Record Retention for recommendations) 

• Don’t keep anything you don’t need – have a good regular 

deleting/shredding schedule 

• If you can “pass the buck” of data storage to someone else (Mailchimp, 

Facebook, etc.) then that’s a good idea 

• Sensitive data (like religious or sexual information) needs to be keep 

anonymised (separate from other identifying data) 

• Out-of-date material should, in principle, never be in the file (that means 

expired passport copies, old job descriptions)  

o Note: safeguarding documents should always be kept 

• Parental consent will be required to process any data relating to children 

ages 16 and under. 

• We must have Data Processing Agreements with the {{Key 

Contact/Authorising Officer/Visa Coordinator}}, the other {{Organisation}} 

https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-3-sponsor-duties-and-compliance
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-3-sponsor-duties-and-compliance
https://ico.org.uk/for-organisations/guide-to-data-protection/employment/
https://ico.org.uk/for-organisations/guide-to-data-protection/employment/
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-3-sponsor-duties-and-compliance
https://www.eugdpr.org/eugdpr.org.html
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(centralised) and all third parties in order to protect ourselves and ensure best 

practices are being followed 

• We must all have several documents, outlined in the next section to prove our 

due diligence and understanding. 

 

{{Organisation}} data policies for migrant files (but really all files) 

• All data must be kept securely (locked/password protected, limited access) 

o Passwords must be 8 characters long with at least one symbol or 

number 

o Data that has been printed to file must be done on a controlled printer 

and should pages should never be left unattended on the printer 

before filing. 

• All digital data must be kept on secure using 

computers/laptops/tablets/mobile phones which are encrypted, password 

protected, have an up-to-date virus checker and current software. 

o Devices must never be left unattended, especially if unlocked. If being 

left unattended for a longer period of time, shut down the device (not 

just sleep mode). 

o When a device is being retired all the data must be erased and a total 

reset done Ideally the hard drive should be destroyed. 

o Backups must be done on all devices which contain secure data and 

that back up must be stored using all the same security measures as 

original data. 

o You must use a {{Organisation}} provided work address for all data 

related to {{Organisation}} migrants. 

• A vulnerability scan should be run on each {{Organisation}}’s website on an 

annual basis (if not more frequently) 

• Each {{Organisation}} needs to have completed the required documents 

o Article 30 Record of Processing Activities (this includes a lot of the 

required information we must have and store including third parties, 

information flow and record retention periods) 

o Data Protection Agreement (DPA) with all third party organisations 

▪ In particular a DPA with {{Key Contact/Authorising Officer/Visa 

Coordinator}} 

o A privacy policy that all missionaries & trainees are familiar with (and 

have signed) 

▪ This is a comprehensive document that explains their rights, 

retention periods, our privacy policies, confidentiality 

agreements, social media & IT policies and more. 

o Each {{Organisation}} with a website/Facebook/Instagram/etc. needs 

a privacy notice and cookie policy posted publicly. Especially if using 

online applications! (See the ICO guide on electronic communications) 

o Data Retention Policy and Data Breach Policy 

o Confidentiality agreements signed by all authorised users before 

starting the role 

https://ico.org.uk/for-organisations/guide-to-pecr/
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o Clarified list of authorised users of data (i.e. which files the school 

leaders can see vs. which files the team leaders can see) 

o Evidence in each file that the annual data protection training is being 

completed at the appropriate level 

• If documents need to be mailed to another {{internal Organisation}} then 

proper security measures should be taken and should be addressed to be 

opened only by the person who is nominated to see those documents at the 

new {{internal Organisation}}. 

• Each {{Organisation}} should have a disciplinary plan ready to be enacted if 

any breaches are discovered. 

 

Record Retention 

The {{Key Contact/Authorising Officer/Visa Coordinator}} will not be setting out 

specific guidelines on how to retain records as each {{Organisation}} must comply 

with data protection and retention on a much wider scale than visas and thus can 

incorporate their visa files into an inclusive policy they should set for their 

{{Organisation}} or follow guidance from the National Leadership Team and Trellis 

Team. 

That being said, to get you started and well informed, generally, for record 

retention, each type of document needs to be assessed separately. In the case of 

many types of document, it will be sufficient to keep them only for the period 

required by the appropriate statute; others will be essential reference material in 

future years and the organisation might, therefore, decide to keep them longer 

than the period required by law (usually a lawful reason needed). 

Appendix D states the following from the UKVI perspective 

All documents relating to a migrant whom you sponsor must be kept 

throughout the period that you sponsor them and until:  

• one year has passed from the date on which you end your sponsorship of 

the migrant, or  

• the date on which a compliance officer has examined and approved them, 

if this is less than one year after you ended your sponsorship of the migrant  

You may need to retain some documents specified in this appendix for other 

purposes (for example, to comply with legislation on preventing illegal working) 

and for longer periods of time. You must ensure that you meet any other legal 

requirements for record keeping, such as ones set either by us or another 

government department. 

 

https://www.gov.uk/government/publications/keep-records-for-sponsorship-appendix-d
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Information Commissioners’ Office 

The Information Commissioners’ Office (ICO) produced some helpful documents 

which are available here. In particular paragraph 1.7, 2.15, 3.2.11, 4.3.5 of 

Employment Practices Code document. For extra credit       you can also check out 

the Employment Practice Code supplementary guidance. The ICO also explain 

principles about retention here. 

 

Requesting Your Personal Data from the UKVI 

In accordance with GDPR, you can request personal information about you that is 

held on the Home Office’s immigration records (this is also known as a ‘subject 

access request’). The instructions are available here and require a high attention to 

detail so please complete process carefully. 

  

https://ico.org.uk/for-organisations/gdpr-resources/
https://ico.org.uk/media/for-organisations/documents/1064/the_employment_practices_code.pdf
https://ico.org.uk/media/for-organisations/documents/1066/employment_practice_code_supplementary_guidance.pdf
https://ico.org.uk/media/for-organisations/documents/1624142/section-46-code-of-practice-records-management-foia-and-eir.pdf
https://www.gov.uk/government/publications/requests-for-personal-data-uk-visas-and-immigration?utm_source=bbf6f281-4de0-4651-b855-e8d525e8db31&utm_medium=email&utm_campaign=govuk-notifications&utm_content=weekly
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Required Documentation 

The UKVI requires us to keep certain documents about each migrant. The 

documents can either be kept as paper copies or in an electronic format 

according to the UKVI. There is no prescribed method for storing the other 

documents, but you must be able to make them available to the {{Key 

Contact/Authorising Officer/Visa Coordinator}} and the UKVI on request. 

The UKVI’s Appendix D lists what documents need to be kept by sponsors. 

Additionally see Guidance for Sponsors: Part 2 Sponsor a worker – general 

information in Guidance for Sponsors: Part 3: Sponsor duties and compliance. 

We will operate a zero-tolerance ‘no/poor records, no CoS’ policy amongst 

{{Organisation}}. Any {{Organisation}} found to be in breach of acceptable record 

keeping will automatically be placed on a ‘no CoS’ list until compliance is regained 

(practically speaking means we can delete your UKVI user account until 

compliance happens). And shortly thereafter, sponsorship will be withdrawn from 

current migrants. 

 

Application Forms 

A full copy of the application form, including references, must be in the local file. 

This is a key piece of evidence in our assessment process that will give the UKVI 

confidence in our system for approving and rejecting applicants. Do not bring 

anyone in as {{missionary, church worker, trainee}} without an application form 

being completed. Please follow ALL best practice guidelines in processing 

applications, handling medicals, data protection, etc.  

Please note Appendix D does not specifically stipulate we need to keep 

applications for migrants however in reading between the lines I would suspect 

they expect it. GDPR and Safeguarding also suggest applications forms are part of 

our due diligence as legal charities. 

You will need to create and maintain a robust record 
keeping system to ensure that the documents referenced 
above are available for inspection should {{Organisation}} 

or the government request it. 

https://www.gov.uk/government/publications/keep-records-for-sponsorship-appendix-d
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-3-sponsor-duties-and-compliance


 

December 2020 {{Organisation}} Visa Document v. 3.0 Page 18 of 130 
 

Translation 

If anything needs to be translated, that can be done in house but please get 

permission for a translator to see it (per GDPR) and then use the translation contract 

in Safeguarding file on Personnel Dropbox.  

In Guidance for Sponsors: Part 3: Sponsor duties and compliance in paragraph 

C2.17 it states we are required to do a full translation (not only verbal or a summary) 

and that the translator’s must write some specific things on the paper including: 

• that it’s a ‘true and accurate translation of the original document’ 

• the date of the translation 

• the full name and contact details of the translator  

Because the acceptable credentials required isn’t specified {{Key 

Contact/Authorising Officer/Visa Coordinator}} is comfortable with first-language 

translators or those who have a certificate from a passed language course to 

translate in-house. Evidence of the language does not need to be kept on file but 

should be able to be provided upon request in the case of a UKVI inspection. 

A common document needing translation is a home nation criminal records check 

and in that case every single line doesn’t need to be translated. Only the pertinent 

reports listed about the individual. 

 

Contact Details 

Please keep track of all home address (in the UK), home and mobile numbers as 

well as a personal or work email address. Any time someone moves or gets a new 

phone number this should be updated on their local file. In some cases, moving 

means it will be necessary to report migrant activity. This is according to Immigration 

Rules: Appendix D Part 1(f). 

 

Interview Notes 

It is important that an “interview” be done – {{Organisation}} style! Please do a 

Skype/Phone interview with each missionary, short-term volunteer or trainee as a 

central part of your assessment process. Once the “interview” has been done, 

please add some notes of this to your application form or file cover sheet along 

with the date you performed it and who was present. 

A few suggested interview questions as related to visas are: 

• Tell me what you understand about your visa requirement to come and join 

us (to ensure they know what they need to know) 

https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-3-sponsor-duties-and-compliance
https://www.gov.uk/government/publications/keep-records-for-sponsorship-appendix-d
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• I’d love to hear more about where you see yourself after …. (to help 

ascertain what type and length of visa is best) 

• How do you see missions in your future? What kind of training and discipleship 

would you need to achieve what God is speaking to you regarding your 

future in missions? 

• What questions do you have after reading your job description and the terms 

& conditions? (if you’ve sent this this already) 

Please note Appendix D does not specifically stipulate we need to keep interview 

notes; however we feel this is good practice which gives hard copy evidence to 

the robust recruitment process we practice as well as supports our safeguarding 

policies. 

 

Passport & BRP 

The UKVI wants to know we know who we’re sponsoring and that they are allowed 

to do work in the UK. We need to see the originals and retain copies showing all 

personal identity details (including biometric details), relevant leave stamps, or 

immigration status document including their period of leave to remain (permission 

to stay) in the UK. Even though we are not trained document forgery experts there is 

an expectation that we do our best to identify illegal documents. For tips, check out 

this document. 

This is according to Immigration Rules: Appendix D Part 1(a) and 1(b) and 1(c). 

 

Evidence of Qualifications 

If you the migrants have ANY qualifications which make them a suitable candidate, 

please get a copy of this evidence in your file – training courses, seminars, anything. 

This now a critically important document for all missionaries to provide as it 

demonstrates their qualifications to do this job, above and beyond the average 

settled worker. A CoS should not be issued until this evidence is provided.  

This is according to Immigration Rules: Appendix D Part 4. 

 

Required Documents for Dependants 

In most cases when a couple join us both spouses serve with {{Organisation}}, which 

means all the documentation is required for both people. If, however, the 

dependant-visa spouse is NOT serving with {{Organisation}} then very little 

documentation is legally required. The same goes for children. {{Organisation}} does 

https://www.gov.uk/government/publications/recognising-fraudulent-identity-documents?utm_source=15ac69aa-7fcf-4232-bd7f-c4370bb18502&utm_medium=email&utm_campaign=govuk-notifications&utm_content=weekly
https://www.gov.uk/government/publications/keep-records-for-sponsorship-appendix-d
https://www.gov.uk/government/publications/keep-records-for-sponsorship-appendix-d
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not legally require copies of passports, BRPs, etc. for non-{{Organisation}} family 

members. However Your {{Organisation}} may require certain information in 

application forms about dependants for housing or safeguarding (please ensure 

this is all GDPR compliant). 

 

Acceptance Package 

It is important for us as {{Organisation}} and the migrant 

to understand clearly all expectations and information 

ahead of time and a robust acceptance package is 

the easiest way to accomplish this. Sending some sort 

of welcome/acceptance letter accompanied by 

some of the information laid out in the following 

sections should be more than manageable for 

{{Organisation}}. Samples are given in Visa Information 

Sample Letters 10.0. 

Please note: The Acceptance/Welcome letter is NOT 

the Visa Guarantee Letter. The Guarantee Letter with 

the CoS is sent at a later date! The Acceptance letter can use {{Organisation}} 

language that we might avoid in the Guarantee letter (like lectures, graduation, 

volunteering, etc.) as it confuses the UKVI officers about which type of visa is 

required. 

Please note Appendix D does not specifically stipulate this be on file but we 

recommend having it ready to produce if not. 

 

Terms & Conditions 

General Definition: “General and special arrangements, provisions, requirements, 

rules, specifications, and standards that form and integral part of an agreement or 

contract.” 

So for {{Organisation}}, that means, details such as how much rent they contribute, 

the cost of food, laundry, {{Organisation}} contributions, {{Organisation}} car usage. 

And it means holiday entitlements, rules of the {{Organisation}} for various areas, 

other legal requirements to be abided by like health and safety, visas and 

immigration, HMRC, NHS, etc. It should also include expectations similar to that laid 

out in the job description in terms of type and amount of work expected as well as 

character issues. 

Basically we want you to communicate AHEAD of time any expectations or rules 

that would result in a conversation needing to happen if they weren’t met. It is 

Acceptance Package 

 Acceptance 
Letter 

 Terms & 
Conditions 

 Job Description 
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better for ALL of us if everyone has the same expectations from the beginning of 

their time as a {{Organisation}}. 

In general, we would expect to see as a minimum the Job Description, Signed 

Declarations, start/end dates for commitment, hours expected to work, evidence 

you’ve communicated about support-raising (and that no salary will be paid), and 

a letter with info about all fees they must pay (usually in acceptance package). 

This is according to Immigration Rules: Appendix D Part 3(c). 

Job Descriptions 

The UKVI wants to know that our missionaries, short-term volunteers and trainees 

have clear expectations about why they are coming. However, because we shape 

the “role” around the person as they learn and develop, we don’t want them to be 

overly specific or limiting. What we want you to use accommodates both sides of 

this. 

Please make sure all your migrants receive a copy of 

their job description before arrival (we suggest along 

with their acceptance package and additional terms 

and conditions of acceptance). It is extremely helpful 

for both sides to have clear expectations before they 

come to the UK. If they are questioned in immigration 

control, they should answer based on this job 

description. After arrival, at orientation, please have 

them sign a copy of their job description for the file.  

We recommend keeping the job descriptions broad to 

allow for small role changes! For migrants where a 

specified role is set and ongoing (member of 

leadership team or ministry, for example), that should be added in the indicated 

places on the sample job descriptions.  

Our in-house trainees may find it confusing to have a job description, so it’s not a 

problem to call it something else (on their copy) if desired. In any case, please be 

sure to explain to them what the document is intended to communicate and 

achieve especially to answer any questions in immigration control. 

This is according to Immigration Rules: Appendix D Part 3(c) and 4(a). 

 

Criminal Records Check 

All migrant applications require a local criminal records check. Each country has it’s 

own system that must be followed. You can keep a copy of this document in your 

files (unlike DBS). 

It is important that if 
a migrant is 

interviewed by the 
UKVI during an 
inspection they 
would answer 

consistently to what 
is on their job 
description. 

 

https://www.gov.uk/government/publications/keep-records-for-sponsorship-appendix-d
https://www.gov.uk/government/publications/keep-records-for-sponsorship-appendix-d
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It’s recommended to ask for this document after accepting them but before issuing 

a CoS. For more information, see these pages of Criminal Record checks for 

overseas applicants. Please have them send a translated version or see the 

Translation section to ensure all policies met. If anything comes up, please use 

wisdom and as necessary to contact the National Safeguarding team to get 

advice and support in processing different types of convictions in a case by case. 

If there was anyone that has moved frequently you can ask for 5 or 10 year history 

from each nation they’ve lived in during that period. 

If an applicant is unable to obtain a certificate they must provide an explanation 

which details attempts to obtain a certificate and confirms why this has not been 

possible. UKVI will consider that explanation against the situation in those countries 

and decide whether to waive the requirement.  

You can read more about overseas criminal records checks here. 

A local criminal records check is not specifically stipulated in Appendix D but they 

do require a DBS so we are taking this to mean a history of a migrant’s criminal 

activity should be ascertained as part of our due diligence in recruitment and since 

so many of our roles are with vulnerable people. In Guidance for Sponsors: Part 3: 

Sponsor duties and compliance in paragraph C1.26 and Criminal Record 

Certificate Guidance 2018 there is a general reference to if a migrant will need a 

DBS they should provide a criminal records check in the interim. There are some 

statutory requirements for employers to carry out such checks in the health and 

education sectors, but elsewhere it is only best practice to do so.  

This is according to Immigration Rules: Appendix D Part 1(h) and is related to our 

insurance policy. 

 

Disclosure and Barring Service (DBS) Check 

{{Organisation}} has a long tradition of working with children, young people, families 

and vulnerable adults. We take seriously our responsibility to protect and safeguard 

the welfare of children, young people and vulnerable adults throughout their 

association with us.  

https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-3-sponsor-duties-and-compliance
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-3-sponsor-duties-and-compliance
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/673331/criminal-record-certificate-guidance-v2.0ext.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/673331/criminal-record-certificate-guidance-v2.0ext.pdf
https://www.gov.uk/government/publications/keep-records-for-sponsorship-appendix-d
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Your {{Organisation}} MUST keep a copy of any DBS disclosure numbers (if 

applicable) for all full-time, long-term missionaries working with children and 

vulnerable adults. Please note {{Organisation}} shouldn‘t keep a copy of the DBS 

itself, only a copy of the NUMBER and issue date after 

seeing the DBS in person. Assuming they sign up for the 

update service, you should check on their profile annual 

and sign that off in their local file. 

Please have all migrants fill out a self-disclosure form 

upon arrival (unless comparable declarations were 

signed and filled out in the application form) and keep it 

on file. After one year, please have all migrants who qualify (work with children or 

vulnerable adults) sign up for the DBS update service. A new self-declaration form 

will be needed for all who switch from trainee to {{Organisation}} or if they switch 

from the old DBS system to the Update System. Please note that these declarations 

are confidential and we recommend storing them in an envelope with the 

application form. Please see the GOV.UK website here for more information on 

what constitutes a regulated activity. 

For more information check out the DBS website or the migrant specific DBS page.  

This is according to Immigration Rules: Appendix D Part 1(h), Guidance for Sponsors: 

Part 3: Sponsor duties and compliance in paragraph C1.26 and is related to our 

insurance policy. 

Safeguarding Training 

Along with having appropriate criminal records checks to confirm there isn’t any 

criminal history, we also want every {{Organisation}} running annual (at least) 

training about safeguarding children and vulnerable adults. This training is legally 

required by our insurance policy for all missionaries and trainees, regardless of 

whether they work with children or vulnerable adults.  

 

Material Changes 

The term "material changes" refers to any substantial or important change in the life 

(personal or professional). Examples of this are marriage, birth, change or address or 

change of duties. As in the case of a name change, the Home Office requires 

individuals to use one name for all official purposes. Please record any such 

changes in the migrant’s file. Some require reporting on the SMS by the sponsor or 

to the UKVI by the migrant. 

If someone changes their name, additional guidance can be found here. 

{{Organisation}} 
shouldn’t keep a 
paper copy of the 

DBS itself. 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/316179/Regulated_Activity_in_relation_to_Children__DfE_.pdf
https://www.gov.uk/government/organisations/disclosure-and-barring-service
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
https://www.gov.uk/government/publications/keep-records-for-sponsorship-appendix-d
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-3-sponsor-duties-and-compliance
https://www.gov.uk/government/publications/change-of-name-guidance?utm_source=a77b6c14-3dc5-474f-8aff-380905a00777&utm_medium=email&utm_campaign=govuk-notifications&utm_content=weekly
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Primary Role Lists (formerly known as Work Schedules) 

From 2015-2020 we understood that the UKVI wanted us to keep schedules. In our 

most recent thorough reading of the immigration rules we aren’t convinced that 

the WAY we’ve handled this is the best way for us to prove we know what our 

missionaries are doing at any given time. Especially considering our supernumerary 

status with each missionary shaping a role to suit them rather than the other way 

around. 

We are definitely required to keep job descriptions and we need to know in general 

terms what role each migrant is doing whether that’s team leader or homeless 

ministry helper. So instead of a more typical schedule which we updated every 3-12 

months I’d now like you to keep a running list of primary roles each person is 

involved in.  

For example 

Joe Blogs 

• Sept-May 2011 Missions Course staff 

• June-July 2011 furlough/home assignment 

• August - Base Staff, local ministry 

• Sept- May 2012 Missions Course Leadership 

• June-August 2012 Staffing Mission Adventures 

• September-May 2013 SBS trainee 

It is still important that we ensure a significant portion of any migrant’s job could be 

considered religious and isn’t mainly administrative or support work as a primary 

focus. People still need to write newsletters for example, so it’s not that admin isn’t 

allowed but we want to make sure we staying within the spirit of rules of a religious 

visa. 

For Missionaries 

Please keep regularly updated primary role list for all missionaries. We are aware 

of the fact that most {{Organisation}} migrantschange roles and primary focus 

considerably often we continue to embrace this. Update immediately for major 

role changes.  

For Trainees: 

Please keep a copy of the Programme Schedule for all trainees. Many 

{{Organisation}} are keeping a folder or binder with the documents that the 

exact same for every person on a specific programme (schedule, absences, job 

description, copy of the acceptance package details). Please do not keep a 

copy of the programme schedule in the individual’s folder in case of an HMRC 

inspection. 
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Though not specifically listed in Appendix D, by the rules we need to track 

absences (Part 1(i)), have detailed information about the job (Part 4(a)) as well as 

providing the back up of being able to prove the work is religious in nature given 

the category of our visas. 

 

Tracking Attendance 

Similar to the section above, from 2015-2020 we were under the impression we 

needed to track attendance (not just absences) for anyone on a training 

programme. Upon a closer study we have realised this rule is only for student 

visas…of which {{Organisation}} has none. So we are updating our policy to abolish 

tracking attendance but to remain tracking absences as explained in the following 

section. 

 

Tracking Absences 

As a sponsor, we are responsible to know the general whereabouts and activities of 

our migrants and if they are attending work or not. That means, in addition to 

keeping a list of primary roles on file, we must know when they are on holiday, when 

they are sick or “out of the office” for other reasons and when any unauthorized 

absences occur.  

In Guidance for Sponsors: Part 2 Sponsor a worker – general information in 

paragraph S4.10-S4.13 some rules are laid out that 4 total weeks of unpaid leave 

(other than a few reasons like parental leave) should result in cancelling sponsorship 

but the {{Key Contact/Authorising Officer/Visa Coordinator}} believes this doesn’t 

apply in most cases for two reasons.  

1) They are still being paid (by supporters) and  

2) They are usually still working at least part of the time away if on home 

assignment (furlough) or outreach, for example. 

This is according to Immigration Rules: Appendix D Part 1(i). 

Tracking Holiday & Home Assignment 

For holidays and home assignment (furlough), we recommend using a simple form 

by which to approve time off – in or out of the UK – and with that, calculating any 

remaining days off “owed” according to your terms and conditions. See Tracking 

Travel section for information on when they are in or out of the UK for this type of 

absence. A comprehensive sample form is given in Visa Information Sample Letters 

10.0. 

https://www.gov.uk/government/publications/keep-records-for-sponsorship-appendix-d
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
https://www.gov.uk/government/publications/keep-records-for-sponsorship-appendix-d
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Tracking Sick Days 

For sick days, many {{Organisation}} have set up an email address which all 

missionaries email to notify the {{Key Contact/Authorising Officer/Visa 

Coordinator}}. The email list should never be deleted and serves as your tracking. 

However, it should be checked regularly so you know if one person is taking too 

many sick days according to your terms and conditions. Other teams are 

continuing to use a “come talk to me” method and then making a note on a 

tracking form when they come in. {{Organisation}} Leaders as well as ministry 

leaders should keep overall awareness of their team members in this area and we 

recommend a monthly “check in” with all missionaries to make sure all days have 

been reported.  

Tracking Extended Sick Leave 

For more serious illness which may mean some weeks or months not able to serve, 

like undergoing cancer treatments or frequent hospitalisations, there are a few 

things to consider with migrants. 

Each {{Organisation}} will need to….  

• Have a doctors note on file to sign them off work if necessary 

• Conversations about staying or going depending on situation (possibly 

including family member back home if appropriate) 

• Check their insurance coverage if NHS surcharge not paid 

• Consider reducing hours temporarily on SMS (change of circumstances, 

change in hours) 

• Reporting on SMS 

Please refer to the Serious Staff Illness document on the Personnel Dropbox for a 

more comprehensive set of policies if a missionary or trainees becomes seriously ill 

while serving with {{Organisation}} which includes pastoral care, various factors to 

consider such as financial or housing considerations and more. 

As far as migrants goes, sick leave is one the situations where we do not have to 

stop sponsoring if they miss more than 4 weeks of work according to Guidance for 

Sponsors: Part 2 Sponsor a worker – general information in paragraph S4.13. 

Tracking Compassionate Leave 

Compassionate leave can be granted at a {{Organisation}}’s discretion for a variety 

of reasons, but most commonly for supporting family in serious/terminal health 

conditions or for after a family member passes away. The length of time granted 

needs to suit the migrant and {{Organisation}} and depends on immediate vs. 

extended family. Typically, we’d expect several weeks for an immediate family 

member and some days for extended but it really depends on the situation. Please 

use wisdom and mercy whilst having honest conversations about loving and 

https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
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realistic timeframes with your migrants in this situation. You need to track (or record) 

these days away in the same way as holidays.  

As far as migrants goes, compassionate leave is slightly more complicated than sick 

leave or parental leave which is specifically allowed for. According to paragraph 

S4.10-S4.13 in Guidance for Sponsors: Part 2 Sponsor a worker – general information 

we must stop sponsoring after 4 weeks unpaid leave. However, most of our migrants 

likely to enjoy ongoing support from donors and as such are not unpaid. Some 

creativity could be applied to this as far as home assignments go but please be 

aware of this time frame limitation as we don’t know exactly how a UKVI inspector 

would see it. 

See Tracking Travel section for information on when they are in or out of the UK for 

this type of absence. A comprehensive sample form is given in Visa Information 

Sample Letters 10.0.Tracking Unauthorised Absences 

Tracking Parental Leave 

Migrants are allowed to take this but records should be kept on dates and 

expectations. Please see Families section for more information parental leave. 

As far as migrants goes, parental leave is one the situations where we do not have 

to stop sponsoring if they miss more than 4 weeks of work according to Guidance 

for Sponsors: Part 2 Sponsor a worker – general information in paragraph S4.13. 

 

Tracking Travel & Schedule When Outside UK 

If migrants are still doing work whilst travelling then we must continue to track that 

work while they are out of the UK. We know of several sponsors who have been 

grilled during UKVI inspections about how they “know” the migrant still doing work if 

they are offsite. There isn’t a specified minimum or maximum time people can be 

out of the UK so {{Organisation}} must determine what is acceptable for their 

missionaries & trainees. 

Work Related Travel (Outreach, Conference, etc.) 

Request copies of itineraries for all travel and keep it in their file. You should also 

keep contact details for where they are staying while out of the UK. For 

conferences and outreaches, please also request a copy of the daily/weekly 

schedule as evidence that they are still “working” for {{Organisation}}. The UKVI 

wants to be able to find and confirm details of all migrants while they are 

sponsored by {{Organisation}} so we need to be able to provide evidence our 

sponsorship responsibilities are still being followed through with even when they 

are offsite. 

Personal Travel (Holiday, Home Assignment, etc.) 

https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
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For personal travel all that is required is a holiday request form filled out and 

approved. You do not need to request copies of itineraries to keep in their file 

unless the migrant is happy to provide the information or if needed to get 

assistance going to the airport for example. If someone is away on holiday or 

home assignment (furlough), a daily schedule is not required. 

 

UK Law and Holiday Entitlements 

All {{Organisation}} migrants are self-employed and therefore there is no legal 

requirement set by law for holidays like there is for paid employees. In practice, 

most {{Organisation}} migrants give an average of 20 working days plus bank 

holidays (bank holidays include days off at Easter and Christmas).  

There is scope for home assignment (furlough), please see the guidelines from your 

local {{Organisation}} centre. For more information on the LAW, visit this page. As far 

as the UKVI is concerned anyone taking more than 4 weeks unpaid leave should 

have their visa cancelled; however we feel we have a strong position to argue 

people are on home assignment and not unpaid leave. Please read Guidance for 

Sponsors: Part 2 Sponsor a worker – general information in paragraph S4.10-S4.13. 

STILL TRYING TO LOCATE THIS RULE IN NEW SYSTEM: Please note that from January 

2019 sabbaticals are not allowed for those on a visa according to paragraph 26.28 

of Tier 2 & 5 of the Points-Based System – Guidance for Sponsors.  

 

Evidence of Arrival 

Sponsors must check the date on which the migrant entered the UK to ensure they 

entered during the validity of their visa. Normally, this can be done by looking for an 

entry stamp from an immigration officer (of which the sponsor should retain a 

copy). 

Increasingly, however, migrants may not have an entry stamp if they enter through 

Republic of Ireland or use ePassport gates (‘eGates’) were opened up to other 

nationals in May 2019. These nations include Australia, Canada, Japan, New 

Zealand, Singapore, South Korea and the USA.  

If they entered before the ‘valid from’ date on their visa, they won’t have a stamp 

on their visa and they will not have permission to work. If this happens, you should 

advise the migrant to leave the Common Travel Area (UK, Guernsey, Jersey, Isle of 

Man and Ireland) and re-enter the UK within the validity of their visa. 

The update to Appendix D reminds sponsors that, even where no stamp is present, 

they must check the date of entry buy requesting other evidence, including, but 

not limited to, travel tickets or a boarding pass.  Sponsors must make a note of this 

https://www.gov.uk/holiday-entitlement-rights/entitlement
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
https://www.gov.uk/government/publications/sponsor-a-tier-2-or-5-worker-guidance-for-employers?utm_source=ac7903af-c1f3-4e5b-9de0-2140c9fedb5d&utm_medium=email&utm_campaign=govuk-notifications&utm_content=weekly
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date and whilst Appendix D states that sponsors do not have to retain the 

evidence, you can if you want to. 

This is according to Immigration Rules: Appendix D Part 1b. 

 

Evidence of Departure 

Since our inspection in October 2017, we became aware of the responsibility of the 

sponsor to “guarantee” the migrants actually depart the UK. Whilst this is literally 

impossible we have agreed that asking for evidence of their intention to depart is 

sufficient. Please request a copy of the travel itinerary out of the UK. 

  

Pro Tip: 
Set a monthly reminder in your calendar or 

diary to check your Visa Systems, record 
keeping, as well as adding any notes about 
conversations or changes in circumstances. 
Then you worry about forgetting to check 

over your files for 6+ months and it 
becoming a massive job instead of a 

manageable job. 

https://www.gov.uk/government/publications/keep-records-for-sponsorship-appendix-d
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Other Documentation 

Sponsoring Minors 

We can sponsor anyone over the age of 16, which is the minimum legal age to 

work and live independently the UK (if they have their parent or guardian’s 

consent). Appropriate forms must be kept and steps taken to safeguard these 

individuals. There are legal requirements for under 18’s joining us without their 

parents, so please be aware of these laws and {{Organisation}}’s policies related to 

this. {{Organisation}} Policies can be found {{Location}}.  

Children under 18 can come as dependants on a parent’s visa. 

As far as the UKVI goes, they expect sponsors to retain certain documents with 

specific information as detailed in Appendix T2 Minister of Religion paragraph MOR 

9.1-9.2 or Appendix T5 (Temporary Worker) Religious Worker paragraph RW 8.1-8.2 

which are summarised here: 

• Sponsor retain a copy of the letter from their parents or legal guardian, or just 

one parent if that parent has sole legal responsibility for the child.  

o Includes details of their consent to the arrangements for the child’s 

application, travel, reception and care arrangements in the UK.  

• Safeguarding policies kept up to date and DBS checks done as needed. 

This is according to Immigration Rules: Appendix D Part 1(g) and Guidance for 

Sponsors: Sponsor a Minister of Religion or Religious Worker paragraph 3.6 and age 

category box. 

 

Multiple Sponsor Licences & Secondment 

Within our multiple locations/registered charities, we have multiple sponsor licences. 

We will start to see people move from one {{Organisation}} to another and now a 

new sponsor is involved. In this case, we are open to what is called “Secondment.” 

Secondment is the temporary transfer of a worker to another position or 

employment. Normally we are not open to the idea of secondment to another 

mission agency, group or church because as the sponsor, we cannot then 

guarantee proper oversight and meeting legal requirements. However, we know 

and trust that other {{Organisation}} teams are working to the same standards and 

we can agree with the other team to meet all the necessary legal requirements. 

Also, it’s much easier to defend to the UKVI that they are still achieving the 

charitable purposes of {{Organisation}} when they are still working within 

{{Organisation}}! 

https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-t2-minister-of-religion
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-t5-temporary-worker-religious-worker
https://www.gov.uk/government/publications/keep-records-for-sponsorship-appendix-d
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-sponsor-a-minister-of-religion-or-religious-worker
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If you accept a {{Organisation}} from another {{Organisation}} with their own 

Sponsor Licence you must continue with your normal sponsor duties PLUS have a 

written agreement between your team and the former team agreeing the 

secondment and what oversight will happen. See below and the section about 

Returning Migrants from another licence for specific instructions. 

Taken from Guidance for Sponsors: Part 2 Sponsor a worker – general information in 

paragraph S1.15-1.19.which is about Contracts being supplied to another 

organisation. 

Secondment Process 

This process is for migrants who are sponsored under one of these categories that 

are going to work with another sponsor licence (that is still the same umbrella 

charity). 

The migrant will remain on the original sponsor license but will be SECONDED to the 

other license 

Responsibility of original {{internal Organisation}}: 

• Keep records on migrant 

• Send secondment form to new {{Organisation}}  

• Receive Acceptance Letter and Job Description from new {{Organisation}}  

• Report Migrant Activity on SMS changing Work Location 

Responsibility of receiving {{internal Organisation}: 

• Keep records on migrants (receive original records from original 

{{Organisation}} 

• Sign secondment form and send back to original {{Organisation}} and keep 

copy on file 

• Send Acceptance Letter and Job Description to new {{Organisation}}  

• Notify original {{Organisation}} when migrant leaves. 

  

https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
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Other Government Bodies 

Her Majesty’s Revenue & Customs (HMRC) 

It depends on how long a migrant is in the UK if they need to register with HMRC as 

self-employed and file (possibly pay) taxes and national insurance contributions. It is 

not negotiable that they register with the HMRC if they will be here for more than 

186 days. The only circumstance this is acceptable is if they have a letter from the 

HMRC indicating they are exempt. 

Longer than 186 days 

• YES, register with the HMRC as a self-employed missionary within 3 months of 

start date 

• It can be a complicated process for foreigners to understand so additional 

support can be given. 

• If they don’t register they will be liable to pay a minimum penalty of £100. 

• Remind your migrants to de-register when they leave. 

Less than 186 days  

• NO, they don’t need to register 

Trainees 

• NO, they don’t need to register 

We recommend that all migrants should call into the HMRC and explain their 

situation and ask for any advice to be given in writing. 

The online website www.hmrc.gov.uk is very easy to navigate and has all the 

information you need.  

 

UKVI & the HMRC – Self-Employed Status 

Please note that in tracking some of this information as a visa sponsor, we do cross 

some boundaries. We have been advised by HMRC that all 

{{missionaries/trainees/church workers}} serving with us for 186 days in one tax year 

are to be classed and registered as self-employed. Guidelines for the self-employed 

are different in many aspects to those on a migrant visa. We are aware of this 

conflict and hope to address it in the future.  

As previously advised, please keep any information that makes {{Organisation}} 

appear as an employer in a separate file (sick/holiday tracking, job descriptions). 

Although we are the Visa Sponsor, we are not employers in the traditional sense. 

 

http://www.hmrc.gov.uk/
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National Insurance  

In the UK, all employed and self-employed people are required to pay National 

Insurance contributions. These contributions qualify you for certain benefits, 

including the State Pension and maternity allowance. One of the requirements is 

that each {{Organisation}} needs to have, or apply for a National Insurance 

number. Please see National Insurance for more information. Most 

{{missionaries/trainees/church workers}} will be exempt from paying National 

Insurance contributions because the average income for a Christian worker is 

below the minimum threshold. However, {{missionaries/trainees/church workers}} 

can apply to make voluntary contributions anyway which may be suitable for those 

{{missionaries/trainees/church workers}} with a very long-term calling to the nation. 

National Insurance Number (NiNo) 
You need a National Insurance number before you can start paying National 

Insurance contributions. You have a National Insurance number to make sure your 

National Insurance contributions and tax are recorded against your name only. It’s 

made up of letters and numbers and never changes. 

You must apply for one if you have the right to work in the UK. Here are the 

instructions. Usually if migrants apply immediately after arriving it’s a simple form and 

the number is approved. But the Jobcentre Plus may write to migrants and ask 

them to come to an interview where they’ll be asked about their circumstances 

and why they need a National Insurance number.  

Some people have been refused NiNo which means 

they can’t file as Self Employed with HMRC. They 

should get any advice or refusals about this in writing 

for evidence. 

From April 2018, NiNo is automatically issued to T2 

Main visa holders and can be found on the back of their BRP. The addition of 

the NiNo number will make it easier for employers to access employees' tax and 

insurance details. T2 Dependants and T5 migrants still need to apply for NiNo. 

For everyone who is working in the UK longer than 186 days, {{Organisation}} needs 

a copy of their NiNo. This is according to Immigration Rules: Appendix D Part 1(e). 

 

National Health Service (NHS) 

Immigration Health Surcharge (IHS) 

Since 2015 all {{missionaries/trainees/church workers}} on visas will have to pay a 

mandatory fee/year/person for fully comprehensive NHS coverage. The payment 

will be collected by the Home Office and it will go directly into the NHS and will give 

NiNo is 
automatically 

issued to some 
migrants. 

https://www.gov.uk/national-insurance
https://www.gov.uk/national-insurance/your-national-insurance-number
https://www.gov.uk/apply-national-insurance-number
https://www.gov.uk/government/publications/keep-records-for-sponsorship-appendix-d
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migrants access to the NHS on the same terms as a permanent UK resident. The 

general landing page for NHS entitlements is here. 

 

During the application process, everyone will be prompted to register and pay for 

the coverage online and then given a reference number to quote in their visa 

application. Unfortunately the actual reference number is not that easy or 

noticeable on the webpage so please make sure your applicants read the Q&A so 

they know how to handle this.  

A checking service on the website will help everyone figure out the right amount to 

pay for their length of stay. The calculator occasionally has errors but is generally 

accurate. The fees (since December 2020) are… 

• £624/person/year (over 18) 

• £470/person/year (under 18) 

• YMW is £470/year/person 

• No fee for less than 6 months 

The total amount for all the years the visa is valid for must be paid for at the time of 

visa application (i.e. a T2 Minister of Religion migrant coming for the full 3 years 

would have to pay the £1872 Health Surcharge upfront BUT a T5 Religious Worker 

trainee coming for 6+ months would pay half the yearly surcharge, which would be 

about £320 upfront). Refunds won’t be given if people leave early or don’t access 

NHS care during their stay, but it will be refunded if the visa is denied or leave 

granted is less than applied for. Refunds will be given automatically and the 

applicant doesn’t have to request it. Refunds can take up to 60 days to occur. 

Sometimes dependants are required to pay the full two years no matter how long 

the visa length is for even if the main applicant only pays for the visa length. The 

money will be refunded when they leave the UK though it can take some time and 

could be a lot of money for some families as part of the upfront costs. 

Basic information will be instantly available to administrators on the National Health 

Service patient record system. This will enable the NHS to identify people who have 

paid the surcharge or are exempt and therefore qualify for treatment without 

further payment. The Home Office will also notify Health and Social Care 

Information Centre (HSCIC) where a person’s immigration status comes to an end 

so the NHS will be aware that they are now chargeable for secondary health 

services.  

 

What if they didn’t pay the surcharge? 

If a migrant didn’t have to pay the NHS Surcharge, it is mandatory that they get 

comprehensive travel insurance that covers the entirety of their time away from 

home. They can access emergency health care here but will be billed for 150% of 

https://www.gov.uk/guidance/nhs-entitlements-migrant-health-guide?utm_source=ede39061-1404-449d-91ab-a2a2daf284fe&utm_medium=email&utm_campaign=govuk-notifications&utm_content=weekly
https://www.gov.uk/healthcare-immigration-application/pay
https://www.immigration-health-surcharge.service.gov.uk/payment/start
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the cost of whatever care they require. To read the Guidance for NHS bodies who 

need to make and recover hospital charges from overseas visitors, click here. 

In our experience, many local A&E departments aren’t consistent about checking 

this and some have told us you can “have one visit ‘on the house’” but this can’t 

be counted on legally. 

GP Surgery 

Please have all your T2 Minister of Religion migrants register with a surgery as usual. 

Now, you should be able to get your T5 Religious Worker short-term missionaries 

registered as well. Unless you are prepared as a {{Organisation}} to ensure all your 

temporary people “unregister” with the surgery I would not recommend registering 

all of them also. It might be smart to get a face to face meeting with your local 

surgery(s) manager to talk through how they would like to work with {{Organisation}} 

given the new surcharge and migrant’s access to healthcare. 

Travel Insurance 

It is still {{Organisation}}’s good practice for everyone to take out fully 

comprehensive travel insurance for all travel, as the NHS surcharge only covers for 

medical treatment in the UK. This medical care would not extend to being flown 

home* in the event of serious illness or death, so migrants should ensure that their 

insurance covers this, as well as covering for such things as cancellation cover, 

personal belongings cover, legal and personal liability cover.  

For trainees (and {{missionaries/trainees/church workers}} leaders providing the 

training) whose course includes a field assignment, they would also need to take 

out travel and medical cover for this element of the course, but the medical 

element could now be arranged during the lecture phase if preferred*. If they 

arrange their own, they would need to ensure that it is fully comprehensive medical 

and travel insurance which includes such things as: medical costs (minimum £2 

million GBP/ equivalent, but higher is even 

better), flights home due to emergency medical 

situations, repatriation in the case of death or 

serious injury, evacuation cover, cancellation 

cover, personal belongings cover, as well as 

legal and personal liability cover. For a few tips, 

visit https://www.gov.uk/foreign-travel-

insurance. 

Missionaries going on trips (outreach leaders, conferences, home assignment, even 

holidays) often forget to get travel insurance. As a {{Organisation}} we must remind 

people to get this as otherwise {{Organisation}} could be “on the hook” financially 

for work-related travel if an accident or loss occurs. Even if we aren’t technically 

legally responsible to help, {{Organisation}} can’t be a charitable organisation that 

doesn’t help it’s missionaries if something goes awry without insurance in place. 

Staff going on trips 
often forget to get 

personal travel 
insurance so remind 

everyone to get 
some for every trip! 

http://www.nhs.uk/chq/pages/1087.aspx
https://www.gov.uk/foreign-travel-insurance
https://www.gov.uk/foreign-travel-insurance
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If a migrant didn’t have to pay the NHS Surcharge (some nationalities and most 

trainees will not be required to), it is mandatory that they get comprehensive travel 

insurance that covers the entirety of their time away from home.  

* Any travel insurance purchased after arriving to the UK would only cover repatriation to 

the UK, not to their home nation. 

Vaccinations 

The nationals of certain countries are required to get specific vaccinations before 

arrival into the UK and sometimes before the visa can be approved. For a current 

list of those countries as well as the approved clinics for each country, see the 

guidance. Some recommendations are also available in the Personnel Dropbox. 

  

https://www.gov.uk/government/collections/tuberculosis-testing-home-office-approved-clinics
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Terms & Jargon you need to know 

UKVI 

United Kingdom Visa & Immigration Service. The agency is one of the largest 

agencies in the UK. They are a global organisation operating in local communities 

and in about 130 countries worldwide. They have local immigration teams across 

the country. These teams work with the public and alongside police, HM Revenue & 

Customs, local authorities and other local partners. Their purpose is to ensure 

compliance with immigration laws for the benefit of the community and the 

economy. 

The main landing page for this service is https://www.gov.uk/visas-immigration 

For more about what they do and their charter, visit: 

https://www.gov.uk/government/organisations/uk-visas-and-immigration  

 

Minister of Religion vs. Missionary vs. Member of Religious Order 

{{Organisation}} chooses to identify all our migrants as a Missionary according to the 

following definitions. According to Guidance for Sponsors: Sponsor a Minister of 

Religion or Religious Worker paragraph MRW 3.8-3.16 the definitions of each of 

these are as follows for the purposes of these Rules: 

(i) a minister of religion means a religious 

functionary whose main regular duties 

comprise the leading of a congregation in 

performing the rites and rituals of the faith 

and in preaching the essentials of the 

creed; (MRW 3.10) 

(ii) a missionary means a person who is 

directly engaged in spreading a religious 

doctrine and whose work is not in essence 

administrative or clerical; (MRW 3.12) 

(iii) a member of a religious order means a person who is coming to live in a 

community run by that order. (MRW 3.13-3.14) 

 

In other sections of the rules, T5 Religious Workers are NOT allowed to do the work of 

(i) above and the work they can do is described simply as “non-pastoral.” (MRW 

3.16) This is fine for {{Organisation}} since we don’t have short-term migrants doing 

the job of a minister/pastor/vicar; but rather more “religious” or evangelistic in 

nature. Pastoral work which isn’t permitted we suspect wouldn’t include 1-to-1’s or 

leading a small group. And we suspect one off preaching in a church would be 

allowed but preaching every week in the same place as a minister/pastor/vicar 

wouldn’t be. 

Please do not get the name 
of our T2 Minister of Religion 

visa confused with the first 
definition of minister of 
religion which is a like a 

pastor or vicar. 

https://www.gov.uk/visas-immigration
https://www.gov.uk/government/organisations/uk-visas-and-immigration
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-sponsor-a-minister-of-religion-or-religious-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-sponsor-a-minister-of-religion-or-religious-worker
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T2 Minister of Religion are allowed to be all three above and can do a wide variety 

of jobs including lead a church as a minister/pastor/vicar, preaching and pastoral 

work as well as a wide array of duties which are not primarily administrative or 

clerical unless leading a department. 

Entry Clearance or Visa 

Entry Clearance is the formal term used to describe the application process for Visa 

Nationals who wish to travel to the United Kingdom. Once this process has been 

successfully completed, the Entry Clearance certificate, more commonly called a 

Visa, is placed in the Applicant’s passport or travel document. 

 

Entry & Re-Entry to the UK 

If an Applicant has a valid UK Visa, they will not normally be refused entry to the UK 

on arrival unless: 

• their circumstances have changed 

• they have given false information, or 

• they did not tell the entry clearance officer important facts when they 

applied for their Visa  

The Visa tells the immigration officer at a UK port of arrival: 

• the purpose of their travel and reason for their stay in the UK 

• how long they can stay in the UK before leaving or having to extend their 

Visa (if allowed) 

• the earliest and latest dates that they can enter the UK 

Normally, they may enter and leave the UK as many times as they like during the 

validity period of their Visa (assuming the multiple entry box was checked on the 

UKVI sponsor management system in the application for the Certificate of 

Sponsorship). 

 

Visa Validity 

Most Visas will have a valid from and expiry date on them. Encourage them to 

check those dates when they obtain their Visa. If they do not closely correspond 

with the original application, contact the {{Key Contact/Authorising Officer/Visa 

Coordinator}}. 

Upon arrival, their Visa will begin its period of validity, which should correspond to 

how long they asked for in the original application. 
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Certificate of Sponsorship 

A Certificate of Sponsorship is a 'virtual document' assigned by an employer (which 

must be a licensed sponsor) to a migrant. The migrant must quote the certificate's 

reference number when applying for permission to work in the UK under T2 or T5 of 

the points-based system. 

As part of the Points Based System, the UKVI requires that each and every 

application will require the payment of a fee to issue Certificates of Sponsorship to 

help ensure that each sponsoring organisation has looked at the application and 

approved it to go forward. This means that whether or not the application is 

successful, the fee will have to be paid and is not refundable. Consistent rejection 

of our applications means a loss of finance and the risk that we move from an A-

Grade to a B-Grade sponsor.  

Therefore, before you issue the necessary documentation to a trainee, a short-term 

volunteer or a full-time missionary, {{Organisation}} will have to review the 

application to assess that it is worthy of sending to the government, and pay the 

appropriate non-refundable fee for the Certificates of Sponsorship. This ranges from 

a few pounds for a T5 Religious Worker Visa to the multiple hundreds for a T2 Minister 

of Religion Visa. There is no CoS fee if the worker is a citizen of a country which has 

ratified the European Social Charter (CESC). 

It will be “Live” once issued but before being used in an application. 

It will be “Used” once it has been given as part of an application 

It will be “Expired” once it has expired 

See Guidance for Sponsors: Part 2 Sponsor a worker – general information in 

Sections S2 & S3 & S6. And SMS Guide: Reporting Migrant Activity section on CoS 

Status.  

 

CoS Allocations 

Every year we are allocated a certain number of CoS for each type of visa. We can 

easily request more if we come close to those numbers (though this can take eight 

weeks to process).  

Occasionally some of our CoS are marked as “expired” on the 
SMS even though they had been “used”. A phone call to the 

sponsor helpline  
(0300 123 4699) is required and they can update it. A slower 

way to rectify this is to email 
Tier2and5MigrantReportingMailbox@homeoffice.gsi.gov.uk 

https://www.coe.int/en/web/conventions/full-list/-/conventions/treaty/035/signatures?p_auth=if90rIae
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
https://www.gov.uk/government/publications/reporting-worker-activity-sms-guide-9
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Fees for Certificates of Sponsorship 

A fee must be paid particular to your application irrespective of whether the 

applications were successful, withdrawn or rejected. No refunds or extensions given 

under any circumstances. It will be up to each {{Organisation}} to assess how to 

recoup these fees from the Applicant. All fees musts be paid into the National 

Accounts promptly. 

A current snapshot of these fees is available online. For more information and 

instruction on obtaining Certificates of Sponsorship, see this page 

 

Visa & Non-Visa Nationals 

Visa Nationals are those who require a Visa for every entry to the UK irrespective of 

the reason they are coming. There isn’t a simple list available anymore so use this 

checking service to find out if your applicant needs a visa. A current list of nations 

who must register with the police and is very similar to the list of visa nationals is 

found in the Immigration Rules: Appendix 2: Police Registration and you can also 

check Appendix Visitor: Visa National List. Check this document for the different 

between airside and landside arrivals for visa nationals as of October 2017. 

The UKVI has a list of countries with guidance about processing applications (mainly 

asylum) that may prove useful to read through if you have questions about certain 

higher-risk nations. 

A Non-Visa National, such as those from the USA, is a citizen of a country that 

doesn’t ever or doesn’t always need a visa. There isn’t a list of non-visa nationals is 

found in the Immigration Rules anymore, so we must assume all nations NOT listed in 

Appendix Visitor: Visa National List. 

Please be sure to check these sites regularly for updates and further information. 

 

https://www.gov.uk/uk-visa-sponsorship-employers/sponsorship-certificates
https://www.gov.uk/check-uk-visa
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-2-police-registration
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-visitor-visa-national-list
https://www.gov.uk/government/publications/uk-visa-requirements-list-for-carriers?utm_source=1df0bc44-4bc9-4138-9aa7-e8a0f5f2efd2&utm_medium=email&utm_campaign=govuk-notifications&utm_content=weekly
https://www.gov.uk/government/collections/country-information-and-guidance
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-visitor-visa-national-list
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Police Registry 

Some nationalities are required to register with the 

local police upon their arrival to the UK. If they must 

register they should be told by letter or on their 

vignette/BRP. They must go within 7 days of arriving to 

the UK. Registering with the police costs £34 and is 

payable at the police station. For more information 

see here. 

Rules found at Immigration Rules: Part 10: Registering 

with the Police and for a list of nations required to 

register is found at Immigration Rules: Appendix 2: 

Police Registration. Also see paragraphs S8.4-8.5 in Guidance for Sponsors: Part 2 

Sponsor a worker – general information. UKVI Caseworker Guidance can be found 

online also.  

Documents to take when registering: 

They may have to fill in an application form before registering. 

• 2 recent passport size colour photographs 

• current passport with vignette 

• BRP, if have already 

• the Home Office letter that approved the application for leave 

• registration fee 

• proof of address 

• details of employees (There is a Sample letter in Visa Information Sample Letters 

10.0) 

The police station will record: 

• their full name 

• their gender 

• their marital status 

• their date and country of birth 

• their nationality 

• their address in the UK 

• the address of the last place they lived outside the UK 

• the date and place they arrived in the UK, and how 

• their passport details 

• what they can and can’t do with the visa, including how long you can stay 

• if they’re a student or working 

Who should register? 

Please note that according to the rules, T2 Minister of Religion and those who come 

for less than 6 months should not normally be required to register with the police 

We 
recommend 

trying to 
getting the BRP 

first or the 
police may only 
register them 
for 30 days. 

https://www.gov.uk/register-with-the-police
https://www.gov.uk/guidance/immigration-rules/immigration-rules-part-10-registering-with-the-police
https://www.gov.uk/guidance/immigration-rules/immigration-rules-part-10-registering-with-the-police
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-2-police-registration
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-2-police-registration
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
https://www.gov.uk/government/publications/police-registration
https://www.gov.uk/photos-for-passports
https://www.gov.uk/biometric-residence-permits
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according to Immigration Rules: Part 10: Registering with the Police paragraph 326 

(1) i and (2) iii. 

There is a chance they will not be informed at all but are still expected to register. It 

is worth knowing the list of nations below in order to assist our people. 

As of August 2020 the nations are Afghanistan, Algeria, Argentina, Armenia, 

Azerbaijan, Bahrain, Belarus, Bolivia, Brazil, China, Colombia, Cuba, Egypt, Georgia, 

Iran, Iraq, Israel, Jordan, Kazakhstan, Kuwait, Kyrgyzstan, Lebanon, Libya, Moldova, 

Morocco, North Korea, Oman, Palestine, Peru, Qatar, Russia, Saudi Arabia, Sudan, 

Syria, Tajikistan, Tunisia, Turkey, Turkmenistan, United Arab Emirates, Ukraine, 

Uzbekistan, Yemen. 

If they will turn up to register and get turned away by the police for some reason, 

and if their nation is listed below, the police will have made an error and we must 

report it to the UKVI, so please let the {{Key Contact/Authorising Officer/Visa 

Coordinator}} know about this. 

Updating Your Registration with the Police 

Situations where a foreign national needs to update any changes within 7 days: 

• New personal or work address. 

• Any new landing conditions. 

• Extensions to your visa granted by the Home Office. 

• New passport. 

• New study information or change to university/college. 

• New employment. 

• Change of marital status. 

• Exemption from police registration. 

• Change of nationality. 

No letter will be sent out but this must be done by the migrant automatically. 

Holidays/leaving the UK  

Police registration certificates should be kept with migrants on short holidays. They 

only expire when a resident is outside the UK for more than a year. When leaving 

the UK the certificate should be returned to one of the police stations with a date of 

departure.  

Lost/stolen certificates  

Lost or stolen police registration certificates will need to be replaced by attending a 

police station. Please note – if your certificate has been stolen you will need to 

https://www.gov.uk/guidance/immigration-rules/immigration-rules-part-10-registering-with-the-police
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report the theft by calling 101 prior to applying for your replacement and you will 

be required to provide your crime reference number on attendance. 

 

Sponsor Management System 

An IT system maintained by the UKVI that is 

used by organisations like ours that sponsor 

migrants under the points-based system. It 

allows sponsors to allocate Certificates of 

Sponsorship to migrants, carry out the 

administrative functions necessary to comply 

with their sponsor obligations and duties, and communicate information to us. 

SMS Log in Page 

There are many helpful guidance documents on 

using the SMS online. 

 

Temporary Entry Clearance Vignette 

A successful visa applicant will have their passport 

returned to them with a temporary vignette sticker valid for 30 days (90 days in 

Covid times). They must enter the UK within these 30 days and then pick up their 

Biometric Residence Permit (BRP) shortly after arrival (see next section). 

There is discussion to change this system from a sticker in the passport into an e-

document and this is being beta trialled by certain visa types. As of August 2020 T2 

and T5 are not being done this way but watch for changes in this area. 

 

Biometric Residence Permit 

A Biometric Residence Permit (BRP) is a 

record of your fingerprints, face and 

some other information as related to 

your immigration status. It’s a small credit 

card size plastic document. Once they 

have this, it is their “visa” and they will no 

longer have a vignette sticker in the 

passport. 

https://www.points.homeoffice.gov.uk/gui-sms-jsf/home/SMS-003-Home.faces
https://www.gov.uk/government/collections/sponsorship-information-for-employers-and-educators
https://www.gov.uk/government/collections/sponsorship-information-for-employers-and-educators
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Every migrant coming for more than 6 months will be given a temporary entry 

clearance vignette sticker in their passport to enter the UK and then must collect 

their BRP with the full leave. If they are coming for less than 6 months, they may still 

only have the vignette sticker with the full date range. 

All applicants will need to download the BRP guidance before finishing their 

application and they will be required to present their UKVI decision letter at 

passport control and to pick up their BRP so please make sure they retain their 

paperwork. 

When someone makes an application from within the UK, after it’s been received, 

they will automatically be issued a letter through online application inviting them to 

have their biometric information taken. It involves having a digital photo taken of 

your face and putting your fingers on a glass screen to be scanned. There are 

specific locations (usually Post Offices or the new processing centres) around the UK 

where this can be done. 

For more information about what is on a BRP and what you can use it for. The 

general landing page for Biometrics, or read the UKVI Caseworker Guidance or this 

BRP: Applicant & Sponsor information. 

Picking up the BRP 

They should bring their letter from the UKVI with them as well as their passport with 

vignette in it. This should be done either within 10 days or until the Vignette expires 

or by the date on their letter from the UKVI, whichever is latest. If you apply from 

outside the UK you’ll have to collect it from a Post Office in the UK in person.  

Please make sure all your migrants know which post office to choose from the drop-

down menu during the application process. Visit this page to check your closest 

Post Office location. Occasionally migrants have gone to the Post Office too soon 

and the BRP is not there yet so a second visit may be required. Also if a family arrives 

separately they should go to pick them up together or there could be an issue. If 

they choose the wrong location, see the Problems section for instruction. 

The BRP will be sent to you by post if you’re making your immigration or visa 

application from inside the UK (i.e. extensions). 

Replacement BRP 

Migrants must make reports and apply to have their BRP replaced… 

• if their biometric residence permit has been lost, stolen or damaged 

• if their biometric residence permit has expired after they have received 

indefinite leave to remain 

• if there is a mistake on their BRP 

https://www.gov.uk/biometric-residence-permits
https://www.gov.uk/biometric-residence-permits
https://www.gov.uk/government/publications/biometric-information
https://www.gov.uk/government/publications/biometric-residence-permits-applicant-and-sponsor-information?utm_source=58143746-c75d-4371-9e1f-17fde8a42f4e&utm_medium=email&utm_campaign=govuk-notifications&utm_content=weekly
https://www.gov.uk/biometric-residence-permits/collect
http://www.postoffice.co.uk/foreign-nationals-enrolment-biometric-residence-permit
http://www.postoffice.co.uk/foreign-nationals-enrolment-biometric-residence-permit
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• if your BRP never arrives (by mail or to post office for pick up) 

• if they have change in circumstances 

• name (eg because you’ve got married) 

• gender 

• nationality 

• facial appearance 

• date of birth (eg because it was incorrect) 

• a relationship breakdown 

• delayed arrival 

Please note this form should be used for a change of work address only – please 

see the Change of Circumstances section for details on this. 

If already in the UK migrants must apply for a replacement biometric residence 

permit (BRP): 

• within 3 months if it was lost, stolen or damaged while you were in the UK 

• within 1 month if you’re returning to the UK on a ‘replacement BRP visa’ 

A replacement BRP costs vary depending on visa status to apply from inside the UK 

and £169 from outside the UK. Migrants may be fined up to £1,000 and have their 

permission to stay removed if they don’t apply for a replacement in time. 

Visit this page for more details on replacement and here for the application form 

and guidance notes.  

For reporting a problem with your BRP, follow the links on this page. 

 

Transfer of Conditions (TOC) 

Migrants with limited leave must apply for a Transfer of Conditions if… 

• before arrival to the UK, they have their passport stolen (or damaged or lost 

or due to expire) with their temporary entry clearance vignette sticker inside it  

• information on their temporary entry clearance vignette sticker changes 

before arrival to the UK 

• they were granted limited leave to remain (not on a BRP) and have then 

changed their biographical details, such as where they have married 

• if they have already arrived to the UK, migrants who have limited leave in a 

passport that is lost, stolen, damaged or due to expire can have their leave 

transferred to a biometric residence permit (BRP)  

A transfer of conditions will be issued to the expiry date of the existing leave. It can 

only be made from inside the UK and the cost to the migrant varies depending on 

visa status. Applicants who were granted limited leave on a biometric residence 

https://www.gov.uk/biometric-residence-permits/replace
https://www.gov.uk/government/publications/application-for-a-replacement-biometric-residence-permit-brprc
https://www.gov.uk/government/publications/biometric-information
https://www.gov.uk/biometric-residence-permits/report-problem
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permit (BRP) cannot make a transfer of conditions application. They must apply for 

a replacement BRP.  

Visit this page for the TOC Application Form and Guidance Notes. See UKVI 

Casework Guidance here.  

 

Change of Circumstances 

For migrants who have a BRP, you must report a change of circumstances on the 

SMS for the following... 

• change of work address  (Note: not needed for personal address changes) 

• criminal convictions 

• dependants’ details 

• any other information you think UKVI should know 

 

This form isn’t to be used to notify the UKVI of additional dependants, that requires a 

full dependant application. It also shouldn’t be used if there is a mistake on the BRP. 

Here is the Application form for these type of change if the migrant is doing this 

also. 

 

Certify Maintenance 

‘Maintenance’ is the term used when referring to proving your financial viability to 

the UKVI. As an A-Grade sponsor we can make this easier for our applicants by 

‘certifying” that they are financially stable by simply checking a tick box in the 

issuing of a CoS. 

If a sponsor certifies maintenance it means we are confirming that we, as the 

sponsor, will maintain and accommodate them (main applicant and dependants) 

up to the end of their first month of serving in the UK if needed or “until they start 

getting paid” which should have started with supporters before arrival. In a worse 

case scenario, {{Organisation}} is legally obligated, by certifying maintenance, to 

cover living costs for a minimum of £1270 for the main applicant and between £200-

285 for (varies by type) during the first month of their stay with us. In reality, all our 

applicants are expected to be able to pay their own rent, food, etc. costs from day 

one. The reason we do it is so they don’t have to give bank statements in with their 

application, which makes it much easier for the average {{Organisation}} to get 

their visa. We don’t tend to give out the information about our legal obligations to 

our migrants but as a sponsor we should know what’s expected if something goes 

awry with a migrant. 

https://visas-immigration.service.gov.uk/product/biometric-residence-permit-replacement-service?_ga=2.155658619.1106256677.1607505274-663835566.1578562894
https://www.gov.uk/government/publications/travel-documents-transfer-of-conditions
https://www.gov.uk/government/publications/travel-documents-transfer-of-conditions
https://www.gov.uk/change-circumstances-visa-brp/youre-in-the-uk-and-dont-have-a-brp
https://www.gov.uk/government/publications/notification-of-change-of-circumstances-form-mcc
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If your {{Organisation}} is unwilling to certify maintenance, you can ask to see their 

bank statements as proof or you can simply not check that box when issuing their 

CoS. Please be aware this could make it difficult for most to get their visa. It’s 

important to discuss this issue of enough funding fully with each applicant. 

More rules can be found in Guidance: Skilled Worker & Student dependant 

paragraphs 86-90 & 107-108 for T2 Minister of Religion and 91-94 for T5 Religious 

Worker. Also see Guidance for Sponsors: Part 2 Sponsor a worker – general 

information paragraph S7.14-7.22. Additionally see Immigration Rules: Appendix T2 

Minister of Religion in paragraphs MOR 7.2(b) and MOR26.2(b) and Immigration 

Rules: Appendix T5 Religious Worker paragraphs RW7.2(b) and RW18.2(b). 

 

Entering the UK for first time 

We used the understand that migrants could arrive in the UK up to 14 days before 

the Visa validity period begins; however a closer read of the rules says they should 

only enter from the start of the validity period which begins on the date stated on 

the temporary entry clearance vignette itself. Typically the UKVI will add 14 days to 

start and 14 days to end of dates given on application (or the full amount allowed 

for type of visa). Found at Immigration Rules: Appendix T2 Minister of Religion in 

paragraph MOR11.1-11.2 and Immigration Rules: Appendix T5 Religious Worker 

paragraphs RW10.1-10.2. Also see Guidance on Entry Clearance Vignettes section 

4. 

According to Appendix D part 1b, if they entered before the ‘valid from’ date on 

their visa, they won’t have a stamp on their visa and they will not have permission to 

work. If this happens, you should advise the migrant to leave the Common Travel 

Area (UK, Guernsey, Jersey, Isle of Man and Ireland) and re-enter the UK within the 

validity of their visa. 

See Guidance for Sponsors: Part 2 Sponsor a worker – general information 

paragraph S3.6 for instruction to sponsors regarding this. The start date on the CoS 

guarantee letter should be the actual start date.  

 

https://www.gov.uk/government/publications/guidance-for-dependants-of-uk-visa-applicants-tiers-1-2-4-5
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-t2-minister-of-religion
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-t2-minister-of-religion
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-t5-temporary-worker-religious-worker
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-t2-minister-of-religion
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-t5-temporary-worker-religious-worker
https://www.gov.uk/government/publications/entry-clearance-vignettes-ecb09/ecb09-entry-clearance-vignettes-types-safeguarding-and-validity
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
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Right to Work Documents 

Right to work documents are the documents such as 

passports or BRPs that demonstrate the legal rights of a 

person to work in the UK. For a Brit, this is their passport 

(current or expired) and it demonstrates unlimited time 

frame to work in the UK. For a migrant (all other countries 

including Europe), this is their current passport and 

current BRP. An annual check must be performed to 

ascertain all documents remain current while they are serving with {{Organisation}}. 

Check out this simple PDF page on the requirements of employers to check these 

documents and a guide to these check is here. Or watch this UKVI produced video 

about right to work checks. For certain applications you can use an Employers 

Checking Service which can be accessed here. 

The fine for not properly checking an employee’s right to work in the UK is up to 

£20,000.It is a criminal offence to employ someone who the employer knows or has 

reasonable cause to believe is an illegal worker – employers can face an unlimited 

fine, and up to five years in prison.  

For more advice on checking requirements employers can visit the online checking 

tool. To report illegal working confidentially you can do it online or call the 

Immigration Enforcement Hotline on 0300 123 7000. 

Online Checks 

With effect from 28 January 2019, employers have an additional option of online 

right to work checks as well as manual right to work checks. The process involves 

the prospective employee first viewing their own Home Office right to work record. 

They may then share this information with the employer if they wish, by providing a 

‘share code’, enables the employer to access the information and gain 

confirmation that the individual is entitled to work in the UK. They must have a BRP 

or be under the EU settlement scheme. 

 

Resident Labour Market Test 

From 1 December 2020 the Resident Labour Market Test has been abolished for 

most routes including T2 Minister of Religion. It is still required for T5 Religious Workers 

but we are still exempt from performing it because we are supernumerary. 

The resident labour market test is there to protect the settled workforce and means 

that Sponsors must advertise the job you want to recruit for to give settled workers a 

chance to apply first. Some jobs, like those of {{Organisation}} migrants, are exempt 

from this test because our roles are supernumerary (surplus to requirements and self-

funded rather than paid). See Guidance for Sponsors: Sponsor a Minister of Religion 

A useful 
printable 

RtW 
checklist is 
available 

here. 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/473910/right_to_work_3_step_check.pdf
https://www.gov.uk/government/publications/right-to-work-checks-employers-guide?utm_source=32f26e16-26c1-4a0c-b995-cc4102875bae&utm_medium=email&utm_campaign=govuk-notifications&utm_content=weekly
https://www.gov.uk/government/publications/how-to-make-right-to-work-checks/how-to-make-right-to-work-checks-video
https://www.gov.uk/employee-immigration-employment-status
http://www.gov.uk/check-job-applicant-right-to-work
http://www.gov.uk/check-job-applicant-right-to-work
http://www.gov.uk/report-immigration-crime
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-sponsor-a-minister-of-religion-or-religious-worker
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/774286/Right_to_Work_Checklist.pdf
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or Religious Worker paragraph MRW4.6-4.10 and Immigration Rules: Appendix T5 

Religious Worker paragraphs RW5.4(h) and RW5.5(a). 

On the SMS, a Sponsor note must be added to the T5 applicants. In Guidance: 

Creating a CoS: guide for business sponsors (SMS guide 8a) this is clarified that a 

Sponsor Note must be added specifically for T5 Religious Worker supernumerary 

applicants. 

We make the following UKVI approved statement in our CoS applications: 

{{Organisation}} is a volunteer organization who gives equal 

opportunities to settled applicants as to migrant applicants; 

provided they are qualified to be missionaries with 

{{Organisation}} by having done a Discipleship Training School. 

We would never displace a suitable settled worker. We 

advertise for missionaries on websites (e.g. {{website}} and 

{{website}}), at conferences (such as Momentum & Big Church 

Day Out), at university road shows, and by speaking in local 

churches. Evidence can be provided upon request. We do not 

have set roles, but rather fit people's skills and experience to 

their role as a missionary. Consequently, if that missionary ends 

their commitment with us, their role would not then be 

automatically filled. {{Organisation}} is therefore exempt from 

performing the RLMT because the role is supernumerary. This fully 

complies with Guidance for Sponsors: Sponsor a Minister of 

Religion or Religious Worker paragraph MRW4.6-4.10 and 

Immigration Rules: Appendix T5 Religious Worker paragraph 

RW5.5(a). 

 

Administrative Review 

Administrative review will consider whether an ‘eligible decision’ is wrong because 

of a case working error and, if it is, correct that error. For more general information 

see the UKVI Ask for an Administrative Review page. On the Immigration Rules: 

Appendix AR: Administrative Review general principles section and in Part 1: Leave 

to Enter or Stay paragraphs 34L – 34X (section on administrative review) set out how 

to make a valid application for administrative review. Generally, no new evidence 

can be submitted except that which specifically proves why the decision was 

incorrect. 

According to the UKVI in early 2018 around 90% of cases were being dealt with in 

under 28 days. If your migrants case is taking longer than expected you can 

perform an online check here. 

Decisions eligible for administrative review pertinent to {{Organisation}} are listed in 

paragraphs AR 3.2 (in the UK) or AR 5.2 (overseas application) of Appendix AR (just 

https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-sponsor-a-minister-of-religion-or-religious-worker
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-t5-temporary-worker-religious-worker
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-t5-temporary-worker-religious-worker
https://www.gov.uk/government/publications/creating-a-cos-guide-for-business-sponsors-sms-guide-8a
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-sponsor-a-minister-of-religion-or-religious-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-sponsor-a-minister-of-religion-or-religious-worker
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-t5-temporary-worker-religious-worker
https://www.gov.uk/ask-for-a-visa-administrative-review
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-ar-administrative-review
https://www.gov.uk/guidance/immigration-rules/immigration-rules-part-1-leave-to-enter-or-stay-in-the-uk
https://www.gov.uk/guidance/immigration-rules/immigration-rules-part-1-leave-to-enter-or-stay-in-the-uk
https://www.gov.uk/employee-immigration-employment-status
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-ar-administrative-review
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search “relig” once in document for specific rules for main applicant or 

dependant).  

Here are documents about the handling of appeals. The application form and 

guidance can be found here. Read Caseworker guidance about administrative 

reviews. See the Problems section for what to do when this happens. 

 

Ordinary Resident 

{{Organisation}} migrants are considered ordinary residents. Ordinarily resident 

status is established if there is a regular habitual mode of life in a particular place for 

the time being, whether of short or long duration, the continuity of which has 

persisted apart from temporary or occasional absences, residence must be both: 

voluntary and adopted for a settled purpose. See Assessing Ordinary Residence for 

more information. 

 

Common Travel Area 

The Common Travel Area (CTA) is an administrative arrangement between the UK, 

Ireland and the Crown Dependencies (Isle of Man, Guernsey and Jersey). The CTA 

was developed to facilitate the principle of free movement for British and Irish 

citizens between the UK and Ireland. It ensured that British and Irish citizens 

continued to benefit from a mutual enjoyment of rights.  

There are no routine passport controls on routes from within the CTA to the UK. The 

UK approach is for border checks to be undertaken at the first point of entry to the 

CTA. Non-UK nationals are subject to the immigration rules of the jurisdiction within 

the CTA to which they are entering and residing (visa requirements, restrictions on 

employment and length of stay). EU nationals have existing rights of entry and 

residence under EU free movement law until December 2020. Each CTA jurisdiction 

is responsible for decisions for entry clearance. 

For more Caseworker Guidance on the Common Travel Area, see here. 

 

Standard Occupation Code (SOC code) 

From 2013 to 2020 we used two different SOC codes (T2 used 2444 Clergy and T5 

used 3231 Youth and Community Workers). Between 2016-2018 some T2 applicants 

used 3231 instead. From Autumn 2020 we will be switching to using only 2444 Clergy 

for both T2 and T5 visas.  

The SOC codes are taken from the Office for National Statistics. The UKVI only lists a 

few of the roles that have the code 2444 but in the ONS they include over 30 

https://www.gov.uk/government/publications/appeals
https://www.gov.uk/government/publications/application-for-administrative-review-of-visa-decision?utm_source=ab6a2cdc-10e3-44b9-b754-30f344f9cc08&utm_medium=email&utm_campaign=govuk-notifications&utm_content=weekly
https://www.gov.uk/government/publications/administrative-review
https://www.gov.uk/government/publications/assessing-ordinary-residence-nationality-policy-guidance
https://www.gov.uk/government/publications/common-travel-area-guidance
https://www.gov.uk/government/publications/common-travel-area?utm_source=f9ee0b2f-d054-459c-a862-23337760188f&utm_medium=email&utm_campaign=govuk-notifications&utm_content=weekly
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specific jobs including Mission Enabler, Healer, Member of Religious Community, 

Youth Minister, Missionary, and Evangelist. We are making the switch away from the 

community based code and adopting the code which is specifically religious. If you 

or your applicant require the evidence we’re basing this decision on at the request 

of a UKVI Caseworker, please contact the Visa Office. 

For extensions, it’s important you use the same SOC code as the original application 

or it could be construed as a job change and the visa will be denied. If you 

accidentally use a different one, the UKVI will usually accept that a simple clerical 

error has happened due to our organisation using both codes. Usually a verbal 

confirmation of this is accepted but they may ask you to email them stating this. 

You can read more about the UKVI and SOC codes in Guidance for Sponsors: Part 

2 Sponsor a worker – general information paragraph S3.10-3.13. You can read more 

about ONS SOC codes here. 

 

Curtailment 

Curtailment is the official term for withdrawing sponsorship before a visa expires to 

shorten a migrants leave to remain or ability to work and be educated in the UK. 

Generally it would be the action of a UKVI caseworker in the case of revoking a visa 

for some reason or if a sponsor loses their licence. For example if a migrant is found 

to be accessing public funds or misrepresented information comes to light. When 

leave is curtailed it would either be immediate (in the case of illegal activity) or in 60 

days (for most other situations). 

If a migrant leaves early, then they would automatically have their leave curtailed 

to 14 days after their new end date before being considered an overstayer. This is 

the same number of days is usually added to the end of the official dates given on 

the original visa application. 

We understand from the UKVI Caseworker guidance on curtailment that the 14/60 

days becomes effective from the date the decision is taken on curtailing which 

may be some days or weeks after the migrant finishes with {{Organisation}} as a 

sponsor. Usually a letter or an email will be sent to the migrant and the dates on 

that letter will be the legally binding dates. All this means is that in practice it is 

usually longer than 14/60 days before a person would genuinely become an 

overstayer. In reality we don’t know of many {{Organisation}} migrants who have 

received any kind of notification of leave being curtailed for simply finishing early so 

we aren’t sure what would trigger this. 

Some specific scenarios worth noting for {{Organisation}} is that one exception for a 

UKVI Caseworker to extend past standard 60 days is if children are involved who 

need specialist medical care or for educational purposes. So in theory it’s possible a 

family could be extended to the end of a term or school year instead of 60 days. 

mailto:visaoffice@ywamengland.org
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-j-codes-of-practice-for-skilled-work
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
https://www.ons.gov.uk/methodology/classificationsandstandards/standardoccupationalclassificationsoc/soc2020
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Additionally if someone is pregnant or has an infectious disease some consideration 

would be taken on the curtailment end date. 

You can read the UKVI Caseworker guidance on curtailment here. See also See 

Guidance for Sponsors: Part 2 Sponsor a worker – general information paragraph 

S6.16 or S8.2. Additionally see Guidance for Sponsors: Part 3: Sponsor duties and 

compliance (search “curtail”) for all relevant reasons a migrants leave might be 

curtailed – mainly related to sponsor non-compliance). 

Overstayer 

An overstayer is someone who remains in the UK after their visa expires (date on the 

BRP) or if sponsorship has been withdrawn early. It is illegal and as a sponsor we 

must always communicate this to our migrants and do everything in our power to 

make sure every migrant leaves the UK at the end of their time with us. 

In 2016 the 28 day grace period was abolished and it is now the expiry date on the 

visa which is usually 14 days after the final date of work/study listed on the original 

visa application. 

In general: 

• If migrant finished work early they will have 14 days from their last day of work 

as reported on the SMS 

• If the sponsor loses their licence a migrant would have 60 days to leave or 

find a new sponsor. 

• If they finish work with less than 60 days on their visa, they have until their 

expiry date (which already included 2 weeks after their work finish date on 

the visa application). 

Please read the section on Curtailment for more details on this. 

If a migrant wants to find a new sponsor before they have only 14 days (from our 

reported finish date on the SMS or from the expiry date of their visa) to make a full 

application to a new sponsor. There are very limited situations the 14 days 

consideration period would be extended and after that period they will not be 

allowed to switch in country. You can read about the exceptions to the 14 days in 

Part 1: Leave to Enter or Stay in the UK paragraph 39E. 

Most information taken from various caseworker guidance including Curtailment 

guidance, Overstayer guidance and Dealing with Overstayers guidance. 

 

Council of European Social Charter (CESC) 

European Social Charter (CESC) is a charter which contains an obligation for those 

countries that sign it to make it easier for citizens to move for work reasons to other 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/855248/curtailment-v18.0-ext.pdf
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-3-sponsor-duties-and-compliance
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-3-sponsor-duties-and-compliance
https://www.gov.uk/guidance/immigration-rules/immigration-rules-part-1-leave-to-enter-or-stay-in-the-uk
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/855248/curtailment-v18.0-ext.pdf
https://www.gov.uk/government/publications/applications-from-overstayers-non-family-routes
https://www.gov.uk/government/publications/dealing-with-overstayers
https://www.coe.int/en/web/conventions/full-list/-/conventions/treaty/035/signatures?p_auth=if90rIae
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countries that have also brought it into legal effect. From 1 December 2020 this 

includes no cost for a Certificate of Sponsorship and a slight reduction in fees for the 

main applicant for the visa cost. 

For more relevant visa information like eligible countries and fee reduction specifics 

see Guidance: Fee Arrangements for CESC Nationals.  

https://www.gov.uk/government/publications/fee-arrangements-for-cesc-nationals/fee-arrangements-for-cesc-nationals#eligible-countries


 

December 2020 {{Organisation}} Visa Document v. 3.0 Page 54 of 130 
 

Sponsor Licence 
In order to have foreign workers, every organization or charity must become 

registered with the UKVI as a Sponsor. There is a cost to do this and it remains valid 

for 4 years. There are many checks to pass because it is a big responsibility to have 

and the UKVI wants to assess every sponsor’s credibility and trustworthiness. Regular 

inspections will take place throughout the 4 year validity as well as at renewal times. 

Each sponsor licence will be limited to specific Tiers. See Guidance for Sponsors: 

Part 3: Sponsor duties and compliance. 

As of 2020, the UKVI was reporting an average of 8 weeks to process this type of 

application. 

The application and guidance are available online and it’s crucial to read 

everything thoroughly if your {{Organisation}} wants to apply for their own licence. 

Here is the online sponsor application and Appendix A sets out the documentary 

evidence required to validate your application as well as Guidance for Sponsors: 

Part 1 Apply for a Licence. You should make sure you will be able to send all of your 

documents in as soon as you have submitted your application. 

The UKVI Caseworkers are given guidance in the following areas regarding 

licences.  

• Points-based system sponsor licensing: applications Note: specific instructions 

listed here for religious tier applicants 

• Points-based system sponsor licensing: renewals 
• Points-based system sponsor licensing: maintenance 
• Points-based system sponsor management 

• Specified application form and procedure guidance 

• Sponsor guidance Appendix A: supporting documents for sponsor 

applications 

 

If you have any queries, please call the UKVI on 0300 123 4699 (costs), or email the 

Business Helpdesk. 

Grade-A Sponsor 

This term is applied to a responsible and credible sponsor under the 

points-based system for bringing people to the United Kingdom to 

work, train or study. It is the highest rating awarded by the UKVI 

when a sponsor joins the register of sponsors. It is costly and time consuming to keep 

this grading but considered worth it as it greatly eases the process of bringing 

missionaries into the UK. 

https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-3-sponsor-duties-and-compliance
https://www.gov.uk/apply-sponsor-licence
https://www.gov.uk/government/publications/supporting-documents-for-sponsor-applications-appendix-a
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-1-apply-for-a-licence
https://www.gov.uk/government/publications/points-based-system-sponsor-licensing-applications
https://www.gov.uk/government/publications/points-based-system-sponsor-licensing-renewals
https://www.gov.uk/government/publications/points-based-system-sponsor-licensing-maintenance
https://www.gov.uk/government/publications/points-based-system-sponsor-management
https://www.gov.uk/government/publications/specified-application-forms-and-procedures
https://www.gov.uk/government/publications/supporting-documents-for-sponsor-applications-appendix-a
https://www.gov.uk/government/publications/supporting-documents-for-sponsor-applications-appendix-a
mailto:BusinessHelpdesk@homeoffice.gsi.gov.uk


 

December 2020 {{Organisation}} Visa Document v. 3.0 Page 55 of 130 
 

See here list of registered Grade-A Tier 2 & 5 Sponsors. It is updated daily. For more 

information about grading see paragraph L8.23-8.28 of the Guidance for Sponsors: 

Part 1 Apply for a Licence and paragraph S3.2-3.4 of Guidance for Sponsors: Part 2 

Sponsor a worker – general information. 

Grade B Sponsor 

An A-rated licence may be downgraded to a B-rating if we don’t 

continue to meet our sponsor duties. If this happens, {{Organisation}} 

won’t be able to issue new certificates of sponsorship until we’ve 

made improvements and upgraded back to an A-rating. We’ll still be 

able to issue certificates to workers we already “employ” who want to extend. 

We’d need to follow an ‘action plan’ provided by UKVI to upgrade the licence and 

pay a fee for an action plan. You can only have two B-ratings in the 4 years that 

your licence is valid. We would lose our licence if we still need to make 

improvements after a second action plan. For more information about 

downgrading see Guidance for Sponsors: Part 3: Sponsor duties and compliance 

section C8 and parts of Annex C2 and Annex C3. 

 

Suspension 

If the UKVI believes we are breaching our duties and pose a threat to immigration 

control (for example, assigning CoS to migrants who do not qualify to come to the 

UK), they may suspend our licence while making further enquiries. We won’t be 

able to assign any CoS while our licence is suspended. Sponsors must continue to 

comply with all sponsor duties and any requirements set out in this guidance, 

throughout the period of suspension. 

If our licence is suspended, it is for all the tiers and categories we are licensed under 

and the UKVI will remove our entry from the register of sponsors during the 

suspension. Migrants who we are sponsoring at the time of the suspension won’t be 

affected, unless the UKVI decide to revoke our licence. If travelling outside the UK 

during the suspension, they will be allowed back into the UK without a problem. 

If the UKVI decided to revoke our licence after a suspension, they will write to the 

Authorising Officer/Key Contact to tell us. There is no right of appeal and we won’t 

be allowed to apply for a sponsor licence again until the end of the appropriate 

cooling off period from the date your licence is revoked. If the UKVI decides not to 

revoke our licence they will lift the suspension and reinstate our entry on the register 

of sponsors. 

For more information about suspension see Guidance for Sponsors: Part 3: Sponsor 

duties and compliance section C9 and parts of Annex C2 and Annex C3. 

https://www.gov.uk/government/publications/register-of-licensed-sponsors-workers
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-1-apply-for-a-licence
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-3-sponsor-duties-and-compliance
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-3-sponsor-duties-and-compliance
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-3-sponsor-duties-and-compliance
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Withdrawn/Revoked Licence 

Certain circumstances can lead to a licence 

being revoked. If this happens it will be revoked 

in all the tiers, categories and sub-categories 

which we are licensed under. Any migrant 

{{Organisation}} is sponsoring will have their 

leave reduced to 60 days. This is to allow them 

to seek another route under which they can 

remain in the UK. If they have been unable to 

do this after the 60 days they must leave the UK or face enforced removal. 

The UKVI will write to us to tell you that our licence has been revoked. There is no 

right of appeal and {{Organisation}} won’t be allowed to apply again for a sponsor 

licence until the end of the appropriate cooling off period from the date our 

licence is revoked. 

If our licence is revoked, any CoS we have assigned automatically become invalid. 

This means that any application for entry clearance, leave to remain or worker 

authorisation made on the basis of the CoS will automatically be refused. Where a 

migrant has already been granted entry clearance when the UKVI revokes our 

licence, if they have not yet travelled to the UK, their entry clearance will be 

cancelled. 

For more information about revoking see Guidance for Sponsors: Part 3: Sponsor 

duties and compliance section C10 and Annex C1, Annex C2 and Annex C3. 

 

Adding other categories 

If for some reason you only have T2 and want to add T5 you make a new sponsor 

licence application and there will be questions to answer which will let them know 

you are already a sponsor and just want to add. In some cases there is a cost but 

not in all. 

 

Renewing the Sponsor Licence 

A Sponsor Licence must be renewed every 4 years. There is an online application 

form to submit 1-3 months before expiry through the SMS and it’s likely that an onsite 

inspection would follow (might be automatic 6 months before). There is a fee for 

If a UKVI Compliance Officer 
shows up unannounced, 

please immediately phone 
{{Organisation}} Visa Team) 

will try and get to you if at all 
possible to support you. 

https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-3-sponsor-duties-and-compliance
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-3-sponsor-duties-and-compliance


 

December 2020 {{Organisation}} Visa Document v. 3.0 Page 57 of 130 
 

renewing our licence. Usually the fee will be the same as it would be if applying for 

a licence for the first time. Details of all current fees are available online.  

See section C5 of Guidance for Sponsors: Part 3: Sponsor duties and compliance 

and the UKVI Case Worker Guidance on Renewals. 

 

UKVI Inspection/Compliance Visit 

All sponsors must have compliance inspections on a regular basis. The UKVI carries 

out checks before a decision on your licence application has been made and 

regularly after you are a sponsor. This is to make sure that the information you gave 

is accurate and that you are able and continuing to comply with the duties and 

responsibilities of a licensed sponsor. 

They check that:  

• information given is accurate and complete  

• you are able to offer employment  

• you are genuine and trading or operating lawfully in the UK  

• there are no reasons to believe you represent a threat to immigration control  

• you are committed to, and actually are, complying with all the duties of 

sponsorship 

For details, see the UKVI Caseworker Guidance for Points-based system sponsor 

management document and in Guidance for Sponsors: Part 3: Sponsor duties and 

compliance section C7 on Compliance Checks. You can also read about how the 

UKVI Compliance Officers should conduct an inspection here. 

What to Expect… 

A UKVI inspection/Compliance Visit is likely to be intense and last more than 4 hours 

so please keep your records in good order on a daily & weekly basis to manage this 

factor. We encourage all teams to be prepared at any given time to welcome the 

UKVI in your offices and files. According to the UKVI in early 2018 more than 70% of 

visits result in reported record keeping infractions. 

An inspection… 

• Could be announced or unannounced 

• Could be part of a routine of inspections or upon request 

• Appropriate time will be given to produce documents and evidence as 

required 

UKVI Compliance Officers will be: 

• Verifying information 

https://www.gov.uk/government/publications/visa-regulations-revised-table
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-3-sponsor-duties-and-compliance
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/351049/Sponsor_renewals_v6_0.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/394587/PBS_sponsor_management_v11.0_EXT.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/394587/PBS_sponsor_management_v11.0_EXT.pdf
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-3-sponsor-duties-and-compliance
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-3-sponsor-duties-and-compliance
https://www.gov.uk/government/publications/points-based-system-sponsor-licensing-maintenance
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• looking at our record keeping and documents (as set out by Appendix D) 

• interviewing migrants 

• assessing compliance in practice and in policy 

• assessing associated systems (Human Resources/Personnel, data protection, 

risk assessments, legalities, etc.) 

{{Key Contact/Authorising Officer/Visa Coordinator}} recommends:  

• Having your files in good order at all times 

• Understanding our processes and legalities in sponsoring migrants 

• Ensuring a strong understanding of all terminology, particularly 

“supernumerary” and “resident labour market test” 

• Ensure your migrants understand their terms and conditions (holidays, pay, 

hours to work, HMRC, NiNo), know how/why they got to {{Organisation}}, and 

their job description. 

 

The compliance officer won’t give an indication of their assessment or our ability to 

comply with sponsor duties during the visit. They are simply a fact-finding team who 

will write a report and send it to another section of UKVI for assessment. It can take 

weeks or months for the final result.  

  

https://www.gov.uk/government/publications/keep-records-for-sponsorship-appendix-d
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Which type of Visa? 

This tells you the type of Visa they will be applying for and which parts of this 

document are therefore applicable. Please read the section defining Minister of 

Religion vs. Missionary vs. Member of Religious Order to give a more robust 

understanding of these categories. 

 

 

Who is a Long-Term/Returning Missionary? 

A long-term or returning missionary must meet the following 

criteria: 

• Joining {{Organisation}} for 3 years or longer or are 

being invited back after having a T5 Religious Worker 

visa 

• Have a sense of a long-term calling to a ministry or location in the UK 

• Be joining with a certain level of leadership, a role with developing 

leadership or in a key role for {{Organisation}} 

• Must have been trained as a missionary (i.e. successfully completed a 

missionary training programme) 

• Must have applied and been accepted by a UK {{Organisation}} 

{{Organisation}} to come for three years or more OR be returning after an 

initial T5 

• Must be able to meet English language requirements for the points-based 

system (note: For T2 Minister of Religion only) (see flow chart on this page)  

• Wherever possible, be sent to the UK by an overseas organisation (this can 

be their sending/home church). 

• Must intend to serve full-time as a missionary. Must not intend to take 

employment except with {{Organisation}}.  

Applicant Type

Long-Term/ 
Returnng 
Missionary   
(<3 years)

T2 Minister of 
Religion

Trainee
(any course)

T5 Religious 
Worker

Short-Term/ First 
Time Missionary

(>3 years)

T5 Religious 
Worker

Speaker/ 
Conference/ 

Outreach team

Standard Visitor
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• Must be able to maintain and accommodate themselves and any 

dependants adequately without recourse to public funds. 

• A missionary means a person who is directly engaged in spreading a 

religious doctrine and whose service is not in essence administrative or 

clerical. Their service and primary purpose is for religious work and duties. 

Those who meet the criteria above can be invited as a T2 Minister of Religion Visa 

and a full description and list of eligibility criteria are available (the UKVI info will 

ALWAYS supersede the list above). See this page for UKVI Caseworker Guidance on 

handling T2 Minister of Religion. 

 

Who is a Short-Term Missionary? 

Whilst similar to the Long-Term missionary qualifications, in that 

they must have done a missionary training programme and 

plan to serve full-time, etc., if they are committing for 3 years or less and are not in a 

leadership position then {{Organisation}} missionaries can enter the UK on a T5 

Religious Worker Visa. Their service and primary purpose is for religious work and 

duties. In nearly all of cases, this will be the first type of visa for most of our new 

missionaries. 

If there is excellent chance they will stay longer than three years and will definitely 

be trained to take on increasing leadership, then the team can consider in a case 

by case basis applying for a T2 Minister of Religion Visa because they cannot stay in 

the UK while they switch from T5 to T2 should they decide to stay longer. 

A full description and list of eligibility criteria of T5 Religious Worker is available here 

(the UKVI info will ALWAYS supersede the information given in this document). See 

this page for UKVI Caseworker Guidance on handling T5 Religious Worker. 

 

Who is a Trainee?  

A trainee is a person who comes to the UK with the intent to serve with 

{{Organisation}} and participate on one of our courses. Their service and primary 

purpose is for religious work and duties and they are participating in an in-house 

training programme related to that purpose. From the perspective of the 

government, all of our courses are considered to be ‘in-house training programmes’ 

and so fall outside of the other formally accredited courses offered in the UK by 

registered education providers such as Universities, Schools and Colleges. 

For the purposes of immigration, all {{Organisation}} trainees will be accepted on a 

T5 Religious Worker Visa and a full description and list of eligibility criteria are 

available. See this page for UKVI Caseworker Guidance on handling T5 Religious 

Worker. 

https://www.gov.uk/tier-2-minister-of-religion-visa
https://www.gov.uk/government/publications/t2-minister-of-religion-caseworker-guidance?utm_source=cb4af943-3de3-4431-baac-159cdcad225c&utm_medium=email&utm_campaign=govuk-notifications&utm_content=weekly
https://www.gov.uk/tier-5-religious
https://www.gov.uk/government/publications/guidance-on-application-for-uk-visa-under-tier-5-temporary-worker
https://www.gov.uk/tier-5-religious
https://www.gov.uk/government/publications/guidance-on-application-for-uk-visa-under-tier-5-temporary-worker
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Trainee vs. Student 

{{Organisation}} is not an educational provider in the eyes of the 

government. Consequently ALL STUDENT VISA APPLICATION 

PROCESSES ARE NOW ABOLISHED. Therefore all those we would 

have previously called Students will now be called Trainees. 

Now ALL of our formerly-named student applications will now be 

under the T5 Religious Worker category.  

What do trainee applicants need to know? 

During the application process, it is important that we encourage Applicants to our 

courses to remember that they are NOT asking the government for a ‘Student Visa’. 

This is the old system and if they apply for a student visa, they will get rejected. 

Therefore, it is important that we stress they are now coming to join us as T5 Religious 

Worker and will be involved with in-house training on one of our courses.  

 

Who is a Short-Term Volunteer? 

A volunteer is someone who intends to come to serve for {{Organisation}} for up to 

a year and does not intend to take a permanent post with us. These Applicants 

may or may not have done a missionary training programme. For the purposes of 

immigration, there are two main routes: 

• most will enter on a T5 Religious Worker visa and have a 

mixture of roles with their location.  

• For a Non-Visa national coming under 30 days with an 

intention to volunteer for a registered charity, they can 

enter as a Standard Visitor (tourist). See Standard Visitor Volunteer section for 

details. 

Some {{Organisation}} volunteers will be accepted on a T5 Charity Worker Visa. In 

this case there must be a large amount of evidence that they will be doing 

voluntary fieldwork to achieve the purposes of the registered charity. In particular, if 

you are inviting someone from a closed nation then this might be appropriate if 

they cannot have a “religious” visa. A full description and list of eligibility criteria are 

available for Charity Workers. See this page for UKVI Caseworker Guidance on 

handling T5. 

 

 Trainee 

 

 Student 

Please inform all trainees to use the term “trainee” 
in passport control if asked if they are students. 

See section on 
Charity 

Workers 

https://www.gov.uk/tier-5-temporary-worker-charity-worker-visa
https://www.gov.uk/government/publications/guidance-on-application-for-uk-visa-under-tier-5-temporary-worker
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Tourists 

According the UK government, a visitor/tourist does not intend to work whilst in the 

UK and so {{Organisation}} would be asking out of accordance with regulation if we 

allow people to serve or train with {{Organisation}} who have entered on a 

Visitor/Tourist Visa. The UKVI considers what {{Organisation}} do to be work. (Note: 

apart from volunteering for less than 30 days) 

So, stated simply – if they intend to serve or train with {{Organisation}} then do NOT 

apply for a Visitor/Tourist Visa. Instead, PLEASE apply for the appropriate T2 Minister 

of Religion or T5 Religious Worker or T5 Charity Worker Visa. If you are in doubt about 

what to do, ask the {{Key Contact/Authorising Officer/Visa Coordinator}}. 

If someone is genuinely in the UK as a tourist and happens to want to volunteer with 

{{Organisation}} in a minimal, self-initiated situation, that is legally acceptable.   
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Application Process in General 

How long does the initial application process take? 

This depends on the country the Applicant is applying from and the type of Visa 

applied for. If they apply in person, they may be able to get the Visa more quickly 

or in some cases you can pay a fee to expedite the process. Online applications 

may take as little as a few days to many weeks to complete.  

It is important you ensure the Applicant DOES NOT book a plane ticket until they 

have their passport with the proper Visa in their possession. If they fail to obtain their 

Visa, they will NOT be permitted to travel without a passport and will lose their ticket. 

Once they have received their passport back, please ask them to check to make 

sure they were given the correct Visa before allowing them to travel to the UK. 

 

Where do they apply? 

Applications for most types of entry clearance should be made in your country of 

residence. ‘Country of residence’ might not be your country of origin and refers to 

wherever you have permission to live, for example for work or study purposes. Many 

countries issue overseas nationals with residency cards in these circumstances. If 

you have permission to stay in a country as a visitor/tourist, for example, you are not 

a resident. 

 

Points System and Significant Documents 

In order for an Applicant to successfully obtain a UK Visa, they must satisfy the 

government that their application is bona fide. This is achieved through an 

application via a points-based system. 

Each Applicant will need enough points in order for their application to be 

considered. Without enough points, applications are automatically rejected. Points 

are accrued through having a Certificate of Sponsorship, financial maintenance 

guaranteed by a sponsor (or having proof of finances), English language skills (T2 

only) and so on. An overview of how points are awarded and further in-depth detail 

on the specifics can be studied within this document. 

There is a small amount of room for evidence being provided that isn’t exactly as 

requested as laid out in the UKVI Caseworker Guidance on Evidential Flexibility. 

 

https://www.gov.uk/government/publications/points-based-system-evidential-flexibility
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Changing/Switching Visa Types 

This isn’t easy. In fact, if they are here on a T5 Religious Worker or Visitor Visa they 

CANNOT switch into or out of these Visas without first going to their home country. 

With regards to a T2 Minister of Religion Visa, they can only switch into this if they are 

already in the UK on a Tier 4 Student Visa. {{Organisation}} no longer provides 

Student Visas and so they will have had to be sponsored by another agency to get 

this status. Apart from this exception, they must leave the country to apply for a Visa 

and thus obtain the correct entry clearance for their time in the UK. 

See paragraph MRW 3.26-3.27 of Guidance for Sponsors: Sponsor a Minister of 

Religion or Religious Worker. Also see paragraph S7.9-7.12 of Guidance for Sponsors: 

Part 2 Sponsor a worker – general information. 

Note: During Covid there was some flexibility with this but in a limited set of 

circumstances. 

 

Alternative Visa Types 

There are a few other visas that {{Organisation}} migrants may qualify for including: 

• Standard Visitor (see section in this document) 

• Ancestry Visa 

• Youth Mobility Worker 

• Leave to Join a Settled Worker 

• Leave to Remain a Settled Worker 

 

Country Specific Information 

You sometimes find specific information about countries here 

https://www.gov.uk/world regarding coming to the UK from nations. It not always 

helpful for visas but could be a resource for a variety of other aspects of living 

abroad for migrants. 

  

https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-sponsor-a-minister-of-religion-or-religious-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-sponsor-a-minister-of-religion-or-religious-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
https://www.gov.uk/world
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Obtaining a T2 Minister of Religion Visa 

The Applicant will need 70 points to enter as a T2 Minister of Religion. The points are 

obtained as follows: 

• English Language – 10 points 

• Maintenance – 10 points 

• Certificate of Sponsorship – 50 points 

If any of the above is missing, their application will automatically fail. Please note 

that 70 points does not guarantee a successful application – the Applicant will still 

need to ensure that their application is in order in all other respects.  

 

Snapshot of Costs 

From December 2020 

• Applying from Overseas £610 

• Applying from UK  £704 

• NHS Surcharge  £624/person/year (over 18) 

£470/person/year (under 18) 

 

Links to Immigration Rules 

• T2 Minister of Religion info landing page  

• Guidance for Sponsors: Sponsor a Minister of Religion or Religious Worker 

• Immigration Rules: Appendix T2 Minister of Religion 

• UKVI flowchart of the overall process 

• UKVI Casework Guidance for Tier 2 to read about how caseworkers should 

treat the applications. 

 

Dependents 

The language of the flowchart is aimed at a single person, however, if you have a 

married couple or family coming on this route there are a few things to know. 

Technically {{Organisation}} is only sponsoring your Main Applicant and all following 

instructions apply primarily to only them. But because, in most cases at least, the 

spouse will also be serving with {{Organisation}} we must have all the correct 

records on site locally and we choose to refer to them in the guarantee letters also. 

This ensures we’ve done our best to be accurate and up-front in case of an 

interview. Please see the section on Dependents and follow the instructions in the 

https://www.gov.uk/healthcare-immigration-application/how-much-pay
https://www.gov.uk/tier-2-minister-of-religion-visa
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-sponsor-a-minister-of-religion-or-religious-worker
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-t2-minister-of-religion
https://www.gov.uk/government/publications/visa-application-processes
https://www.gov.uk/government/publications/t2-minister-of-religion-caseworker-guidance?utm_source=cb4af943-3de3-4431-baac-159cdcad225c&utm_medium=email&utm_campaign=govuk-notifications&utm_content=weekly
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Sample Letters on how to handle. For more details on ongoing record keeping for 

dependants see here. 

 

English Language Requirements 

One of the things which sets this category apart is the English Language points 

required. The UKVI states that if you are applying under the T2 Minister of Religion 

category, you must have a high level of English language because of the need to 

speak to, and for, the religious communities you will represent. According to 

Immigration Rules: Appendix B: English Language there are four ways to get the 10 

points: 

• If they are a national of a majority English speaking country, their passport will 

get them the points (Paragraph 6) 

• If they have done a degree (or more) in English, their diploma will get them 

the points (Paragraph 7).  

• If they have passed a Secure English Language Test (SELT), they can get the 

points (Paragraph 10). 

• If they are applying for an extension these points are added automatically 

and a current or new English test is NOT required (Paragraph 12a). 

For more information on T2 Minister of Religion English requirements or see the UKVI 

Caseworker Guidance on English Language. 

Secure English Language Test (SELT) 

The test must be taken in a single sitting by a Secure English Language Test (SELT) 

provider for the evidence to be valid. The applicant should book and pay (cost 

depends on nation) using the online booking system and choose where they want 

to sit the test. A list of all the approved test centres is available online. If they are 

successful, the provider will give you with a SELT unique reference number to quote 

in application (in electronic format by email and/or a physical copy by post). 

Results should arrive 1-2 weeks after test depending on where taken. 

For the list of approved IELTS B2 tests or see Appendix English Language. 

Required Level 

T2 Minister of Religion applicants who need to pass an English test 

must prove a knowledge of English equivalent to at least level B2 in 

reading, writing, speaking and listening of the Common European Framework of 

Reference for Languages (CEFR) according to Appendix B: English Language in 

Table 1, row E (MoR). The test can also be referred to as IELTS or IELTS for UKVI and 

can be taken in the UK or abroad as long as it’s passed to Level B2.  

https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-b-english-language
https://www.gov.uk/tier-2-minister-of-religion-visa/knowledge-of-english
https://www.gov.uk/government/publications/english-language-requirements-for-immigration-applicants
https://www.gov.uk/government/publications/english-language-requirements-for-immigration-applicants
https://www.gov.uk/government/publications/guidance-on-applying-for-uk-visa-approved-english-language-tests
https://www.gov.uk/government/publications/guidance-on-applying-for-uk-visa-approved-english-language-tests
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-english-language
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-b-english-language
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Approved Test Providers in UK 

For tests taken in the UK, they are valid for 2 years and the applicant will be given a 

code to submit. In the UK there are several approved test providers. 

• IELTS SELT Consortium where test results must be awarded by Cambridge 

English Language Assessments. For Cambridge the minimum marks required 

for B2 are Listening: 5.5; Speaking: 5.5; Reading: 5.5; Writing: 5.5. 

o Website: https://www.ielts.org/  

o Test centres: https://www.ielts.org/book-a-test/find-a-testlocation  

o Typically costs £200 

o Sample tests 

• Integrated Skills in English II (or ISEII) with test results awarded by Trinity College 

London. For Trinity the minimum marks required for B2 are ISEII; Reading: Pass; 

Listening: Pass; Speaking: Pass; Writing: Pass. 

o Visa Information: http://www.trinitycollege.com/SELT  

o Test Centres: www.trinitycollege.com/findaseltcentre  

o Typically costs £180 

• Language Cert International ESOL SELT provided by Language Cert 

o Required a minimum score in 4 skills…Listening: 33/50; Reading: 33/50: 

Writing: 33/50; Speaking: 33/50 

o Website: https://selt.languagecert.org/  

o Test Centre Locations: https://selt.languagecert.org/locations 

o Typically costs £200 

We highly recommend that all T5 Religious Worker migrants you are inviting to return 

on a T2 Minister of Religion visa that they should do their test in the UK before 

returning home to apply for visa. You can see a comparison of the two tests online. 

Approved Test Providers Abroad 

For tests taken abroad, they are valid for 2 years and a code will be given to 

submit. Since Spring 2020 they went from only one provider to having three.  

They must choose to book an IELTS for the UKVI test at their closest location and 

some travel may be required. Tests from non-approved providers will NOT be 

accepted.  

• IELTS SELT Consortium where test results must be awarded by Cambridge 

English Language Assessments. For Cambridge the minimum marks required 

for B2 are Listening: 5.5; Speaking: 5.5; Reading: 5.5; Writing: 5.5. 

o Website: https://www.ielts.org/  

o Test centres: https://www.ielts.org/book-a-test/find-a-testlocation  

o Typically costs around £200 

o Sample tests 

And since Spring 2020 there are two new international providers 

https://www.ielts.org/
https://www.ielts.org/book-a-test/find-a-testlocation
https://www.ielts.org/what-is-ielts/ielts-for-migration/united-kingdom/ielts-for-ukvi-academic-delivered-on-computer/sample-test-questions
http://www.trinitycollege.com/SELT
http://www.trinitycollege.com/findaseltcentre
https://selt.languagecert.org/
https://selt.languagecert.org/locations
https://ukeducationguide.com/iseielts-exam-comparison/
https://www.ielts.org/
https://www.ielts.org/book-a-test/find-a-testlocation
https://www.ielts.org/what-is-ielts/ielts-for-migration/united-kingdom/ielts-for-ukvi-academic-delivered-on-computer/sample-test-questions
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• Language Cert International ESOL SELT provided by Language Cert 

o Required a minimum score in 4 

skills…Listening: 33/50; Reading: 33/50: 

Writing: 33/50; Speaking: 33/50 

o Website: https://selt.languagecert.org/  

o Test Centre Locations: 

https://selt.languagecert.org/locations 

o Typically costs £200 

• PTE Academic UKVI provided by Pearson 

o Listening: 59; Reading: 59; Writing: 59; 

Speaking: 59 

o Website: https://pearsonpte.com/  

o Test Centre Locations: https://pearsonpte.com/locations/  

o Typically costs dependant on country taken in 

According to the rules, an Applicant must meet this score in all four categories 

however we known many migrants (before 2020) who have successfully applied 

with only an average score of 5.5 for IELT SELT test. Since 2020 we know migrants are 

being refused if they only have the average of 5.5 and not the full score in each 

category. The {{Key Contact/Authorising Officer/Visa Coordinator}} don’t 

recommend taking the risk of letting a migrant apply with only the average since 

2020 so please check with them they meet the requirements. 

 

Flowchart T2 Minister of Religion 

We have created a flowchart to aid understanding of this process of what it takes 

to have a T2 Minister of Religion migrant on your team. 

 

Processing 
Application

Approve 
Applicant in 

normal way (with 
minimum 3 
references)

Create local file, 
add Interview 

Notes and final 
decision to 
cover sheet

Obtain 
evidence of 

completion of 
missions training

No evidence = No 
CoS

Send an official 
acceptance 
package and 

copy to file

 Listening = 5.5 
 Speaking= 5.5 
 Reading = 5.5 
 Writing= 5.5 
NOT AN AVERAGE 

Acceptance Package 

 Acceptance Letter* 
 Terms & Conditions 
 Job Description 

*This is not the guarantee 
letter 

https://selt.languagecert.org/
https://selt.languagecert.org/locations
https://pearsonpte.com/
https://pearsonpte.com/locations/
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*See English Language Requirements section in this document for links and info 

about level required. 

  

English (10 Points)

Are they from any of the following countries? 
Antigua and Barbados, Australia, The Bahamas, Barbados, Belize, 

Canada, Dominica, Grenada, Guyana, Jamaica, New Zealand, St 
Kitts and Nevis, St Lucia, St Vincent and the Grenadines, Trinidad and 

Tobago, USA

Yes

10 Points - Get a 
Copy of evidence 
and proceed to 

Step 3

No evidence = No CoS

No

Do they have a degree 
from an English speaking 

university?
or passed an approved 
English language test? *

Yes

10 Points - Get a 
Copy of Results and 
proceed to Step 3

No evidence = No CoS

No

Pass English 
Exam
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See section on Certifying Maintenance for more information on how it works. 

  

Maintenance (10 
Points)

Consider the following: Is your 
{{Organisation}} prepared to 

financially guarantee the Applicant for 
one month?

Yes

10 Points -
proceed to 

Step 4

No

Have they had £945 + £630 for 
each dependant in the bank for 

the last three months? 
(AFTER the NHS Surcharge is paid)

Yes

10 Points -
proceed 
to Step 4

No

Reject application

OR

Invite them to apply 
and they give 

financial evidence 
to UKVI
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*If you have the {{Key Contact/Authorising Officer/Visa Coordinator}} issue your 

CoS, then you will be invoiced on a regular basis for your Certificates. 

For a more complete checklist of what information to have on file before issuing the 

CoS, see the Visa Information Sample Letters 10.0 and use the Application 

processing form and file checklist form. 

 

Certificate of 
Sponsorship (50 

points)

Secure money 
for Certificate of 

Sponsorship

Get a copy of 
their current 
passport to 

confirm 
information

No evidence = No 
CoS

Get a copy of 
home-nation 

criminal records 
check

No evidence = No 
CoS

Fill in UKVI SMS

Pay* and 
Assign 

Certificate of 
Sponsorship

Update local 
record

Work with your Applicant to ensure 
they meet the requirements of these 

steps BEFORE they apply for their Visa. 
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*See Visa Information Sample Letters 10.0 for the suggested wording of this letter 

and who can sign it 

  

Invitation Given 
& Application 

Made

Create official 
visa guarantee 

letter*

Send Guarantee 
letter and Q&A 

Information 
package to 
Applicant

Applicant 
applies online

Applicant 
approved for 

Visa

Ask Applicant to 
check all details 
are correct on 

visa

Ensure 
Applicant knows 
what to expect 
in immigration

Applicant books 
ticket and 
arrives :)

What Should be in Local File at this 
Stage... 

 File Cover Sheet 
 Application packet 
 Acceptance Letter 
 Terms & Conditions 
 Unsigned Job Description 
 English evidence (if necessary) 
 Copy of Passport picture page 
 Guarantee/CoS letter (if desired) 
 Copy of training certificate 

evidence 
 Copy of local Criminal Records 

Check 
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* See Visa Information Sample Letters 10.0 for sample you can use 

  

Upon Arrival

Go through 
responsibilites of 

sponsor and 
migrant. 

Within 10 days 
of arrival, get 
copy of BRP

Obtain copies 
of  relevant 

documentation 
before work 
commences

Sign, date
and file 

documentation

Print and start 
their 

Holiday/Absenc
es tracking 

form*

Add signed 
copy of job 

description and 
T&C's to file

Have them 
register with the 

HMRC & 
NHS/surgery

Do 
safeguarding 

training

Create primary 
role list

Note: Please write 

“Original Seen” 

when signing & 

dating 

Use the sample File 
Coversheet to assist you in 

keeping high-quality 
records. 
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*{{Organisation}} should not to keep photocopies of the DBS disclosure. We only 

record the number after seeing it. You can keep copies of the equivalent local 

criminal records checks. 

*For instructions on how to Report Migrant Activity see this page. 

**Please retain records according to GDPR & Safeguarding legislation.  

After Departure Update records
Request copy of 
Itinerary leaving 

UK

If necessary, 
Report Migrant 

Activity* on UKVI 
SMS

Remind migrant 
to de-register 
with HMRC, 

NiNo, surgery, 
mobile, bank, 

etc.

Archive local 
visa files**

During Tenure
Record NiNo 

once received 
(if not on BRP)

Record DBS 
number once 

received*

Update primary 
role list as 
needed

Track holidays, 
etc.

Get copies of 
itininaries for all 
travel out of UK 

while on visa

Do 
safeguarding 

training annually

Ensure local file 
complete and 

accurate 
regularly

Perform Annual 
Check
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T2 Minister of Religion Extension Process 

General Information 

Details about T2 Minister of Religion extensions can be found here. The {{Key 

Contact/Authorising Officer/Visa Coordinator}} recommends applying 1-2 months 

before your current Visa expires so make sure your Applicant asks the {{Key 

Contact/Authorising Officer/Visa Coordinator}} for a new Certificate of Sponsorship 

with plenty of time to apply online beforehand. It is possible to apply up to three 

months before expiry or current visa. 

Important: please ensure that the Applicant’s passport is valid for at least 6 months 

(preferably one year) from the date of required extension to avoid delay or risk a 

refused extension. It is possible to extend passports here for most nations but not all 

so it’s important to check. 

For Sponsor Related information on extensions see paragraphs S.1-9.12 in Guidance 

for Sponsors: Part 2 Sponsor a worker – general information. Please note S9.8 states 

that when you assign a CoS to extend a migrant’s leave in the same tier and 

category, the start date on the CoS should be the day after their current leave 

expires. See also MRW3.25 in Guidance for Sponsors: Sponsor a Minister of Religion 

or Religious Worker 

 

Where do they apply? 

They can only apply online for an extension. They can save their application and 

return to work on it as they gather documentation. 

 

What should they expect to happen after they apply? 

The UKVI will inform them their online application has 

been received. Secondly, they will have received 

instruction with their submission forms to make and 

appointment (within 5 days) go to a designated 

location to enrol their biometric information. This will either be at a post office or one 

of the new enhanced service centres* which opened in 2019. Thirdly they may be 

invited to upload their evidential documents online instead of mailing them in. After 

that is all done, their application is complete.  

The site for the enhanced service centres* is here which includes locations, 

appointment bookings and more. The 6 main sites offer appointments for free and 

the 50+ smaller locations charge a fee. 

Note: they may not be required to re-enrol biometrics if it’s already been done. 

In Extensions, the 
BRP will be 
mailed to 

migrants instead 
needing to pick 

up from the Post 
Office 

https://www.gov.uk/tier-2-minister-of-religion-visa/extend-your-visa
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-sponsor-a-minister-of-religion-or-religious-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-sponsor-a-minister-of-religion-or-religious-worker
https://visas-immigration.service.gov.uk/product/tier2-minister-of-religion
https://www.gov.uk/biometric-residence-permits
https://www.ukvcas.co.uk/home-internal
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What’s the maximum extension time period? 

T2 Minister of Religion Visas are normally issued with a three year period of validity, 

unless less is specifically asked for. Therefore, they are generally extended for three 

additional years, which will give the Applicant a total of six years in the UK and 

allow them extra time to apply for Indefinite Leave to Remain after five full years of 

residency on the same type of Visa. 

Should a shorter period of validity have been originally granted (say two years) it will 

be possible to extend the validity period up to the five year mark when extending. 

This may make it difficult to meet all the requirements for Indefinite Leave to Remain 

without extra cost. 

A migrant can have a maximum of 6 years on the T2 Minister of Religion route and 

then must either leave the UK or apply to switch to ILR. See Immigration Rules: 

Appendix T2 Minister of Religion paragraph MOR11.2(c) and See Guidance for 

Sponsors: Sponsor a Minister of Religion or Religious Worker paragraph MRW3.28-3.31 

and MRW3.35 for the 6-year maximum. 

Please request a copy of the Alternate Visa Types document from the {{Key 

Contact/Authorising Officer/Visa Coordinator}} for more information on ILR. 

 

What if their T2 Minister of Religion leave to remain lapses? 

Thus far {{Organisation}} hasn’t had any migrants qualify for ILR who then let their 

leave lapse so this is an uncommon scenario. But if their leave does lapse they must 

leave the UK and if they return to the UK they start again with calculating 

continuous residency for ILR.  

Officially there isn’t a cooling off period for the T2 Minister of Religion category in 

the rules since December 2020 but in the past if a migrant has been sponsored 

under T2 Minister of Religion and their leave has ended or expired, they must wait 12 

months before applying again under any T2 category. It’s unclear in the rules if they 

can return home and restart immediately with a new T2 Minister of Religion. See 

Guidance for Sponsors: Sponsor a Minister of Religion or Religious Worker paragraph 

MRW3.38. 

 

https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-t2-minister-of-religion
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-sponsor-a-minister-of-religion-or-religious-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-sponsor-a-minister-of-religion-or-religious-worker
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What SOC code should I use on the CoS? 

For T2 Minister of Religion extensions, this can be a complicated answer! The short 

answer is that you MUST use the same Standard Occupation Code (SOC) as the 

original application. 

From 2013 to 2020 we used two SOC codes - T2 Minister of Religion used 2444 Clergy 

and T5 Religious Worker used 3231 Youth and Community Workers. Between 2016-

2018 some T2 Minister of Religion applications used 3231 instead. From Winter 2020 

we will be switching to using only 2444 Clergy for all of our visa applicants. 

For extensions for anyone who arrives before Autumn 2020, please ensure you use 

the same SOC code as their first CoS or it will appear that they are changing jobs 

and will trigger questions during the application processing.  

If you accidentally use a different one, the UKVI will accept that a simple clerical 

error has happened due to our organisation using both codes. Usually a verbal 

confirmation of this is accepted but they may ask you to email them stating this. 

You can read more about the SOC codes in this section of the manual. 

 

Can they travel during extension? 

The short answer is ‘No’. All extensions need to be done from within the UK and no 

travel is permitted during the extension process as the Applicant’s passport will be in 

the hands of the government during this time. It is important that extension is not left 

too late, and so travel in the 4-6 weeks prior to extension is to be avoided. Ensure 

they do NOT book travel – including teaching, ministry, outreach or sabbatical – at 

Visa extension time! 

 

What is the typical processing time for extensions? 

For applications made inside the UK under T2 the website claims that “the standard 

is that we will decide 90 per cent of applications within 8 weeks” but the some 

Applicants have waited more than 12 weeks.  

 

What is their immigration status while the application is being decided? 

If they make an application before their authorised stay ends, their existing 

immigration status will continue until the application is decided, even if the decision 

is not made until after the end of their permitted stay. They can continue serve with 

{{Organisation}} until their case is decided. 
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T2 Minister of Religion Extension Flowchart 

T2 Minister of Religion extensions are essentially the same process as for an initial 

application, but is simplified somewhat as the maintenance and English 

requirements are taken as read because of the successful initial application.  

 

*If you have the {{Key Contact/Authorising Officer/Visa Coordinator}} issue your 

Certificates of Sponsorship, then you will invoiced on a regular basis for your 

certificates. 

  

Add notes on 
the local file to 

reflect the 
situation

Assign CoS (or fill 
in form to request 

{{Key Contact/ 
Authorising 

Officer/ Visa 
Coordinator}} to 
do so). Please use 

the correct SOC code.  

Pay for 
Certificate of 
Sponsorship*

Update 
records

Applicant 
applies in 
country

After accepted 
and BRP 

received, 
update records
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Obtaining a T5 Religious/Charity Worker Visa 

Since December 2020 this type of visa is no longer part of the points-based system 

but the requirements are still in place – just without points attached to them. The 

requirements are as follows: 

• Financial Maintenance 

• Certificate of Sponsorship 

If any of the above is missing, their application will automatically fail. Every 

Applicant will still need to ensure that their application is in order in all respects, not 

just the above two areas.  

 

Snapshot of Costs 

From December 2020 

• Applying from Overseas £244 

• Applying from UK  £244 

• NHS Surcharge  £624/person/year (over 18) 

£470/person/year (under 18) 

       (less than 6 months=£0)          (7-13 

months=£312) 

 

Links to Immigration Rules 

• T5 Religious Worker landing page  

• T5 Charity Worker landing page 

• Guidance for Sponsors: Sponsor a Minister of Religion or Religious Worker 

• Immigration Rules: Appendix T5 Religious Worker 

• UKVI Flowchart of the overall process. 

• UKVI Casework Guidance for Tier 5 to read about how caseworkers should 

treat the applications 

Dependents 

The language of the flowchart is aimed at a single person, however, if you have a 

married couple or family coming on this route there are a few things to know. 

Technically {{Organisation}} is only sponsoring your Main Applicant and all following 

instructions apply primarily to only them. But because, in most cases at least, the 

spouse will also be serving with {{Organisation}} we must have all the correct 

records on site locally and we choose to refer to them in the guarantee letters also. 

This ensures we’ve done our best to be accurate and up-front in case of an 

interview. Please see the section on Dependents and follow the instructions in the 

https://www.gov.uk/healthcare-immigration-application/how-much-pay
https://www.gov.uk/tier-5-religious
https://www.gov.uk/tier-5-temporary-worker-charity-worker-visa
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-sponsor-a-minister-of-religion-or-religious-worker
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-t5-temporary-worker-religious-worker
https://www.gov.uk/government/publications/visa-application-processes
https://www.gov.uk/government/publications/points-based-system-tier-5-temporary-worker
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Sample Letters on how to handle. For more details on ongoing record keeping for 

dependants see here. 

 

Consecutive T5 Visas & the Cooling Off Period 

Until December 2018 our general policy to date has been to issue consecutive T5 

Religious Worker visas for our temporary/non-leader missionaries. However, as of 

January 2019 a 12-month cooling off period will be introduced for all T5 Temporary 

Worker visas (including Religious Workers and Charity Workers) which means no 

more consecutive T5 visas for our missionaries. It’s important to remember and be 

thankful we do still have legitimate routes into the nation to do religious work. You 

can read about it in Guidance for Sponsors: Part 2 Sponsor a worker – general 

information paragraph S7.28 and Guidance for Sponsors: Sponsor a Minister of 

Religion or Religious Worker paragraph MRW3.32-3.34 and MRW3.36-3.38. And lastly 

see Immigration Rules: Appendix T5 Religious Worker paragraph RW3.3. 

Practically what this means… 

• Our policy regarding who is eligible for a T2 Minister of Religion visa will be 

relaxed to be more inclusive of non-leadership roles. 

o Note: Most missionaries should still start on a T5 Religious Worker for 2 

years before receiving a T2 MoR 

• Missionaries who want to take the cooling off period and then return could 

be sent to a connected nation, go get training in another nation, have an 

extended time of fundraising or home assignment, or {{insert creative solution 

here}} 

• Missionaries who want to move to the T2 Minister of Religion category should 

prayerfully discuss with their team leaders/personnel about whether they 

meet the criteria and what their vision is for staying on in the UK 

Awkward Situations 

The new cooling off period is awkward for {{Organisation}} in a few ways. 

• It is now more difficult to recruit trainees directly out of their training 

programmes because they ether must renew up the full 24 months and stay 

on without going home for any real amount of time to fundraise and gain 

support (our best practice policy)  

o It is still NOT our policy to issue a T2 Minister of Religion visa to a freshly 

graduated missionary training programme trainee  

• Families – taking a one year cooling off period when there are school aged 

children is a huge challenge 

https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-sponsor-a-minister-of-religion-or-religious-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-sponsor-a-minister-of-religion-or-religious-worker
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-t5-temporary-worker-religious-worker
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Reasons to consider moving someone to a T2 Minister of Religion  

To help you assess who is a good fit to switch to T2 Minister of Religion you could use 

this list of possibilities to assess criteria. Note that someone doesn’t need to meet 

any or all of these…this is just to help you process. 

• They have vision and calling to stay at least 2-3 more years 

• They are taking on more leadership 

• They are moving toward taking on more leadership 

• They are a key element in developing a programme/ministry 

• They are a family with school age kids 

• Their finances are robust enough to make the jump 

• Their English has improved enough to successfully pass the language 

requirement 

 

Flow chart of Options 

 

Trainee on 
T5 RW

Extends & Returns 
immediately for 
up to 24 months 

total

Switches to T2 
MoR

Leaves for 1 year 
(home 

assignment, link 
nation, further 
training, etc.)

Returns on T5 RW 
for 2 more years

Leaves for 1 year 
(home 

assignment, link 
nation, further 
training, etc.)

Returns on T5 RW 
for 2 years

Switches to T2 
MoR

Leaves for 1 year 
(home 

assignment, link 
nation, further 
training, etc.)

Returns on T5 RW 
for 2 more years

Given full 2 year 
T5 RW from 

beginning (case 
by case)

Switches to T2 
MoR

Leaves for 1 year 
(home 

assignment, link 
nation, further 
training, etc.)

Returns on T5 RW 
for 2 more years
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Final Thoughts on Cooling Off Period 

We are choosing to position ourselves WITH this change in immigration rule rather 

than against it. We must remember we still have legitimate routes to do religious 

work in this nation. And we can find a “silver lining” in the natural weeding out this 

will do for {{Organisation}} migrants who aren’t committed and called to our nations 

so we end up with only ones who are. 

 

Charity Workers 

We do not use this category very much apart from for migrants from closed nations 

and very specific mission building roles. It is very similar to T5 Religious Worker apart 

from it only lasts 12 months and you cannot be paid. 

Charity Worker & Voluntary Fieldwork requirement 

The rules specify that Charity Workers must do “voluntary fieldwork” which would 

likely be measured against the registered aims and purposes according to the 

Charities Commission. That means very nearly all of {{Organisation}}’s listed activities 

fall under a religious category and therefore need a religious visa. In Guidance for 

Sponsors: Sponsor a Charity Worker paragraph CHW3.4-3.5 and Immigration Rules: 

Appendix T5 Charity Worker paragraph CW6.1 it states the following about Charity 

Workers: 

Migrants coming to work temporarily in the UK as charity workers must only be 

doing voluntary fieldwork directly related to the purpose of your charity. You 

can’t offer paid employment under this route. “Voluntary fieldwork” means 

activities which would not normally be offered at a waged or salaried rate and 

which contribute directly to the achievement or advancement of the sponsor’s 

charitable purpose. It does not include work ancillary to the sponsor’s charitable 

purpose including, for example, routine back office administrative roles, retail or 

other sales roles, fund-raising roles and roles involved in the maintenance of the 

sponsor’s offices and other assets.  

These would be typical jobs for a short-term volunteer but it is now clear that admin 

work, financial admin, cleaning, gardening and maintenance are not allowed on 

this type of visa. This is a challenge for {{Organisation}} because this type of work 

also isn’t allowed as the primary duties on a: 

• T2 Minister of Religion visa 

• T5 Religious Workers visa 

• Standard Visitor visa 

Whilst we are allowed to issue Charity Worker visas according to Guidance for 

Sponsors: Sponsor a Minister of Religion or Religious Worker paragraph MRW3.4 for 

https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-sponsor-a-charity-worker
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-t5-temporary-worker-charity-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-sponsor-a-minister-of-religion-or-religious-worker
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now, please do not invite any new Short-term volunteers on Charity Workers visas 

please. 

Charity Workers & Remuneration 

Please be aware {{Organisation}} can lose their sponsor licence if you are found to 

be paying Charity Workers anything beyond reasonable expenses according to 

Annex C1gg in Guidance for Sponsors: Part 3: Sponsor duties and compliance. Also 

see Guidance for Sponsors: Sponsor a Charity Worker paragraph CHW3.7-3.8 and 

CW6.1(b). 

However, in the law it appears that according to Section 44 paragraph 1 (b) of the 

National Minimum Wage Act it would still be allowable to provide accommodation 

for Charity Workers. This law has also been amended, please see Section 14.  

Charity Workers on Training 

This is a grey area. At least one missions organisation uses this type of visa for their 

missionary training programme trainees. However other missions agencies have the 

opinion that since Charity Workers are not allowed to be paid, given remuneration 

or benefit from the charity they volunteer for, and that any training received could 

be seen as a benefit, that they should not be able to do missionary training 

programme as a charity worker. 

After doing some research we are now confused! Research could lead us to 

understand that we cannot allow Charity Workers to do missionary training 

programme as it would be seen as training and that is explicitly not allowed in 

Section 44 in particular paragraph 3 of the National Minimum Wage Act which is 

the law referenced in Guidance for Sponsors: Sponsor a Charity Worker paragraph 

CHW3.4-3.5. But experience suggests that they would be allowed to do the in-house 

training without issue. 

Closed Countries & Charity Worker visas 

We will simply handle this in a case by case basis as it doesn’t occur very frequently. 

If you have applicants from a country which it would be unfavourable to have a 

religious visa in their passport or immigration history then you can talk to the {{Key 

Contact/Authorising Officer/Visa Coordinator}} about using this type of visa for 

trainees. 

Supplementary Work not allowed 

It should be noted that those here on a T5 Charity Worker visa cannot do 

supplementary work but they can do voluntary work for another charity according 

to paragraph S8.14 in Guidance for Sponsors: Part 2 Sponsor a worker – general 

information 

  

https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-3-sponsor-duties-and-compliance
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-sponsor-a-charity-worker
http://www.legislation.gov.uk/ukpga/1998/39/section/44
http://www.legislation.gov.uk/ukpga/2008/24/crossheading/national-minimum-wage-etc
http://www.legislation.gov.uk/ukpga/1998/39/section/44
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-sponsor-a-charity-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
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Flowchart Overview for T5 Religious/Charity Visa Application 

We have created a flowchart to aid understanding of this process of what it takes 

to have a T5 migrant on your team. 

*If your Migrant can’t scan and email you a copy of their Training evidence, there 

are alternative suggestions in Evidence of Qualification for instructions. 

  

Processing 
Application

Approve 
Applicant for 

training in 
normal way (with 

minimum 3 
references)

Create local file, 
add Interview 

Notes and final 
decision to 
cover sheet

Obtain 
evidence* of 
completion of 

missions training 
(for missionaries and 
second level school 

only)

No evidence = No 
CoS

Send an official 
acceptance 
package and 

copy to file

Acceptance Package 

 Acceptance Letter 
 Terms & Conditions 
 Job Description 

Note: this is not the 
guarantee letter 
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See section on Certifying Maintenance for more information on how it works.  

Maintenance

Consider the following: Is 
{{Organisation}} prepared to financially 

guarantee the Applicant for one 
month?

Yes

proceed

No

Have they had £945 + £630 for 
each dependant in the bank for 

the last three months? 
(AFTER the NHS Surchange is 

paid)

Yes

proceed

No

Reject application

OR

Invite them to apply 
and they give 

financial evidence 
to the UKVI
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*If you have the {{Key Contact/Authorising Officer/Visa Coordinator}} issue your 

Certificates of Sponsorship, then you will invoiced on a regular basis for your 

certificates. 

For a more complete checklist of what information to have on file before issuing the 

CoS, see the Visa Information Sample Letters 10.0 and use the Application 

processing form and file checklist form. 

  

Certificate of 
Sponsorship

Secure money 
for Certificate of 

Sponsorship

Get a copy of 
their current 
passport to 

confirm 
information 

No evidence = No 
CoS

Get a copy of 
local criminal 
records check
No evidence = No 

CoS

Fill in UKVI SMS
Pay* and Assign 

Certificate of 
Sponsorship

Update local 
records

Work with your Applicant to ensure they 
meet the requirements of these steps 

BEFORE they apply for their Visa. 
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* See Visa Information Sample Letters 10.0 for the suggested wording of this letter 

and who can sign it 

  

Invitation Given 
& Application 

Made

Create official 
visa guarantee 

letter*

Send Guarantee 
letter and  Q&A 

Information 
package to 
Applicant

Applicant 
applies online

Applicant 
approved for 

Visa

Ask Applicant to 
check all details 
are correct on 

visa

Ensure Applicant 
knows what to 

expect in 
immigration

Applicant books 
ticket and 
arrives :)

What Should be in Local File at this Stage... 

 File Cover Sheet 
 Application packet 
 Acceptance Letter 
 Terms & Conditions 
 Unsigned Job Description 
 Copy of Passport picture page 
 Guarantee/CoS letter (if desired) 
 Copy of training certificate evidence (if 

required) 
 Copy of local Criminal Records Check 
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* See Visa Information Sample Letters 10.0 for samples of these documents  

  

Upon Arrival

Go through 
responsibilities of 

sponsor and 
migrant.

Within 10 days of 
arrival, get copy 

of BRP 

Obtain copies of  
relevant 

documentation 
before work 
commences

Sign, date
and file 

documentation

Print and start 
their 

Holiday/Absenc
es tracking 

form*

Add signed 
copy of job 

description and 
T&Cs to file

Have them 
register with the 

HMRC & 
NHS/surgery 

(if over 186 days)

Do safeguarding 
training

Create primary 
role list and 
make sure 
absence 

records being 
kept

Note: Please write 

“Original Seen” 

when signing & 

dating 

Use the sample File 
Coversheet to assist you in 

keeping high-quality 
records. 
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* {{Organisation}} should not to keep photocopies of the DBS disclosure. We only 

record the number after seeing it. You can keep copies of the equivalent local 

criminal records checks. 

 

*For instructions on how to Report Migrant Activity see this page. 

After Departure Update records
Request copy of 
Itinerary leaving 

UK

If necessary,  
Report Migrant 

Activity* on UKVI 
SMS

Remind migrant 
to de-register 
with HMRC, 

surgery, bank, 
mobile, etc.

Archive local 
visa file**

During Tenure
Record NiNo 

once recieved 
(if not on BRP)

Record DBS 
number once 

recieved*

Update primary 
role list as 
needed

Track holidays, 
etc. Get copies 
of itinaries for all 
travel out of UK 

while on visa

Do safeguarding 
training annually

Ensure local file 
complete and 

accurate 
regularly

Perform Annual 
Check
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**Please retain records according to GDPR legislation.  
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T5 Religious Worker/Charity Worker Extension Process 

General Information 

Details about the T5 Religious Worker extensions can be found here. The {{Key 

Contact/Authorising Officer/Visa Coordinator}} recommends applying 1-2 months 

before your current Visa expires so make sure your Applicant is issued a new 

Certificate of Sponsorship with plenty of time to apply online beforehand. It is 

possible to apply up to three months before current visa expires. 

Important: please ensure that the Applicant’s passport is valid for at least 6 months 

(preferably one year) from the date of required extension to avoid delay or risk a 

refused extension. It is possible to extend passports here for most nations but not all 

so it’s important to check. 

For Sponsor Related information on extensions see paragraphs S.1-9.12 in Guidance 

for Sponsors: Part 2 Sponsor a worker – general information. Please note S9.8 states 

that when you assign a CoS to extend a migrant’s leave in the same tier and 

category, the start date on the CoS should be the day after their current leave 

expires. See also MRW3.25 in Guidance for Sponsors: Sponsor a Minister of Religion 

or Religious Worker 

 

Where do they apply? 

They can only apply online for an extension. They can save their application and 

return to work on it as they gather documentation. 

 

What should they expect to happen after they apply? 

The UKVI will inform them their online application has been received. Secondly, they 

will have received instruction with their submission forms to make an appointment 

(within 5 days) go to a designated location to enrol their biometric information. This 

will either be at a post office or one of the new enhanced service centres* which 

opened in early 2019. Thirdly they may be invited to upload their evidential 

documents online instead of mailing them in. After that is all done, their application 

is complete.  

The site for the enhanced service centres is here which includes locations, 

appointment bookings and more. The 6 main sites offer appointments for free and 

the 50+ smaller locations charge a fee. 

Note: they may not be required to re-enrol biometrics if it’s already been done. 

 

https://www.gov.uk/tier-5-religious/extend-your-visa
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-sponsor-a-minister-of-religion-or-religious-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-sponsor-a-minister-of-religion-or-religious-worker
https://visas-immigration.service.gov.uk/product/tier-5
https://www.gov.uk/biometric-residence-permits
https://www.ukvcas.co.uk/home-internal
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What’s the maximum extension time period? 

T5 Religious Worker/Charity Worker Visas can only extended up to their maximum 

period of validity, which is ONE year for a T5 Charity Worker and TWO years for a T5 

Religious Worker. You cannot extend beyond this date under any circumstances 

and the holder will be required to leave the UK.  

Since January 2019 there is be a 12 month cooling off period, which you can read 

about it in Guidance for Sponsors: Part 2 Sponsor a worker – general information 

paragraph S7.28 and Guidance for Sponsors: Sponsor a Minister of Religion or 

Religious Worker paragraph MRW3.32-3.34 and MRW3.36-3.38. And lastly see 

Immigration Rules: Appendix T5 Religious Worker paragraph RW3.3 and RW10.1-10.2 

We recommend asking for the maximum amount on the first guarantee letter for 

Charity Workers and Short-Term Missionaries EXCEPTING Trainees.  

 

Can they travel during extension? 

The short answer is ‘No’. All extensions need to be done from within the UK and no 

travel is permitted during the extension process as the Applicant’s passport will be in 

the hands of the government during this time. It is important that extension is not left 

too late, and so travel in the 4-6 weeks prior to extension is to be avoided. Ensure 

they do NOT book travel – including teaching, ministry, outreach or sabbatical – at 

Visa extension time! 

 

What is the typical processing time for extensions? 

For applications made inside the UK under T5 the 

website claims that “the standard is that we will 

decide 90 per cent of applications within 4 weeks” 

but some Applicants have waited more than 12 

weeks. Therefore we don’t recommend booking any 

kind of travel until after you receive your Visa and 

passport back. 

 

What is their immigration status while the application is being decided? 

If they make an application before their authorised stay ends, their existing 

immigration status will continue until the application is decided, even if the decision 

is not made until after the end of their permitted stay. They can continue serve with 

{{Organisation}} until their case is decided. 

  

In Extensions, the 
BRP will be mailed 
to migrants instead 
needing to pick up 

from the Post 
Office 

https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-sponsor-a-minister-of-religion-or-religious-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-sponsor-a-minister-of-religion-or-religious-worker
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-t5-temporary-worker-religious-worker
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T5 Religious Worker Extension Flowchart 

T5 Religious Worker extensions are essentially the same process as for an initial 

application, but is simplified somewhat as the maintenance requirement is taken as 

read because of the successful initial application. 

 

**If you have the {{Key Contact/Authorising Officer/Visa Coordinator}} issue your 

Certificates of Sponsorship, then you will invoiced on a regular basis for your 

certificates. 

  

Add notes on 
the local file to 

reflect the 
situation

Assign Certificate of 
Sponsorship

Pay for 
Certificate of 
Sponsorship**

Issue 
Guarantee 

Letter

Applicant 
applies in 
country

After 
accepted and 
BRP received, 

update 
records

Re-register with 
the police (if 

required)
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Returning Missionaries 

Trainees Returning as Missionaries 

In the fortunate circumstance that a trainee is called to return to the UK as a short-

term or long-term missionary there are a few considerations and some paperwork 

things to take care of. 

• If intention to return is directly following a missionary training programme, 

have applicant fill in the necessary additions to the application file to include 

the missionary application (or simply have them do a brand-new missionary 

application) 

o Please remember the new T5 cooling off period as you determine a 

return date. 

• If some time has passed since their missionary training programme, definitely 

have them fill out a brand-new missionary application 

• Regardless of new or updated application – ensure 3 references are present 

and the missionary training programme leader one is added. This is a 

requirement of the UKVI for accepting any missionaries based on previous 

experience (see Immigration Rules: Appendix D Part 4 (c).) 

• Get a copy of their training certificate (see Immigration Rules: Appendix D 

Part 4 (d).) 

• Update other necessary paperwork like their job description, primary role list, 

etc.  

• If returning immediately… 

o Issue new CoS, cancel old one and get them apply for extension up to 

24 months immediately. 

• If returning after cooling off period 

o Please note as a general policy {{Organisation}} recommends all 

trainees return to their home country to reconnect with family and 

church as well as fundraising as our good practice. The length of time is 

now dictated by the T5 cooling off period. 

o It is ideal to get the full time allowed for new {{Organisation}} migrants 

(24 month for T5 Religious Worker short-term missionaries or 36 months 

for T2 Minister of Religion long-term missionaries (accounting for the 

massive NHS surcharge could alter this).  

o Issue new CoS and guarantee letter 3 months before planned arrival 

 

Applicants from another {{Organisation}} UK Location 

When you accept a migrant who has previously been issued a CoS through 

another UK-based {{same Organisation}} location (historically or currently) there are 

a few things we want you to be aware of. 

https://www.gov.uk/government/publications/keep-records-for-sponsorship-appendix-d
https://www.gov.uk/government/publications/keep-records-for-sponsorship-appendix-d
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Other Team on Same Sponsor Licence 

You must: 

• Change their information in the SMS 

o Report Migrant Activity and add a “change of migrant worker 

circumstance” and add the Change in location including a new work 

address 

• Get the electronic/paper personnel and visa files transferred to the new 

{{internal Organisation}} 

o Ensure 3 references are present and the missionary training programme 

leader is added. This is a requirement of the UKVI for accepting any 

{{Organisation}} migrants based on previous experience (see 

Immigration Rules: Appendix D Part 4 (c)). 

o Ensure training certificate is present (see Immigration Rules: Appendix D 

Part 4 (d).) 

• Ensure the applicant reports their change in work address if they moving 

directly from one {{Organisation}} to another without going home. See the 

Change in Circumstance section. 

• Ensure the applicant re-registers with the local police in new location if 

required by nationality to do so. 

• Update other necessary paperwork like their job description, primary role list, 

etc.  

There is a checklist in Visa Information Sample Letters 10.0 to assist you in keeping 

records. If desired, please print it off and attach to the front of each migrant (or 

personnel) file. 

Other Team Has Own Sponsor Licence 

If the new {{same Organisation}} has a separate licence, we may start to see 

people move from one {{Organisation}} to another and now a new sponsor is 

involved. In this case, we are open to what is called “Secondment.” 

You must: 

• All the same as above…  

• PLUS have a written agreement between your team and the former team 

agreeing the secondment and what oversight will happen.  

o See Visa Information Sample Letters 10.0 for a sample of this document 

which should be personalised in each circumstance. 

If you receive a seconded migrant into your {{Organisation}} and you hold your own 

sponsor licence, then at time of their next visa (or extension) you must take full 

oversight and responsibility for that migrant by becoming their named sponsor, 

assuming they plan to continue to work with your {{Organisation}}. 

https://www.gov.uk/government/publications/keep-records-for-sponsorship-appendix-d
https://www.gov.uk/government/publications/keep-records-for-sponsorship-appendix-d
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See also the section Multiple Sponsor Licences. 

Note: It is prohibited to second missionaries/church workers from outside your 

organisational umbrella. The migrant must actually work/serve with their sponsor. 
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How to obtain a Certificate of Sponsorship from the 
UKVI 

Some {{Organisation}} issue their own certificates, so if that’s you, use this section 

otherwise see instruction Requesting a Cos. See SMS Guide: Create a CoS for more 

in depth details if required. 

Note: Please always ask for the full length of time possible for certain types of 

Visa. For more information see the Visa Information Sample Letters 10.0 page. 

Instructions 

• Log on to the UKVI sponsor management system 

(SMS) 

• Go to “Workers” on the left hand column 

• Go to “create and assign” and follow steps 

• Fill out the information 

• Be sure to check they need “multiple entries”* 

• Assume 40 hours for number of working hours 

unless otherwise agreed by {{Organisation}} 

• For the section “Migrants Employment” put the 

following; 

o For T2 Minister of Religion certificates 

▪ Job Title: Missionary  

▪ Job Type: Clergy SOC 2444** 

▪ Summary of Job Description: See next section “Standard 

Paragraphs” 

▪ Gross pay in pound sterling: 0.01 

▪ For Each: Contract 

▪ Tick Box to indicate RLMT has been met (this should be removed 

at some point as RLMT no long required) 

▪ Details on Resident Labour Market Test: See next section 

“Standard Paragraphs” (this should be removed at some point as 

RLMT no long required) 

▪ For Religion use “Christian” 

o For T5 Religious Worker/Charity Worker Certificates 

▪ Job Title: Missionary Trainee/Volunteer 

▪ Job Type: Clergy SOC 2444** 

▪ Summary of Job Description: See next section “Standard 

Paragraphs” 

▪ For Charity Worker – tick to say they don’t get paid 

DO NOT request a CoS 

more than 3 months 

before their start date. 

Immigration rule found 

at Part 2 Sponsor a 

worker – general 

information paragraph 

S3.9 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/605930/Create_a_CoS_-_guide_for_Tier_2_and_5_sponsors_-_Apr_2017.pdf
https://www.points.homeoffice.gov.uk/gui-sms-jsf/home/SMS-003-Home.faces
https://www.points.homeoffice.gov.uk/gui-sms-jsf/home/SMS-003-Home.faces
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
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▪ Gross pay in pound sterling: 0.01 

▪ For Each: Contract 

▪ For Religion use “Christian” 

• Ensure you tick the final tick box at the bottom about certifying maintenance 

• Go to “Assign”  

• Proceed to pay by credit card online 

• Once you have paid for the certificate, you will be 

given the certificate number.  

• Copy information into local file 

• For T5 Religious Workers, after assigning, please locate 

the record and “Add a Note” with RLMT paragraph. DO NOT MISS THIS STEP!!! 

o Under the “Workers” section 

o Choose “Sponsorship Duties” 

o Then “Manage Live CoS” 

o Pull up the file you need using the search features 

o Choose “Sponsor Note” and copy the text from the Standard 

Paragraphs and save 

*Multiple Entry information in paragraph S3.14 and S7.24 of Guidance for Sponsors: 

Part 2 Sponsor a worker – general information 

** You can read more about the SOC codes in this section of the manual. 

 

Requesting CoS issue 

If you don’t have any SMS users at your exact location you must request help from 

the designated person who will need some specific information to be able to issue 

this. There is a sample form in the Visa Information Sample Letters 10.0. 

 

Payments 

In October 2018 several extra inspections were triggered by individuals paying for 

their own CoS on the SMS using personal cards. It’s not specifically prohibited in the 

rules but we strongly recommend not allowing this to happen. Likely scenarios are 

someone who serves in the administration team and happens to be in the office or 

someone who is returning and gets their letters before flying home. 

 

Issuing a Cos to Your Family Members 

Family members cannot issue themselves or each 

other CoS so please ask for assistance if this rare 

circumstance comes up. It is now required that we 

Double Check 

 Multiple 
Entries 

 Certified 
Maintenance 

Related? Add Sponsor 
Note! 

https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
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report any family links, even between {{Organisation}} so please make sure you add 

a Sponsor Note stating the family relationship. Please also consider adding a 

paragraph to the guarantee letter stating what steps were taken to demonstrate 

no nepotism is taking place in our charity. Please see Guidance for Sponsors: Part 3: 

Sponsor duties and compliance paragraphs C1.21.  

https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-3-sponsor-duties-and-compliance
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-3-sponsor-duties-and-compliance
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Standard Paragraphs 

T2 Minister of Religion  

{{Organisation}} Missionaries are routinely involved in the following activities: 

Evangelism – spreading the good news of Jesus Christ. 

Teaching – spiritual disciplines to individuals, small groups and to their team. 

Outreach – building and cultivating relationships within our communities, partnering 

with charities, social aid programmes and the work of local churches. 

Projects – initiate projects that further the missionary work of {{Organisation}} locally. 

Mentoring - provide spiritual guidance and leadership to individuals, small groups 

and in-house missionary training programmes. 

Please note all {{Organisation}} missionaries are volunteers and consequently do not 

receive a salary from {{Organisation}}. Our missionaries are self-funded through 

churches, friends and family that send and support them. 

 

T5 Religious Worker Trainee 

{{Organisation}} Religious Workers are involved in missionary activities/projects and 

we confirm that they will serve as a Religious Worker in the UK assisting 

{{Organisation}} during their tenure as required in Sponsor Guidance MRW3.14-15. 

These include: 

Attend training sessions and practical elements. 

Devotion to relationship with God, study of Bible & to the expression of Jesus. 

Complete assignments submit in timeframe. 

Actively support/encourage peers, {{Organisation}} migrants& leaders. 

Review, understand and adopt the {{Organisation}} Values. 

Contribute towards an effective team environment.  

Attend, participate, engage in corporate community meetings & church. 

Please note all {{Organisation}} missionaries are volunteers and consequently do not 

receive a salary from {{Organisation}}. Our missionaries are self-funded through 

churches, friends and family that send and support them. Please see information 

about RLMT in a sponsor note and on guarantee letter. 

Add as a 500 character Sponsor Note after assigning CoS: 

{{Organisation}} gives equal opportunities to settled applicants as to migrant 

applicants. We would never displace a suitable settled worker. We advertise for 

missionaries on websites, at conferences, at universities, and churches. We do not 

have set roles, but rather fit people's skills & experience to their role. So, if that 

missionary ends their commitment with us, the role would not be automatically 

filled. Thus {{Organisation}} is exempt from performing the RLMT because the role is 

supernumerary. 
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T5 Religious Worker Short-Term Migrants 

{{Organisation}} Religious Workers are involved in missionary activities/projects. They 

will serve as a Religious Worker in the UK assisting {{Organisation}} during their tenure 

as required in Sponsor Guidance MRW3.14-15. These include: 

Spreading the good news of Jesus Christ. 

Working on personal & group Bible study. 

Engagement with prayer, facilitation of intercession, & participation in worship. 

Missionary activities in local communities & charities, social aid programmes & 

partnerships with churches. 

Work on evangelism, teaching & mercy projects. 

Provide spiritual guidance & support to individuals & small groups as part of running 

in-house missionary training programmes.  

Please note all {{Organisation}} missionaries are volunteers and consequently do not 

receive a salary from {{Organisation}}. Our missionaries are self-funded through 

churches, friends and family that send and support them. Please see information 

about RLMT in a sponsor note and on guarantee letter. 

Add as a 500 character Sponsor Note after assigning CoS: 

{{Organisation}} gives equal opportunities to settled applicants as to migrant 

applicants. We would never displace a suitable settled worker. We advertise for 

missionaries on websites, at conferences, at universities, and churches. We do not 

have set roles, but rather fit people's skills & experience to their role. So, if that 

missionary ends their commitment with us, the role would not be automatically 

filled. Thus {{Organisation}} is exempt from performing the RLMT because the role is 

supernumerary. 
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How to Report Migrant Activity to UKVI 

As a sponsor, we are obliged to report certain types of migrant activity or changes 

to the UKVI on the SMS regarding the status and activity of our migrants. 

There are several times when it is crucial to Report Migrant Activity within 10 days 

• When the person leaves your {{Organisation}} 2 weeks or more before the visa 

expires  

• If the person goes AWOL for 10 days (reported by the 10th day of absence) 

• If we decide to withdraw our sponsorship of them for misconduct or other 

serious reason 

• When they move Teams/Centre within England & Wales 

• If they defer their arrival by up to 28 days (even if due to slow visa processing 

or a missed flight or a pandemic) 

• Change immigration categories 

• UKVI rejects an application 

• They decide not to come after applying for visa but before arrival 

• If the size of our charity or status of our charity changes 

There are times when it is crucial to Report Migrant Activity within 20 days 

• When there is a substantial change to the organisation holding the sponsor 

licence (name change, change in nature, mergers/takeovers, criminal 

activity) 

We must also report any criminal or terrorist behaviour to the police. For more 

specifics on Reporting, see Guidance for Sponsors: Part 3: Sponsor duties and 

compliance paragraphs C1.11-1.15. Also online instructions and rules are available 

for SMS Reporting here. 

 

https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-3-sponsor-duties-and-compliance
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-3-sponsor-duties-and-compliance
https://www.gov.uk/government/publications/reporting-worker-activity-sms-guide-9
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Instructions 

• Log on to the UKVI sponsor management system 

(SMS) 

• Go to “Workers” on the left hand column 

• Go to “Sponsorship Duties”  

• Then click on “Report Migrant Activity” 

• Find the person using the search features 

• Then follow the prompts using the form and drop 

down menus to choose the correct options 

o You may report more than one reason, if 

necessary 

o You must give all the information requested, 

now including last known address (that 

means the address they have GONE ONTO 

and is NOT the {{Organisation}} address!) 

o If you are requesting the {{Key 

Contact/Authorising Officer/Visa Coordinator}} or another team you 

are linked with then please include their full name, reason for leaving 

and the information in the grey box.  

Contact the {{Key Contact/Authorising Officer/Visa Coordinator}} if you have any 

questions about this process.  

 

Problem with SMS 

If you encounter any problems reporting someone within the SMS, please email 

Tier2and5MigrantReportingMailbox@homeoffice.gsi.gov.uk.  

  

MUST MUST MUST 
be reported with  

10 days  
of change 

https://www.points.homeoffice.gov.uk/gui-sms-jsf/home/SMS-003-Home.faces
https://www.points.homeoffice.gov.uk/gui-sms-jsf/home/SMS-003-Home.faces
mailto:visaoffice@ywamengland.org
mailto:Tier2and5MigrantReportingMailbox@homeoffice.gsi.gov.uk
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Standard Visitors 

People can come to the UK as a Standard Visitors for several reasons such as tourist, 

certain business activities, doing short course of study or a few other reasons. You 

cannot do paid or unpaid work for UK company, live in the UK for long periods of 

time, study for long periods of time or claim benefits to name a few. The typical 

maximum length of time for a Standard Visitor is 6 months. Some nations can 

“apply” upon arrival to the UK and some must apply ahead of time.  

For more information see Immigration Rules: Appendix V: Visitor Rules paragraphs 

4.2-4.6 and Immigration Rules: Appendix V: Visitor Permitted Activities paragraphs 

PA3, PA4, PA13. Read the Visitor Caseworker Guidance for more information about 

what you can and can’t do with a Standard Visitor visa. Here is a general landing 

page for EU/EEA visitors to read. 

 

Who are {{Organisation}}’s Standard Visitors? 

The Standard Visitor category is for people who want to 

come and do business in the UK for a short time. In 

{{Organisation}} that is: 

• Our short-term volunteers for up to a maximum of 

30 days. 

• our international speakers on missionary training 

programmes or other schools in order to provide 

information or training (so long as {{Organisation}} not making money from 

these talks) 

• people who come to lead or attend a {{Organisation}} conference/seminar 

(shorter than 30 days) 

• teams coming to do outreach in the UK for a short time. 

• Translators supporting the invited migrant  

The migrant must be “based” elsewhere permanently and not intending to move to 

the UK. Missionary training programme trainees are NOT included in this list! There is 

a risk that someone will try to enter a tourist and say the wrong thing and be 

questioned in immigration control at the airport and then told they should have a T5 

Religious Worker visa. You should still issue an invitation letter so our applicants can 

produce the letter to hopefully bring clarity in case of issue in passport control. 

 

Volunteering for 30 days 

Since 1 December 2020 the rules for visitors and their ability to volunteer for a 

registered charity have been updated to remove the word “incidental”. Now, for 

up to 30 days, Standard Visitors can volunteer as their primary purpose or 

Missions Training 
Programme trainees 
CANNOT be invited 
as Standard Visitors 

or Tourists!!! 

https://www.gov.uk/business-visitor-visa
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-v-visitor
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-v-visitor
https://www.gov.uk/government/publications/visit-guidance
https://www.gov.uk/guidance/visiting-the-uk-after-brexit?utm_source=3766d50e-1b8b-44d3-8684-99a4cd3453d7&utm_medium=email&utm_campaign=govuk-notifications&utm_content=weekly
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incidentally (as a one off or for only a few days/hours). This means Standard Visitors 

can do things like cooking, maintenance and admin for our teams for up to 30 

days. See Paragraph PA3 in Appendix V: Visitor Permitted Activities. 

 

ePassport Gate & Visitors 

Nationals of Australia, Canada, Japan, New Zealand, Singapore, South Korea, and 

the United States of America are able to use ePassport gates to enter the UK. 

However, if they do so without holding a valid entry clearance they will 

automatically obtain 6 months leave to enter as a standard visitor. 

 

Where & When to Apply 

There is a different for Visa Nationals and Non-Visa National (see section for details 

on the differences).  

Non-Visa National: According to paragraph V1.3 in Appendix V: Visitor Rules, non-

visa national who are travelling to the UK, it is possible to get a Standard Visitor Visa 

for free at Passport control in Immigration 

by checking the right box on the forms. 

Please check if your Standard Visitors 

need visas by using this checking tool. As 

with our policy, you should provide all 

migrants in this category with the letter 

as a back up but they can enter a 

tourists now. 

Visa National: According to paragraph V1.1 in Appendix V: Visitor Rules, this is not 

the case for visa nationals, who must apply online ahead of time and pay the 

relevant fee. The same checking service can be used as the link above. For a list of 

which countries are Visa Nationals see Immigration Rules: Appendix V: Visitor 

National List. 

 

Worker or Visitor? 

It is important that they do not say that they are coming to “work with 

{{Organisation}}” as they may be turned away for not having a Temporary Workers 

Visa. We recommend using the term “consult” or “attend an 

event/conference/meeting” and to make sure they emphasize they are based 

elsewhere full-time and will not be paid. We strongly recommend coaching anyone 

joining your {{Organisation}} with this information. 

Non Visa National = 
apply in immigration control at 

arrival 

Visa National =  
apply ahead 

https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-visitor-permitted-activities
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-v-visitor
https://www.gov.uk/check-uk-visa
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-v-visitor
https://www.gov.uk/standard-visitor-visa/apply
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-visitor-visa-national-list
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-visitor-visa-national-list
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Read some helpful guidance for UKVI Caseworkers about visitor visas here. In 

particular the sections on:  

• permitted activities for visitors • work-related training 

• general business activities  • payment for visitors 

• religion  

 

Paperwork for Files 

Officially no paperwork is required for our local files for this type of visa as we are 

not sponsoring them. And it depends heavily on the reason for them coming. 

Please use wisdom and if you think some paperwork is a good idea, then do it. 

 

What documentation for immigration? 

{{Organisation}} should advise them to have the following documents or 

information with them at the border. 

• Current passport (and in some occasions, previous travel 

documents/passports, which show previous travel) 

• financial documents showing that they have sufficient funds available 

• if applying from a nation not their passport country, confirmation of legal 

residence or right to reside there if is not included in passport 

• details of employment/service or studies where you have stated in your 

application that you are either employed or in full-time studies. This could 

include: 

o a letter from your {{Organisation}} team or employer on company 

headed paper, detailing your role, salary and length of employment 

and that you are expected back 

o a letter from your education provider, on headed paper, confirming 

your enrolment and leave of absence and that you are expected 

back 

• Evidence of their business activities (i.e. religious activities) – where coming to 

the UK in order to undertake activities relating to their 

occupation/employment/service outside the UK (i.e. missions outreach) they 

should submit documents showing what they will be doing in the UK, 

including any letters from inviting organisation (us as {{Organisation}}) 

outlining the reason for their visit, who they will be meeting and details of any 

payment/expenses 

• Their accommodation details ({{Organisation}} details) 

• Their travel details (return tickets home) 

• For Visa Nationals: the Standard Visitor Visa in their passport 

https://www.gov.uk/government/publications/visit-guidance
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*See Visa Information Sample Letters 10.0 for the suggested wording of this letter 

and who can sign it 

See Guidance: Visit visa: guide to supporting documents for more information. 

  

https://www.gov.uk/government/publications/visitor-visa-guide-to-supporting-documents?utm_source=5cd0d497-2e3e-4fc2-8cac-7014319478c5&utm_medium=email&utm_campaign=govuk-notifications&utm_content=weekly
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Families/Dependants 

Technically {{Organisation}} is only sponsoring the main applicant and all other 

family members come as dependents who are able to work and educate as they 

choose. But since we are most typically inviting BOTH adults to serve with us we like 

to be upfront about that in case of questioning at the border. Dependents are 

allowed to get whichever job they like but they are have already chosen to serve 

with {{Organisation}} so we’re declaring that up front in how we word our 

guarantee letters and process applications and record keep. Our local files should 

match this with the exact same paperwork for each person serving with 

{{Organisation}}. For more details on ongoing record keeping for dependants see 

here. 

 

What are the Visa rules with regard to spouses and children? 

Spouses and children under 18 (dependants) 

are allowed to be included on their application. 

Certain criteria for different types of 

dependants will need to be met and specifics 

can be found online for each type of Visa.  

For T2 Minister of Religion, we recommend 

spouses file as dependants because it increases 

their chances of both being accepted together 

instead of one accepted and one refused. 

Rules found at Immigration Rules Part 8: Family 

Members from paragraph 319AA (click on section about family members of points-

based system migrants). 

For T5 Religious Worker, there are 2 options – 1) both spouses can apply as Main 

Applicants on two separate applications rather than one or 2) can be done the 

same as T2 and {{Organisation}} certifies maintenance for migrant and all 

dependants. See section on Certify Maintenance for details. 

Rules can be found at Immigration Rules Part 8: Family Members paragraphs 319A-

D (partner) & 319F-I (children under 16) and 319 H-SD - I (children over 16). 

More immigration rules about dependants can be found in:  

• PBS Dependants Policy Guidance 

• UKVI Caseworker Guidance for Dependants (from 2019) 

• UKVI Caseworker Guidance for Dependants on PBS 

• Family Members of PBS Migrants (pub 5 Oct 2020) 

• Dependant Family Members in Work Routes (pub 1 Dec 2020) 

https://www.gov.uk/guidance/immigration-rules/immigration-rules-part-8-family-members
https://www.gov.uk/guidance/immigration-rules/immigration-rules-part-8-family-members
https://www.gov.uk/guidance/immigration-rules/immigration-rules-part-8-family-members
https://www.gov.uk/government/publications/guidance-for-dependants-of-uk-visa-applicants-tiers-1-2-4-5
https://www.gov.uk/government/publications/dependants-of-part-5-migrants
https://www.gov.uk/government/publications/family-members-of-points-based-system-migrants
https://www.gov.uk/government/publications/family-members-of-points-based-system-migrants
https://www.gov.uk/government/publications/dependent-family-members-in-work-routes-immigration-staff-guidance?utm_source=3fadfea6-3a70-4564-8548-8015990a703a&utm_medium=email&utm_campaign=govuk-notifications&utm_content=weekly
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Always recommend that Applicants mail the application forms for the whole family 

in together or link the files in online applications where possible.  

What if one spouse plans to serve with {{Organisation}}, but the other 

does not? 

{{Organisation}} is a family-oriented missionary movement and so does not normally 

accept families as missionaries where only one spouse would serve with 

{{Organisation}} and the other would not. This does not apply to where one spouse 

would serve as the homemaker yet, as appropriate, remains part of the 

{{Organisation}} community in general. In this case the spouse would be considered 

a dependant on the Visa application. All record keeping should be the same for 

both migrants. 

If the spouse of a T2 or T5 migrant does not plan to serve with {{Organisation}} and 

plans to apply for employment, and the relevant {{Organisation}} {{Organisation}} 

has for some reason agreed to this, this would be legally allowed as a dependant. 

Minimal record keeping is required about the non-{{Organisation}} spouse. For more 

details on ongoing record keeping for dependants see here. 

 

What if migrants have a baby whilst in the UK? 

If both parents are T2 or T5 migrants, the baby will not be a British citizen 

automatically. However the baby of parents with ILR status would automatically be 

a British citizen. If one parent is a Brit and one is a migrant, then the baby will 

automatically be British.  

If the child does not qualify to become British then within a few months, an 

application must be made for the child to be added as a dependant to their 

current status (same end dates will be given). However, if the family is not intending 

to travel until their visa expires an application does not need to be filled out. Please 

note it is not sufficient to simply report a Change of Circumstance a full, new 

application must be submitted. See Immigration Rules Part 8: Family Members 

paragraph 304-309 for details. See next section for info about taking leave. 

THEORY (being tested as of Autumn 2020 by one family) For migrants who have a T2 

Minister of Religion visa who have a child THEN successfully apply for ILR can apply 

for UK citizenship for the child (skipping ILR for them completely). The citizenship is 

not automatically conferred in the same was as it would be to ILR-status parents 

and would therefore have the usual citizenship costs associated. But for those 

families who can wait to travel until they get ILR then get the child citizenship, it 

would save a lot of money. See Section 1(3) in the MN1 guidance. 

 

https://www.gov.uk/guidance/immigration-rules/immigration-rules-part-8-family-members
https://www.gov.uk/government/publications/form-mn1-guidance


 

December 2020 {{Organisation}} Visa Document v. 3.0 Page 112 of 130 
 

What if maternity/paternity/adoption leave is necessary for a migrant? 

{{Organisation}} values whole families in missions. Legally speaking, a 

maternity/paternity/adoption leave is entitled for paid employees (working for at 

least 1-2 years beforehand), of which {{Organisation}} has none since all our 

missionaries are self-employed. This simply means the length of leave can be 

agreed by the {{Organisation}}, but good practice is that one parent take not less 

than 26 weeks and maximum of 52 weeks (but really depends on what the parent 

wants to take). Legally, this type of leave cannot be less than 2 weeks. Adoption 

leave would depend deeply on the circumstances of the child and family so, 

again, the {{Organisation}} should agree this together with the family. See Gov.uk 

Guidance for more information. The UKVI would want to see evidence of an 

agreement of this in their file. 

See Guidance for Sponsors: Part 2 Sponsor a worker – general information in 

paragraph S4.13 to show that T2 & T5 migrants can take more than 4 weeks of 

parental leave without jeopardising their status. 

What if the applicant family has children over the age of 18 joining 

them? 

If the family has children joining them who are 18 or over, they will need their own 

visa unless evidence can be provided they need special care related to illness or 

disability. See Appendix FM-SE: Family Members Specified Evidence paragraphs 33-

37 for information about adult dependant relatives. 

 

What if one parent is full-time missions and one is a full-time carer? 

{{Organisation}} is a family-oriented mission and we embrace having whole families 

in missions. Good practice is that the full-time carer isn’t completely disengaged 

from missions or the {{Organisation}} they are based at. We would encourage every 

{{Organisation}} to create some space for family-friendly meals, worship, prayer, 

ministry, etc. so that parents and children find it easy to join in. 

Legally, this is, however, a more complicated issue if the full-time carer is a migrant 

who has been issued a visa to be a missionary 40 hours a week with 

{{Organisation}}! And it’s even more complicated if the full-time carer is a migrant 

married to a Brit who doesn’t need a visa to work in the UK. 

In the case where there is a migrant couple with children and everyone needs a 

visa, please ensure the full-time carer is a dependant spouse on the visa 

application. Dependants are not required to work full-time for the sponsor so the 

{{Organisation}} can make their own agreement with the family about expectations 

https://www.gov.uk/maternity-pay-leave/leave
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-fm-se-family-members-specified-evidence
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that are in line with our values. For details on ongoing record keeping for 

dependants see here. 

In the case where there is a migrant married to a Brit and they are being sponsored 

by {{Organisation}} to work 40 hours a week, it is extremely difficult (impossible!) to 

demonstrate to the UKVI that they (or we) are fulfilling the requirements if they are 

the full-time carer. We must also be aware of any families who might be “using” 

{{Organisation}} as a route to get settlement status. One simple solution is that the 

Brit parent must be the full-time carer and the migrant must be the full-time 

missionary. In families where this isn’t their preferred option, we must (somewhat 

unwillingly) recommend that the family pursue a Family of a Settled Worker Visa 

(apply to join or “apply to remain”) as this is the only legal route for this scenario. 

{{Organisation}} doesn’t assist or advise on family visas but information is available 

online.  

There MAY be a mechanism for the non-British parent to “apply to remain” with 

British children but again that’s beyond what {{Organisation}} gives guidance on 

but, again, we have produced some general info you can use or you can read 

guidance here.  

https://www.gov.uk/remain-in-uk-family
https://www.gov.uk/join-family-in-uk
https://www.gov.uk/remain-in-uk-family
https://www.gov.uk/government/publications/chapter-8-appendix-fm-family-members
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European Missionaries 

EU Settlement Scheme (until 30 June 2021) 

The EU Settlement Scheme is for Europeans who’ve been here for 5 years to apply 

for settled status will begin. Europeans who’ve been here less than 5 years (but 

move here before 31st Dec 2020) can apply for pre-settled status, which gives them 

the right to live in the UK for 5 years after which they will qualify for settled status. It’s 

free to apply. After that, from January 2021, a system will be phased in for skills-

based immigration to replace rights-based immigration for Europeans to live and 

work in the UK. The Immigrations Rules: Appendix EU are available to read online. An 

Overview of the Scheme can be found here. Caseworker Guidance can be read 

here. 

Migrants will need to provide evidence of their lives in the UK to demonstrate they 

qualify and from there the UKVI will decide if they get pre-settled or settled status. 

Read the extra guidance about providing evidence of residency here. Additional 

guidance for applications to confirm a right of residence in the UK for a family 

member of a EEA national. 

In one highly specific scenario, if there is a Brit with an EU partner who has been 

living in the EU and whose relationship pre-dates Brexit, they have until March 2022 

to move to the UK and apply for the EU spouse to have pre settled or settled status. 

See here for details for Brits returning with EU family. 

European Missionaries (from 1 Jan 2021) 

From the 1st of January 2021 Europeans arriving for the first time will begin using the 

Points Based System (PBS) just like most other migrants. There is a focus on highly 

skilled people being given preference as well as shortage occupations. According 

to point 21 in this Policy Statement, specialist occupations, like religious workers will 

be included in the system already in place. 

Therefore, {{Organisation}} will begin inviting all Europeans on either a T5 Religious 

Worker visa or a T2 Minister of Religion visa exactly as we do for all other 

nationalities. 

Republic of Ireland 

Missionaries from the Republic of Ireland are allowed to come and work as usual. 

  

https://www.gov.uk/settled-status-eu-citizens-families?utm_source=bf99a839-396f-4764-9fb5-153237a22faf&utm_medium=email&utm_campaign=govuk-notifications&utm_content=weekly
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-eu
https://www.gov.uk/settled-status-eu-citizens-families
https://www.gov.uk/government/publications/eu-settlement-scheme-caseworker-guidance?utm_source=bb06a114-9f08-4f79-9063-1fb56b02c8cd&utm_medium=email&utm_campaign=govuk-notifications&utm_content=weekly
https://www.gov.uk/guidance/eu-settlement-scheme-evidence-of-uk-residence?utm_source=c91d4657-2169-4607-85c9-757f08d09547&utm_medium=email&utm_campaign=govuk-notifications&utm_content=weekly
https://www.gov.uk/government/publications/processes-and-procedures-for-eea-documentation-applications?utm_source=3b0ee809-eb6a-43bc-96aa-884021114539&utm_medium=email&utm_campaign=govuk-notifications&utm_content=weekly
https://www.gov.uk/government/publications/processes-and-procedures-for-eea-documentation-applications?utm_source=3b0ee809-eb6a-43bc-96aa-884021114539&utm_medium=email&utm_campaign=govuk-notifications&utm_content=weekly
https://www.gov.uk/guidance/returning-to-the-uk?fbclid=IwAR1d-tX7WP-DSsS0zoVxTOEvGBgdugKQsFuV7xafgNMROZWsknLVLRVgHKQ#ending-your-time-living-abroad
https://www.gov.uk/government/publications/the-uks-points-based-immigration-system-policy-statement/the-uks-points-based-immigration-system-policy-statement
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Paid Employment Outside of {{Organisation}} 

Legally Speaking 

From a legal standpoint, there are two kinds of additional paid employment – 

supplementary and secondary. The UKVI has the following policy guidance for both 

the T2 Minister of Religion and the T5 Religious Worker Visa. 

Supplementary 

An Applicant can undertake work that is supplementary to that for which his/her 

Certificate of Sponsorship has been issued. Supplementary employment must meet 

the following criteria: 

• Must be in the same profession and at the same professional level as the work 

for which the migrant’s CoS was assigned OR 

• Must be no more than 20 hours per week 

• Must be outside of the Applicants normal working hours for which his/her 

Certificate of Sponsorship was issued (i.e. The Applicant must continue to 

work for the original sponsor). 

• Applicants do not need to advise us of any supplementary employment they 

undertake, as long as it meets the above stated criteria 

o However we recommend making note of it on your local files and any 

supplementary employment considered through the grid of a 

{{Organisation}} leadership. 

Taken from paragraph S8.9-8.13 in Guidance for Sponsors: Part 2 Sponsor a worker – 

general information. 

Secondary 

An applicant can undertake work that is secondary to that for which his/her 

Certificate of Sponsorship has been issued. They must find a valid sponsor who issues 

them a CoS that is used in an application. The second sponsor must recruit under all 

the normal rules. 

Taken from paragraph S8.15-8.17 in Guidance for Sponsors: Part 2 Sponsor a worker 

– general information. 

 

What does that mean for us? 

Those that are here on an {{Organisation}} Visa can be employed for up to 20 hours 

a week with the following conditions 

• It is approved by {{Organisation}} leadership. 

https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker


 

December 2020 {{Organisation}} Visa Document v. 3.0 Page 116 of 130 
 

• It MUST be “religious” work (i.e. serving with a local church or other Christian 

ministry).  

• They must still complete 40 hours a week serving for {{Organisation}} (or 

matching the number of hours on their Certificate of Sponsorship). 

o {{Organisation}} is open, in certain circumstances, to lower the number 

of expected working hours from 40 down to 30-35 to accommodate 

supplementary employment if it’s an ongoing partnership with a 

church or charity and the role can arguably be included as still 

achieving the charitable purposes of {{Organisation}} (e.g. serving as a 

part-time missions pastor at a local church you regularly partner with). 

 

What does that mean for dependants? 

{{Organisation}} is a family-oriented missionary movement and so does not normally 

accept families as missionaries where only one spouse would serve with 

{{Organisation}} and the other would not. Legally, however, dependants on a T2 or 

T5 Visa are allowed to find full-time work restricted only by what is indicated on their 

Visa (usually the only restriction is “not dentist or doctor in training”). For details on 

ongoing record keeping for dependants see here. 
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Education Outside of {{Organisation}} 

Legally Speaking 

From a legal standpoint, the UKVI states the following in its policy guidance - 

Migrants sponsored under T2 and T5 may do courses of study. There is no limit on the 

number of hours they can study or level of course they undertake, however any 

study done must not affect their ability to carry out the job they have been 

sponsored to do (in {{Organisation}} a typical agreement is for 40 hours a week). 

Study may be undertaken anywhere the migrant chooses and does not have to be 

with a sponsor licensed under Tier 4. 

See the Immigration Rules from paragraph S8.22-8.23 in Guidance for Sponsors: Part 

2 Sponsor a worker – general information. 

 

ATAS  

If they are intending on studying a discipline covered by Immigration Rules: 

Appendix ATAS (mostly master and doctorate level study/research in specific fields) 

and are 18 years of age or over, they must obtain an Academic Technology 

Approval Scheme (ATAS) clearance certificate from the Foreign and 

Commonwealth Office in relation to this course, prior to commencing their study. 

See the Immigration Rules from paragraph S8.24-8.25 in Guidance for Sponsors: Part 

2 Sponsor a worker – general information. 

 

  

https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-atas-academic-technology-approval-scheme-atas
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
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High-Risk Nations and Asylum Seekers 

Applicant is from a High-Risk Visa nation 

As we have the privilege of being granted the ability to 

issue sponsorship certificates to our visa nationals, we need 

to take this seriously and apply due caution and wisdom in 

the review and acceptance of visa nationals (as with all 

applicants), especially from certain parts of the world.  

We strongly recommend before you consider accepting 

an applicant as missionaries or trainee from potential high-risk visa national 

countries, that there should be clear evidence that: 

• you/your outreach teams have worked with them for a few years in their 

native country either as translators, youth workers, working with outreach 

teams, etc…..guarantee that you know them 

• or they are ministry leaders whose ministry your teams have worked with for a 

while…….guarantee that they are authentic 

• or they come highly recommended by a national/ or senior leader in the 

region…….guarantee of their maturity 

• or they are already based in Europe with a valid passport, visa, 

recommended by leaders and supported by relatives  

 

Other Good practice Recommendations 

• You may also require evidence that they’ve had a minimum of two years 

missionary experience in their native country or elsewhere and 

recommended by their national leader. 

• You can follow-up with a phone call to the national leader(s) possibly by 

Skype (lots of forgery unfortunately). This requirement will give you a marginal 

certainty that the applicant(s) have got some {{Organisation}} values and 

ethos and that they may be able to live in {{Organisation}} community in a 

western context without significant struggles. 

• Where possible interview the applicant, or have someone you know and trust 

interview the applicant on your behalf. 

• Please note that applications often look flawless, especially the references. 

We highly recommend that all references are checked out by phone or 

Skype.  

If you are unsure as to whether your applicant comes from a high-risk visa national 

country, please refer to the list of visa national countries in the Appendix Visitor: Visa 

National List. Additionally, there is a helpful list on this page which lists which 

nationalities are required to register with the police upon arrival. 

The government 
releases updated 
information on 
many high-risk 
nations here. 

https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-visitor-visa-national-list
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-visitor-visa-national-list
https://www.gov.uk/register-with-the-police/who-needs-to-register
https://www.gov.uk/government/collections/country-policy-and-information-notes#a
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If I’m not sure if an application is legitimate? 

Please do not issue a Certificate of Sponsorship if you aren’t sure whether it’s a 

genuine application. A rigorous process must be applied to migrants. Please see 

the next section for more information about handling complicated or high-risk 

applications. 

If I’m confident an applicant is legitimate but they are from a “high-risk” 

nation? 

Please consider adding a sentence to their Guarantee Letter, which indicates what 

extra steps your {{Organisation}} has taken to ascertain the validity of their 

application. For example, interviewed by Skype or local {{Organisation}}s, extra 

references taken, referees called and interviewed, etc.  

If an applicant (for missionary or trainee) is refugee or asylum seeker? 

Under current rules, those who have applied for asylum and not yet received a 

decision are not allowed to work. Certain long-waiting asylum applicants are 

allowed to apply to work temporarily but not in a self-employed capacity 

according to Immigration Rules 11B paragraph 360A(ii). All this means, we cannot 

allow those in an asylum process to serve with {{Organisation}} in a formalized 

ongoing basis.  

Those who have been granted refugee status are allowed to work and are not 

subject to the same rules & regulations as PBS migrants so can do any job at any skill 

level. All this means {{Organisation}} can accept those with refugee status as full-

time missionaries or as trainees. 

 

If a current missionary wants to claim asylum/refugee status? 

Please do not accept a missionary or trainee who have already said they intend to 

enter the UK in order to immediately claim asylum or refugee status. If you suspect 

this is a risk for any applicants, please directly and clearly ask the question and 

make note of it on the file. If you have a genuine, long-time missionary who joins 

you and in the meantime, their nation goes to war or other political changes make 

it dangerous for them to return, it would be allowable for them to THEN claim 

asylum rather than return to their home nation. {{Organisation}} cannot assist in any 

way with this type of application.  

https://www.gov.uk/guidance/immigration-rules/immigration-rules-part-11b
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Problems 

If Sponsors need to contact the UKVI regarding an application or 

situation? 

Sponsors with any queries, please contact UKVI by telephone on 0300 123 4699, or 

by email at: BusinessHelpdesk@homeoffice.gsi.gov.uk.  

If you need to contact the UKVI immigration and compliance, please use these 

contact details listed here for specific UK regions.  

 

If I realize I made a mistake in the data entry on the UKVI SMS? 

As long as the CoS hasn’t been used in an application yet, data entry mistakes, like 

a wrong date or address, can easily be fixed on the SMS by adding a note to the 

file. 

• Log into the SMS 

• Under the “Workers” section 

• Choose “Sponsorship Duties” 

• Then “Manage Live CoS” 

• Pull up the file you need using the search features 

• Choose “Sponsor Note” and enter in your new information and save 

See SMS Guide: Create a CoS (search ‘amend details’) 

 

If someone loses (or has stolen) their BRP or passport with vignette? 

In the unfortunate even that someone loses (or has it stolen) their passport or BRP, it 

must be replaced at a cost to the migrant. This is called a “Transfer of Conditions.” 

They do not need to pay for a brand new visa though it does cost money.  

If it’s the passport, first replace the passport and then apply. They can’t transfer the 

old visa to a new passport. Instead, they’ll apply for a BRP using the TOC form. See 

our section Transfer of Conditions. 

If it’s the BRP that is lost or stolen, they must report it the UKVI and the police and 

then apply to replace it. A lost, stolen or damaged BRP must be replaced within 3 

months or risk a large fine. Read the section on BRP replacement. Read more about 

this here. 

Please note: Migrants don’t have to transfer the visa to a normally renewed 

passport- they simply carry both the old and new passports when travelling to or 

from the UK instead. This will be phased out as everyone is moved to BRPs though. 

mailto:BusinessHelpdesk@homeoffice.gsi.gov.uk
https://www.gov.uk/government/publications/contact-details-for-immigration-compliance-and-enforcement-teams/contact-details-for-immigration-compliance-and-enforcement-teams
https://www.gov.uk/government/publications/contact-details-for-immigration-compliance-and-enforcement-teams/contact-details-for-immigration-compliance-and-enforcement-teams
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/605930/Create_a_CoS_-_guide_for_Tier_2_and_5_sponsors_-_Apr_2017.pdf
https://www.gov.uk/biometric-residence-permits/lost-stolen-damaged
https://www.gov.uk/biometric-residence-permits/replace
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If someone is issued a Certificate (and/or Visa) and then decides not to 

come? 

Please Report Migrant Activity/Withdraw Sponsorship on the UKVI sponsor 

management system and immediately withdraw the certificate. If they have 

already used the Certificate of Sponsorship and obtained a Visa, then you should 

withdraw our sponsorship of that individual. 

If you have access to the SMS... 

• Log into the SMS 

• Under the “Workers” section 

• Choose “Sponsorship Duties” 

• Then...  

o “Manage Live CoS” (if hasn’t been used in visa application yet) 

o “Report Migrant Activity” (if has been used & visa granted and you 

need to cancel) 

• Pull up the file you need using the search features 

• Fill in all the required information 

If you don’t have access to the SMS... 

• Email the Visa Office with the following information and request assistance 

o Name 

o Passport and/or CoS 

o Sentence with reason 

o Date notification should be made 

o Last known address & contact details of migrant 

Then print that email or SMS page off and place in file so any future UKVI 

Compliance Officers can see the process.  

Read the rules about cancelling/withdrawing a CoS in paragraph S6.10-6.16 

Guidance for Sponsors: Part 2 Sponsor a worker – general information. 

 

https://www.gov.uk/government/publications/workers-and-temporary-workers-guidance-for-sponsors-part-2-sponsor-a-worker
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If someone is issued a Certificate (and/or Visa) and then decides to 

defer arrival date? 

This could happen if a trainee defers from one training 

course to the next or if a visa process takes longer than 

expected and missionaries will arrive later than planned or 

for various other reasons. If they are going to be more than 

2 days later than originally communicated, you must 

report on the SMS. Please Report Migrant 

Activity/Withdraw Sponsorship on the UKVI sponsor 

management system and immediately add information to 

file. 

A deferred arrival date can have significant impact with regards to the temporary 

entry clearance vignette and BRP since the vignette is only valid for 30 days and a 

BRP must be picked up within 10 days of arrival. A delay beyond these time limits will 

require an application be made for a Transfer of Conditions at a cost to the 

migrant. The BRP stays at the designated Post Office for 60 days then it gets sent 

back and destroyed (then the migrant would have a BRP replacement fee if they 

haven’t notified the UKVI).  

If the applicant has been granted a temporary entry clearance vignette and fails 

to enter the UK within the 30 day validity period, they must make an application for 

a replacement vignette by applying for a Transfer of Conditions. 

If you have access to the SMS... 

• Log into the SMS 

• Under the “Workers” section 

• Choose “Sponsorship Duties” 

• Then... 

o  “Manage Live CoS” (if hasn’t been used in application yet) 

o “Report Migrant Activity” (if has been used and you need to add 

deferral information) 

• Pull up the file you need using the search features 

• Fill in all the required information 

o Note: the last known address is where they are GOING to, not the 

{{Organisation}} address 

• Print a copy of the confirmation page and place in file so any future UKVI 

Compliance Officers can see the process.  

If you don’t have access to the SMS... 

• Email the Visa Office with the following information and request assistance 

o Name 

o Passport and/or CoS 

o Sentence with reason 

o Date notification should be made 

Deferral arrivals are 
now VERY 

expensive and 
mean a lot of 
paperwork for 

migrants. Please 
consider this in 
your processes! 
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o Last known address & contact details of migrant 

▪ Please note: the last known address is where they are GOING to, 

not the {{Organisation}} address 

o Remind the Visa Office to create a PDF/print of the confirmation page 

for your files. 

• Then print that off and place in file so any future UKVI Compliance Officers 

can see the process.  

 

If someone accidently chooses Wrexham instead of correct Post Office 

for BRP? 

If their BRP doesn't get delivered to the chosen location the UKVI has a website 

where you can claim for the BRP and they post it to your location (not a post office 

now). Click Here to find the process. 

 

If someone never arrives or goes AWOL (Absent Without Leave)? 

If someone has been accepted into {{Organisation}} and receives a T2 or T5 Visa to 

serve or train with {{Organisation}}, he or she is under the umbrella of 

{{Organisation}}. If that person never arrives at your {{Organisation}}, does arrive but 

then disappears (goes AWOL) and they still have a Visa issued in {{Organisation}}’s 

name please report on the UKVI sponsor management system (i.e. Report Migrant 

Activity) within 10 days to reflect the situation as accurately as possible. The 

instructions are the same as section above. 

Please ensure you keep clear notes in your local file as to what has been done to 

track the person down, what you think has happened and the evidence you’ve 

collected as related to the case and what communications has happened share 

the consequences of not showing up as expected.  

Your team should also consider if you need to first report it to the police (for 

example, if there is a chance they are actually missing person or have been 

trafficked). 

Additionally, please notify the {{Key Contact/Authorising Officer/Visa Coordinator}}. 

Ensure you include the following information in your email to us, as applicable:  

• Name of Visa holder 

• DOB 

• Nationality 

• Photo (if possible) 

• Date went AWOL 

• Passport number 

• Current address and contact numbers, if available 

https://www.gov.uk/biometric-residence-permits/not-arrived
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• Any other information that may be helpful 

At this point the {{Key Contact/Authorising Officer/Visa Coordinator}} will instruct 

you on what further action you may need to take. 

 

If someone ends their commitment early? 

If a migrant decides to shorten their tenure with us, please Report Migrant Activity 

on the UKVI sponsor management system within 10 days. You only need to report 

this to the UKVI if they are leaving more than 2 weeks before visa expires. 

 

If we wish to withdraw official {{Organisation}} sponsorship from a 

missionary? 

In this extraordinary circumstance, please get the relevant {{Organisation}} leader 

to directly contact the {{Key Contact/Authorising Officer/Visa Coordinator}}. 

Specific advice will then be issued. This circumstance requires approval to cancel 

by the {{Organisation}} leader and potentially other leaders as it’s quite serious. 

 

If an application is rejected by {{Organisation}} and never goes to visa 

stage? 

Keep copies of emails and communication and if a local file has been made, add 

them. Keep copies of rejected/withdrawn applications and record reason. Keep 

according to GDPR policies. 

 

If a visa application is rejected? 

Contact the {{Key Contact/Authorising Officer/Visa Coordinator}} to ask for advice. 

The usual response is that the migrant can apply for Administrative Review. Some 

administrative reviews have come back successful and others denied a second 

time. All we can do at this point is refer them back to the specific immigration laws. 

See the section in this document on Administrative Reviews. 

Please scan and attach the rejection letter as well as the guarantee letter you 

issued to them so the {{Key Contact/Authorising Officer/Visa Coordinator}} gets the 

most accurate information. We are trying to get a handle on the reasons why 

{{Organisation}} applicants are denied and trying to learn from the reasons and 

language they use. 

Also 

mailto:visaoffice@ywamengland.org
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• Add a copy of the rejection letter must be added to the local file. 

• Withdraw sponsorship on the SMS (or ask the {{Key Contact/Authorising 

Officer/Visa Coordinator}} to do this) 

If you have access to the SMS... 

• Log into the SMS 

• Under the “Workers” section 

• Choose “Sponsorship Duties” 

• Then... 

o  “Manage Live CoS” (if hasn’t been used in application yet) 

o “Report Migrant Activity” (if has been used and you need to add 

deferral information) 

• Pull up the file you need using the search features 

• Fill in all the required information 

o Note: the last known address is where they are GOING to, not the 

{{Organisation}} address 

• Print a copy of the confirmation page and place in file so any future UKVI 

Compliance Officers can see the process.  

If you don’t have access to the SMS... 

• Email the Visa Office with the following information and request assistance 

o Name 

o Passport and/or CoS 

o Sentence with reason 

o Date notification should be made 

o Last known address & contact details of migrant 

▪ Please note: the last known address is where they are GOING to, 

not the {{Organisation}} address 

o Remind the Visa Office to create a PDF/print of the confirmation page 

for your files. 

• Then print that off and place in file so any future UKVI Compliance Officers 

can see the process.  

 

If a visa application is taking more than 6 months to process? 

We will use the Employer’s Checking Service for any visa application that has been 

in process for more than 6 months to confirm that our applicants do have the right 

to work in the UK and we will cancel our sponsorship of any applicant if we discover 

that they have been refused a visa. 

 

mailto:visaoffice@ywamengland.org
mailto:visaoffice@ywamengland.org
https://www.gov.uk/government/publications/employer-checking-service-form-check-employees-right-to-work
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If a CoS is marked as expired instead of used when I go to report 

migrant activity on the SMS? 

In Spring 2015 we discovered some of our CoS were marked as “expired” on the 

SMS even though they had been “used”. A phone call to the sponsor helpline (0300 

123 4699) is required and they can easily update this for you. A slower way to rectify 

this is to email Tier2and5MigrantReportingMailbox@homeoffice.gsi.gov.uk. 

 

If a migrant changes their name? 

If someone changes their name, notes should be made on their file (as a material 

change) and reporting done as official documents have been changed. The Home 

Office requires individuals to use one name for all official purposes. Additional 

guidance can be found here. 

 

If a main applicant migrant dies? 

Obviously we must handle such cases with sensitivity and respect, and with due 

regard to the needs of the deceased migrant’s family. Looking only at the visa side 

of this complicated and painful occurrence, {{Organisation}} will need to report this 

information to the UKVI as soon as possible and help the family register the death 

and a caseworker is likely to call you and request a copy of a death certificate with 

official written notification from the sponsor of the death.  

The easiest way to notify the government seems to be by using the TellUsOnce 

service however it’s not clear if this definitely notifies the UKVI or only other 

government agencies like HMRC or DWP. 

However, you can tell any dependant family members of the migrant that the UKVI 

recommends case workers wait at least one month before contacting family 

members and that curtailment of their visas won’t be immediate and that the 

caseworker will take their situation into consideration. If there is more than 90 days 

left of their visa, it is likely the visa would be curtailed (typically 60-90 days) unless 

there is a good reason like children in school or if the death is suspicious. 

The family (or {{Organisation}} team if no immediate family here) will need to return 

their BRP to the UKVI. 

Note: If a dependant on a visa becomes deceased no reporting needs to be done 

the UKVI. This is only for main applicants. 

Taken from Caseworker Guidance on Curtailment (search deceased once open). 

 

mailto:Tier2and5MigrantReportingMailbox@homeoffice.gsi.gov.uk
https://www.gov.uk/government/publications/change-of-name-guidance?utm_source=a77b6c14-3dc5-474f-8aff-380905a00777&utm_medium=email&utm_campaign=govuk-notifications&utm_content=weekly
https://www.gov.uk/after-a-death/organisations-you-need-to-contact-and-tell-us-once?step-by-step-nav=4f1fe77d-f43b-4581-baf9-e2600e2a2b7a
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/855248/curtailment-v18.0-ext.pdf
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If there is a global pandemic? 

As we all experienced starting in March 2020 when COVID 19 spread through the 

world there are many changes that happen. We must follow all advice from the UK 

government and NHS about how to respond and what steps to take. The UKVI will 

release guidance addressing specific concerns for migrants and sponsors as 

situations develop. 

What happened during the COVID 19 outbreak between March-August 2020 was: 

• Migrants could miss up to 60 days of work for pandemic related reasons 

without sponsors needing to report on the SMS. 

• Migrants could overstay their visa end date if they were infected, in self-

isolation for suspected infection, if travel restrictions in the UK or their home 

country prevented them, or if flights were cancelled. An email had to be sent 

to a dedicated address with specific information to get the automatic 

extension offered. Migrants were still expected to try and leave as soon as 

possible. 

• In country switching was allowed so in our case, some migrants could apply 

to switch from Tier 5 to Tier 2 without leaving the UK. 

• Migrants who had a visa in process experienced delays and as a sponsor, we 

needed to Report Migrant Activity regularly to update their start dates. 

• Migrants who had a visa approved but could no longer come to the UK 

because of travel restrictions or cancelled flights could apply for a change of 

circumstance to defer their start date but this was expensive and difficult for 

many in practical way because of lockdowns. 

• Teams cancelled upcoming schools or ended current schools early which 

meant a lot of extra reporting had to be done on the SMS as well as practical 

support offered with rebooking flights and sorting out details for people to 

return home. 

• Biometrics were changed so those extending or switching in country didn’t 

have to resubmit so the UKVI could catch up on their workload. 

Note: most of this lasted from end of March to end of August 2020 and was 

temporary in nature. In the ongoing pandemic situation the {{Key 

Contact/Authorising Officer/Visa Coordinator}} is not expecting all of this to be 

reinstated in the event of a worsening situation as sponsors and migrants should 

now be aware of the requirements and less people should be caught off guard (in 

theory). 

  



 

December 2020 {{Organisation}} Visa Document v. 3.0 Page 128 of 130 
 

Annual Check 

Legally, we are required to do an annual check on our physical filing system to 

ensure we are 100% up-to-date. We need your help to do this every year on or by 

31st October each year... 

*only make fresh copies for any changes 

For all missionaries and 
trainees, see all originals that 
have expiry dates (passport, 
BRP) again and then re-sign 

& date all photocopies.*

Make sure all necessary 
documentation is in the 

local file and update your 
file cover sheets with some 

notes (as required). 

Email {{Key 
Contact/Authorising 

Officer/Visa Coordinator}} 
number of applicants from 

your team/base who 
applied for ILR in the last 

year.

Email {{Key 
Contact/Authorising 

Officer/Visa Coordinator}} 
that you've completed the 

annual check.
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Future Changes 

When known, I’ll try and share about upcoming changes to the UKVI and their 

operations. 

 

No More Vignette 

As of Summer 2018, research is taking place to look at removing the temporary 

entry vignette from the visa process. It would become an online process whereby 

applicants do not need to send their passports in for processing as the UVKI does it 

all electronically. I was part of the research group and it looks like it could be great. 

 

Youth Mobility Worker 

There is a good possibility more nations will be added to the YMW visa so hopefully 

we can have more people come serve via this route. 
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