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About this guidance

This guidance tells you about how sponsors apply to renew their licence, the
mandatory checks you need to make on the application as a caseworker and
deciding the outcome.

You must use this guidance together with the existing sponsor guidance and
casework guidance on checks and decision making. Any differences in
to the existing consideration and workflow processes are highlighted.

Contacts
If you have any questions about the guidance and your line manager o
caseworker cannot help you or you think the guidance has f
the Migration Policy Unit.

If you notice any formatting errors in this guidance (br

and so on) or have any comments about the layout or
then you can email the Guidance Rules and Forms tea

Publication
Below is information on when this ve

e version 12.0

e removed ref
Business

pany Transfer to reflect the new Global
introduced in April 2022
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Streamlined renewal process

This section tells you about exemptions in various sections in this guidance, where
sponsors have been identified as eligible for a streamlined licence renewal
consideration process.

For streamlined licence renewal cases, where the sponsor has successfully renewed
their licence twice before and there are no compliance concerns, you d t have to:

perform company and insolvency checks

review certificate of sponsorship usage

review licence structure

review visit history

review outstanding change requests

review risk profiles

check accreditation and reqgistration details, unless the
the Education or Human Health and Social Wor i
conduct ‘other trading checks’

e complete a compliance visit referr

e record a review outcome in case ions

erating in

or issue a decision letter

Compliance concerns, as above, are mainly regar t not limited to)
sponsors:

¢ who are currently suspe
e who are currently subject t
e for whom there is an j liance Investigation
e for whom a “speci added to the Sponsorship IT system, for
example security civil penalties
Licence renew. refer to streamlined renewal sponsor data

Shared\She_Shared\SPONSORSHIP (DO NOT
s 2020-21\Streamlined renewals) on sponsors eligible for
al, which contains information such as:

licen€e expiry dates
licensed routes

Related content
Contents
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Renew a sponsor licence

This section tells you the stages of a renewal consideration, when a sponsor must
renew their licence, how they should renew it and what will happen if they fail to
renew.

A renewal application should be considered in 2 stages:

1) Validation.
2) Review.

When and how to renew a licence
There are specific rules a sponsor must follow when renewin

e sponsor licences need to be renewed every 4 years

e sponsors can ordinarily apply to renew their lice
expiry date

¢ the sponsor can view their licence gxpiry and earli tes in their
sponsorship management syste

e sponsors must apply to renew their li
their SMS account and paying the app

e doesnotwishtor ir li€@nceythey can use their SMS account to decline
ill expire automatically on the scheduled

If the sponsor wishes to surrender the licence and has completed the surrender
declaration, you must:

e review the service standards
e pass the case to the Post-Licence team
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https://www.gov.uk/government/collections/sponsorship-information-for-employers-and-educators#user-manuals-sponsorship-management-system-sms
https://www.gov.uk/government/publications/visa-regulations-revised-table
https://www.gov.uk/government/collections/sponsorship-information-for-employers-and-educators#user-manuals-sponsorship-management-system-sms

Sponsors who need to provide new documentary evidence
for renewal

There are some sponsors licensed in particular routes and operating in certain
sectors that must provide new copies of some documents on renewal.

For example:

International Sportsperson sponsors must provide a sports governing ba
endorsement.

Temporary Worker - International Agreement sponsors which are a dig
consular mission or international organisation must provide a signed le
head of the mission, the consulate or the organisation’s office in the U
they:

e agree to the licence renewal application
e wish to continue to sponsor workers on the Tem

Agreement route
e accept the sponsorship requiremests to:

o give the Home Office express &sen remises

o accept the limited waiver of diplom [ rivileges to allow the
Home Office to carry out any compli

er-| national

guidance
You must record details of an [ ationfrequested, including relevant
bring forward (b/f) dates in Meta ions’ using the perform actions
template.

Related content
Contents
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Validation

This section tells you what checks you must undertake and how to accept or reject
the application.

Validation checks
To ensure the renewal application is valid, you must:
e check the licence status

e check the application fee
e complete any outstanding change requests

You must record all findings and actions taken in Metastorm .
out in the perform actions template.

Related content
Contents
Renew a sponsor licence ‘
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Check licence status

This page tells you how to perform a licence status check.
You must check the sponsor licence has not been:

e revoked
e surrendered
¢ made dormant as the result of a merger or takeover

To perform a licence status check, you must first open a ‘sponsor su
on Metastorm and note the sponsor’s route rating and licence status a
perform actions template. Details of the sponsor’s status will be found
right-hand corner of the screen and the ‘cases linked to sponsg

A-rated and fully active, B-rated or suspe

If the sponsor’s licence is either:
e A-rated and fully active ‘

e B-rated

e suspended

then the licence has valid s ) cor result in Metastorm and
proceed to check the licence i ess the sponsor is eligible for
streamlined renewal considerati ou do not need to record this
result.

Dormant, revok or surggn

You will be abl nsor’s licence has been made dormant,
revoked or surr at their Metastorm profile change of conditions
the top right-hand corner of the screen for the sponsor’s

0 be available on the Companies House website regarding
he sponsor may have had.

may wish to surrender the licence and submit a surrender declaration
S. This will show up in ‘cases linked to sponsor’. You must:

the service standards
e pass'the case to the Post-Licence team

If the sponsor is subject to a merger or takeover, you must:

¢ check with the Post-Licence team to decide if the sponsor’s licence will be
revoked or made dormant
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https://www.gov.uk/government/organisations/companies-house

e bring forward (b/f) the renewal request until the Post-Licence team’s decision is
completed, and make sure to inform your line manager if the b/f date needs to
be extended past 10 working days

e review and record the service standard date, found in the Service Standards
tab in Metastorm, to ensure the end date has not passed

e reject the licence renewal application if it is found that the licence has been
made dormant, or the licence status is revoked or surrendered

‘N
\
™

Related content

Contents

Invalid

Streamlined renewal process
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Check licence application fee

This page tells you how to check a sponsor has paid the correct application fee.

A renewal application is not valid unless the sponsor has paid the appropriate fee
online. The fee paid must be consistent with the costs set out under the ‘points-

based system — sponsorship charges’ section of Home Office immigration and
nationality fees and the sponsor’s:

e routes
e Sjze
e charitable status

Streamlined renewal consideration fees —
licensed in Worker routes

The Worker routes are:

Skilled Worker

Global Business Mobility (GBM)
International Sportsperson
Minister of Religion

I’O!!GS

eamlined licence renewal
renewal sponsor data
hared\SPONSORSHIP (DO NOT
ined renewals). This data features complete
mlined sponsors during the 2020-21
licence renewal fees paid by these

m in respect of licence renewal fees.

If a sponsor licensed in a
consideration, you should refe
(\Poise.HomeOffice.Local\data\l
USE)\Licence renewals
pre-assessments of fee

If the sponsor is licensed in:
e Minister of Religion

e Temporary Work - Religious Worker
e Temporary Work - Charity Worker
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https://www.gov.uk/government/publications/visa-regulations-revised-table
https://www.gov.uk/government/publications/visa-regulations-revised-table

You must check whether the sponsor is a reqistered charity, or is an unregistered
charity and exempt from registering.

Size

You must determine the sponsor’s size and record this in Metastorm ‘Perform
actions’ using the perform actions template.

Small employer
A sponsor is eligible to pay the ‘small’ licence fee if it either:
e has charitable status

¢ is subject to the small companies’ regime
e is applying for a Temporary Worker licence only

Sponsors that are not eligible to pay the small licence fee
sponsor fee.

Charity status ‘
If the sponsor claimed that they either:

have charitable status

e o o o
5
<
D
—+
>
(4]
(%]
Q
3
D
>
Q
3
@D
Q

but does not meet the r
reqistering, then the s

at the sponsor is registered with the appropriate charity
jon according to location:

v Commission for Northern Ireland
ish Charity Regulator

Charity¥€xempt from registering

If a charity is not registered with the relevant charity regulator, you must check
whether the sponsor is exempt from the requirement to reqister.

More information on reasons for non-registration for organisations based in England,
Wales and in Scotland can be found in the following legislation:
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https://www.gov.uk/government/organisations/charity-commission
http://www.charitycommissionni.org.uk/
http://www.oscr.org.uk/
https://www.gov.uk/guidance/how-to-register-your-charity-cc21b#charities-that-dont-have-to-register
https://www.gov.uk/guidance/how-to-register-your-charity-cc21b#charities-that-dont-have-to-register

e Charities Act 2011 for England & Wales, Part 3
e Charities and Trustee Investment (Scotland) Act 2005, Part 1

Note: all charities based in Northern Ireland must be registered.

Some schools can claim charitable status under the Charities Act 2006 but are
exempt from the requirement to register. As they will not have documentary evidence
to show they are a charity, you can accept they have charitable status i school
is:

a foundation

a trust

voluntary aided
voluntary controlled
an academy

. If anjapplication
check to
ge the
school’'s name and status to that of an de 0 CoC request, you

must check Get information about schools ta.fin it i academy.

Companies Act

A company qualifies as smal below criteria, unless it is excluded
from doing so:

e turnover is not mor
e balance sheet tot
shown as as i

.1 million (aggregate of the amounts
's balance sheet)
xceed 50 (taken as an average across the

met in that year. It qualifies as small in a subsequent financial year if the
riteria are met in that year.

0 a subsequent financial year, where, on its balance sheet date, a
company meets or ceases to meet the qualifying criteria, that affects its qualification
as a small company only if it occurs in 2 consecutive financial years.

Companies excluded from the small companies’ regime are:

e acompany that was at any time within the financial year to which the accounts
relate:
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http://www.legislation.gov.uk/ukpga/2011/25/part/3/enacted
http://www.legislation.gov.uk/asp/2005/10/section/14
https://www.get-information-schools.service.gov.uk/

o a public company (a company limited by shares or limited by guarantee and
having a share capital, whose certificate of incorporation states it is a public
company)

o acompany that is an authorised insurance company, a banking company, an
e-money issuer, a Markets in Financial Investments Directive (MiFID)
investment firm (providing investment services relating to MiFID financial
instruments) or an Undertakings for Collective Investment in Transferable
Securities Directive (UCITS is a management company that is established in
the United Kingdom and is authorised and regulated by the Findhgial

of a Master Trust scheme (a multi-employer occupational pensi

e agroup is ineligible if any of its members is:
o atraded company (a company any shares of which carry right
general meetings, and are admitted to trading on a reguila

EEA State with the consent of the company)
a corporation (other than a company) whose shares

a person (other than a small company) who h S ry ona

regulated activity as monitored by the Prudenti ; ority (PRA)

o an e-money issuer

o asmall company that is an aut
company, a MiFID investment firm

o a person who carries on an insuranc

o ascheme funder of a Maste

pany, a banking
ement company

Useful links:

Financial Services Ré
Companies House

If these checks tell you the sponsor has paid the wrong fee, you must:

¢ refund the balance and continue to casework if they have overpaid:
o add the applicant’s details to the sponsorship ex gratia spreadsheet
(S:\She_Shared\SPONSORSHIP (DO NOT USE)\Sponsorship Refunds)
o update the payment screen on Metastorm to reflect the refund issued
e reject the application if they have underpaid
e record your results in Metastorm using the perform actions template
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https://www.bankofengland.co.uk/-/media/boe/files/prudential-regulation/authorisations/which-firms-does-the-pra-regulate/2021/list-of-authorised-insurers/list-of-uk-insurers-october-2021.pdf?msclkid=27f5bb8fd04211ec9d58ce38b690942e
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If it is not clear whether the sponsor has paid the correct fee and you need further
information, you must:
e issue a letter to request further information and evidence to establish their
status, for example:
o annual accounts to determine annual turnover and the amount on the
balance sheet
o staff hierarchy charts and/or payroll evidence to check the number of
employees
o interim accounts; if they submit these because final accounts are
available, you must decide if the correct fee was paid based on the
accounts and other information available to you
e complete this action in line with the guidance on requesting infor
e record actions taken in Metastorm using the perform actions temf

Related content
Contents

Check licence status
Routes

Small employer
Charity status

Case invalid

Risk profiles
Streamlined renewal process
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Check outstanding change requests

This page tells you how to check whether the sponsor has any outstanding change
requests that need resolving.

There may be existing change of circumstances requests submitted by the sponsor
that have not been reviewed. These could be requests to change:

e key personnel
e organisation details
¢ Certificate of Sponsorship (CoS) allocation

If the sponsor is eligible for streamlined renewal consideration, outsta
requests do not need to be checked.

If the change request involves a merger or takeover, guida
changes can be found in the guidance on completing

requests at review stage.

You must record in Metastorm ‘Perfor tion
outstanding change of circumstances as peithe

sponsor has any
jons template.

nge request you must inform your

If you are unable to complete a specific type
[ e team to action the change.

line manager, who will disc it wi

If the sponsor has an o i f circumstances request, but has not
provided sufficient info i :

0 request further information.
taken in Metastorm ‘Perform actions’ using the perform

e further information because you are unsure whether the sponsor is
listed in the appropriate route and therefore you are uncertain whether the sponsor
has paid the correct fee, you must not accept the validation until you are certain the
correct fee has been paid.

Related content
Contents
Streamlined renewal process
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Validation summary

This page tells you how to complete the validation stage of a renewals case.

Once you have completed the validation checks, you must decide what actions to
take next in line with the outcome of these checks and record them in Metastorm
‘Perform actions’ using the perform actions template.

Valid

A valid application will either be A-rated and fully active, B-rated or sug
the correct fee paid.

A-rated and fully active or B-rated
If the sponsor licence is valid A-rated and fully active or B-r

recorded the above checks in ‘Perform actions’, ‘acce
and proceed to the review stage.

Suspended

nsitive: end of section

o ift ey personnel named on the sponsor licence have worked at another
ation whose licence was revoked in the past 12 months or have been
named as key personnel on a licence that has been revoked within the last 2
years, discuss with your line manager before taking further action, which may
include referring to the Sponsor Compliance team

Invalid
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If a licence has been revoked, surrendered, made dormant or the sponsor has failed
to pay the correct fee, or provide information that would otherwise validate the
application, the case is invalid and you must reject.

Rejection

If the renewal application is not valid and you do not require any further information,
or the sponsor has failed to send the requested evidence within the specified period
after writing out to them, you must:

¢ issue the decision notification reject letter to the authorising officer
key contact (KC)

¢ refund the application fee (information on refunding fees can be
PBS Sponsor licensing — applications guidance

e ‘close’ the renewal case on Metastorm

e make sure the outcome and all actions have been recg
the perform actions template

If the application falls for rejection and the sponsor’s li
you must also:

e advise the sponsor, if they are currentiipemp
must apply for a new licence within 20 ing da
another renewal

ers in the UK, they
ey cannot apply for

Official — sensitive: start of

The information in this secti removed as it is restricted for internal Home

Office use.

Official — sensitive” en ecti

ing action: ‘expired renewal, pass to pre-licence manager’
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Review

This section tells you what checks you are required to complete to review a sponsor
licence as part of a renewal application.

You must perform the checks listed in the subsequent pages in the order they
appear. Once each check is completed, you must record the outcome of checks and
the actions taken in Metastorm ‘Perform actions’ as per the perform ac
template.

Once you are satisfied with the result, set the action status to ‘completg
outcome to ‘result’.

of another consideration, state which case the check was u
that check and the result.

Where a check has been listed in the perform actions : gsnot feature
in this guidance, caseworkers do not have to perform t '

For streamlined licence renewal casesme e s successfully renewed
twice before and there are no compliance erns, t have to:

perform company and i@
review certificate of sp0
review licence structure
review visit history

review outstanding @
review risk profiles

om there is an on-going compliance investigation
for whom a ‘special marker’ has been added to the Sponsorship IT system, for
example security service concerns or civil penalties

Related content

Contents

Renew a sponsor licence

A-rated and fully active, B-rated or suspended
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Validation summary
Streamlined renewal process
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System checks on key personnel

This page tells you how to complete checks on the sponsor’s key personnel.

System checks will tell you whether the sponsor’s key personnel pose a risk to
immigration control.

Official — sensitive: start of section

The information in this section has been removed as it is restricted for i

Office use.
@v ter

tricted for internal Home

The information in this section has been removed as it is res
Office use.

The information in this section has be mo sSitis

Office use.

The information in this secti ed is restricted for internal Home
Office use.

The information in this tion has

Office use.

moved as it is restricted for internal Home

tion has been removed as it is restricted for internal Home

ation in th

ation in this section has been removed as it is restricted for internal Home

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

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

Official — sensitive: end of section

Nationality and immigration status checks

You must confirm whether the sponsor’s personnel who are subject to i
control have valid permission to be in the UK by searching the names
sponsor’s:

¢ authorising officer (AO)
e key contact (KC)
e level 1 users

using the following systems:

e ATLAS — Person Search
e Case Information Database (CID)
e Central Reference System (CRS)

Further guidance on how t
following online documents:

d CID can be found using the

e Searching CID best
e CRS user guide

e Operating manda mmigration

s of all the sponsor’s key personnel in
s template. Should one of the sponsor’s key
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Review a licence structure

This page tells you how to review a sponsor’s licence structure.

For streamlined licence renewal cases, where the sponsor has successfully renewed
twice before and there are no current compliance concerns, you do not have to
review the sponsor's licence structure.

To review a licence structure, you must review the sponsor’s branch, intr pany
and partnership details and log these in Metastorm ‘Perform actions’ as in the
perform actions template.

If the sponsor is licensed:

¢ in Global Business Mobility (GBM) routes
¢ as ‘head office and all branches’
e as a group of branches, and the sponsor:
o has been identified as a multinational
o has not previously provided details of their bran
partnership agreements ‘
o does not hit a risk profile

s, i ities and

you must:

e check Metastorm notes
partnership agreements p
e confirm their details online u
the governing body
e open a Word doc
website

pons@p branches, linked entities and

third-party website (for example,

e the details you found on the sponsor’s

ranch/Partnership details’ in the ‘Correspondence’
o list all branches: if low risk, add a link to the sponsor’s

¢ confirm the details online using a third party trusted website (such as a
governing body website)

If no details are recorded in Metastorm and you are unable to verify the information
using a trusted website, you must discuss the case with your line manager. You may
be advised to issue a letter to request further information to request details of their
branches, linked entities and partnership agreements.
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If the sponsor provides further information after you have requested it, you must use
the information provided to update the ‘Renewal ICT/Branch/Partnership details’ in
the ‘Correspondence’ tab of the renewal application and continue with the review
actions.

If you ask the sponsor for details of their branches, linked entities and partnerships
and they do not provide them within the specified period, you must send a second
letter to request further information to ask for all the relevant details and request a
reply within 5 working days.

email, providing details of the case, copies of corresponde
the reason for referral.

If you identify inconsistencies in the details held about Spo etastorm,

such as: ‘

e a minor error, for example:
o additional letters in an address
o names spelt differently from 4
o too many digits in t
e an error that could affect

application
ided
r the decision

you must discuss any co
amendments you may

r line manager and review the guidance on
e to check plication is accurate.
Related content
Contents

Risk profiles
Revi
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Special interest markers

This page tells you how to identify whether a sponsor has any special interest
markers.

You must confirm whether there are any markers against the sponsor, what the
markers relate to and the action you have taken.

Official — sensitive: start of section

The information in this section has been removed as it is restricted for inte
Office use.

The information in this section has been removed as it is re internal Home
Office use.

The information in this section has bee’e ve i ricted for internal Home
Office use. \

The information in this section een rem as it is restricted for internal Home
Office use.

The information i
Office use.

ion has n removed as it is restricted for internal Home

is ion has been removed as it is restricted for internal Home
ion in this section has been removed as it is restricted for internal Home

Official — sensitive: end of section
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Depending on the nature of the marker and associated details it might be necessary
to re-route the renewal application to the standard renewal consideration process.

Related content
Contents
Streamlined renewal process

N
\
™
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Outstanding compliance activity

This page tells you how to identify current or potential compliance action outstanding
against the sponsor.

Compliance activity includes:

e surrender, suspension and revocation of the licence
e downgrading of the sponsor’s licence
e outstanding action plans

You must search the relevant tabs in Metastorm:

e cases linked to sponsor
e action plans

e all notes
If there is outstanding compliance activity, you must erqai surance
and Investigations Team (SAIT) and ask them how they Wi d with the
renewal.

Make sure to record all results and actions ‘Perform actions’ as

per the perform actions template.

Licensing bans

You must check the ‘Tier [ irectors and level 1 users subject to a
cooling-off period’ spre

Official — sensiti

The informatio een removed as it is restricted for internal Home

(@) use.

Thei i section has been removed as it is restricted for internal Home

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

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

The information in this section has been removed as it is restricted for in | Home

Office use.

Official — sensitive: end of section

You must ask your line manager whether you should z
result of the compliance visit will confirm whether you a assign to the
Suspensions and Revocations team. ‘

If you have any concerns with the number or the size, nature and
type of organisation, you must discuss the p ili Ing to compliance with
your line manager.

You must check the ‘Ca sor’ tab in Metastorm to see whether
compliance action has he sponsor in the last 4 years, and
‘Action plans’ and ere is any further information relating to the

Sponsor has outstanding compliance issues like outstanding re-rate A to B
5ions, outstanding action plans or outstanding B to A decisions, you must

actions template

Related content

Contents

Check outstanding change requests
Validation summary
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Visit history

This page tells you how to review a sponsor’s visit history.

For streamlined licence renewal cases, where the sponsor has successfully renewed
twice before and there are no current compliance concerns, you do not have to
review the sponsors visit history.

To review the sponsor’s visit history, you must check the:

e ‘visit history’ screen in Metastorm
¢ offline historical visits information
¢ Metastorm notes, to see if a self-generated visit has been recorde
report received, but not yet saved to either the visit case4
offline historical visits information

If the sponsor has been visited, you must note when
reports are located, for example:

e saved to a visit case ‘
e in a shared folder

You must review the sponsor’s visit hi
within the lifetime of the licege, revi

This will help you understand t
circumstances have changed si
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Check accreditation and registration
details for sponsor licences

This page tells you how to check the sponsor is registered with an appropriate
governing body.

Some sponsors must be inspected, audited, reviewed by or registered an
appropriate governing body to hold a licence. You must check whether th nsor
is required to be accredited or registered to be a licensed sponsor operaii e
UK and record:

¢ whether the sponsor requires accreditation/registration
the name of governing body

the registration number

the method of verification (for example, online)
all actions taken in Metastorm ‘Perform actions’
template

rform @actions

registration and is not
e sponsor to the

If the sponsor does not hold the appro
exempt, you must discuss whether itis ap

twice before and there are no erns, you only need to check
accreditation and registration d operating in the Education and
Human health and social ities sectors. These sponsors are indicated on
in the 'Business Sector field on the
‘Application’ tab of a S rch for the sponsor.

Examples of spo ng body for their profession include
ici e smaller sports.

website.

Registration or accreditation is not online

If you cannot verify the accreditation or registration online, you must discuss with
your line manager about contacting the relevant governing body.

Related content
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Other trading checks for sponsor
licence renewals

This page tells you how to check whether the sponsor is trading.

If you are in doubt about the sponsor’s trading status after you complete
previous checks, you can search the internet for:

e any news items relating to the sponsor
e details of the sponsor’s premises

For streamlined licence renewal cases, where the sponsor has succes
twice before and there are no current compliance concerns, t
conduct any other trading checks.

Related content
Contents
Streamlined renewal process
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Review certificate of sponsorship
(CoS) usage
This page tells you when to review a sponsor’s CoS usage.

For streamlined licence renewal cases, where the sponsor has successfully renewed
twice before and there are no current compliance concerns, you do no
review CoS usage.

The Sponsor, Assurance and Investigations team (SAIT) normally doe
checks if this information may aid a compliance visit.

If the sponsor has an outstanding request to renew or increasg
then the Post-licence team will review CoS used by the spoy
allocation request.

If there is no outstanding request to renew or increase
review the sponsor’s use of CoS.

u must consider the
number of CoS

As part of the renewal review and aIIoc&
sponsor’'s use of CoS and immigration hist

telephone to see if they still ne [ : u do not get an immediate answer,
proceed with the renewal case.

ng company criteria for digital technology occupations specified in

to the Immigration Rules were deleted on 6 October 2019. If the Sponsor
assigns a eertificate of sponsorship (CoS) in a digital technology occupation on or
after that date, they no longer need to meet the specific digital technology qualifying
company criteria. They must, however, meet the general requirements for sponsoring
a worker in a shortage occupation.

Append

Related content
Contents

Non-genuine vacancy
High-risk representatives

Page 33 0f 41 Published for Home Office staff on 15 July 2022
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Company and insolvency checks

This page tells you how to undertake checks on Companies House and the
insolvency register.

For streamlined licence renewal cases, where the sponsor has successfully renewed
twice before and there are no current compliance concerns, you do not have to
perform company and insolvency checks.

Check the sponsors entry on the Companies Hou
website

You must search on the Companies House website for:

e the sponsor, to see whether:
o the organisation has ceased trading
o is in administration
o the directors have been struck off
e the company contact details, to seg,.w :
o the applicant uses a web-base‘*n [ as Hotmail or Yahoo,
rather than one with the company

area
¢ the length of time the

act as an authorising officer (AO) or level 1 user.
ed AO or level 1 user on the English and Welsh, Scottish
ncy registers, regardless of where the person is currently

31so visit ‘searching disqualified company directors’ on GOV.UK as an
esource for Companies House and insolvency checks on directors.

Related content

Contents

Review

Streamlined renewal process
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Forecast risk attributes

This page tells you about new risk attributes and what to do if a sponsor hits more
than one of them.

Ahead of the introduction of the new Points-Based Immigration System, Intel has
created a spreadsheet which lists risk attributes for each occupation sector. These
are grouped in the following areas:

migrant immigration history
sponsor details

sponsor types

job skill level

salary

immigration representatives

If the sponsor hits more than one risk attribute you m

e consider whether there are any special interest m

e consider whether there have bee ycC i

e consider whether the date of the spo
past 12 months

o take the above information to di [ r line manager

You may be advised to reque

pliance Visit but does not hit a risk profile
onsorship (CoS) in the lifetime of their

If a ‘large’ sponsor has ne
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Review outstanding change requests

This page tells you how to check if the sponsor has any outstanding change of
circumstances (CoC) requests at review stage. As this is the same check that you
will have completed at Validation Stage, you must return to the section on
outstanding change requests at the beginning of this document for examples of
changes to:

e key personnel
e organisation details
¢ Certificate of Sponsorship (CoS) allocation

and how to resolve these.
For streamlined licence renewal cases, where the sponsor

twice before and there are no current compliance concerns
review outstanding change requests.

To find out whether there are any change requests, ch
sponsor’ screen in Metastorm to identil’ny 0 [

If there are any outstanding change reque
changes yourself.

lon date of the merger or takeover (this may be
ice standards)
renewal case in line with this date

ed all the review actions, you must make sure any other
ave started in connection with the review, for example, visit cases or
actions, are completed and closed.

You mus ord all outcomes and actions templates in Metastorm ‘Perform actions’
as per the perform actions template.

Related content
Contents
Streamlined renewal process
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Compliance visit referral

This page tells you how to refer the sponsor to compliance and conclude the
renewals case after a compliance visit is completed.

Compliance visit referrals should not be necessary for sponsors eligible for
streamlined renewal consideration, but where any compliance issues are indicated
on these licences the process below should be followed.

Pre-visit referral checks

You must check the sponsor’s immigration history and Intelligence Ma
System (IMS) checks prior to raising a visit referral with a compliance offiee

Sponsor’'s immigration history checks

You must undertake a separate search using the sponiser s ry se and case

search functions on Metastorm for:

sponsor’'s name ‘
sponsor’'s address

sponsor’s postcode
names of sponsor’s ke

e held a Worker or Te r licence which has been revoked in the last
12 months

¢ held a Student lic

e named key
sponsor i

n revoked in the last 2 years

orked at a Worker or Temporary Worker

en revoked in the last 12 months

ve worked at a Student sponsor institution which
within the last 2 years and a ban is in place

The information in this section has been removed as it is restricted for internal Home
Office use.
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Official — sensitive: end of section

Requesting a compliance visit

If, from the findings of the review checks, the sponsor does not meet the renewal
requirements you need to find out whether compliance action should be taken
against the sponsor. To do this, you need to request a visit report. You must:

e ensure you complete the pre-visit referral checks
e raise a visit referral with a compliance officer

Once the visit is completed, you will be told about any recommended ¢

action by email from the Management Information (MI) Team in an MIfep

Compliance report — quality check
You must quality check the compliance visit report to ensu s tasking, is

factually correct and has been written in line with the idanceyIf you have
concerns about the visit report, you must ask your line e.

Compliance visit result ‘

In cases where the review has included a visi re will be a licence outcome
recorded against the visit cage. utcome records whether:

You must then close all MSi related to the renewal in order to remove
them from the live visit

create a ‘re-rate maintain rating and status notification letter’
close the renewal review case

send the decision letter

review the service standard in Metastorm

‘complete’ renewal in Metastorm
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Re-rate, surrender, revoke

If compliance action is recommended then the visit case and the renewals case are
reassigned to Suspensions and Revocations Team with the visit report. They will re-
rate, suspend and/or revoke the sponsor licence as necessary.

Related content
Contents
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\
™
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No compliance action

This page tells you how to conclude a renewals case after the review checks have
been completed and no compliance action is required.

For streamlined licence renewal cases, where the sponsor has successfully renewed
twice before and there are no current compliance concerns, you do not have to
record a review outcome in case actions in Metastorm or issue a decisi

If you have completed the review checks and the sponsor has not breac
conditions of their sponsor licence and no compliance action is recom
may accept the renewal case with the same rating.

You must:

record the review outcome in the renewal review cas
close the renewal review case
send the ‘re-rate maintain rating and status notification
review the service standard in Metastorm
‘complete’ renewal in Metastorm

Related content
Contents
PNC/WI outcome action
Nationality and Immigration
Non-genuine vacancy
Visit history

Regqistration or accreditati
Risk profiles
Requesting a compli
Streamlined rene
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