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Fee Scale Procedure – Adviser Guidance
The information below provides guidance on what the Principle, Codes and Guidance Notes relating to fee scale mean and what the Commissioner/IAA expects you to do with regard to fee handling. All the regulations cited below are available here: Code of standards - GOV.UK
Principle 3 states the following:
Charge fairly and transparently, dealing appropriately with client money.
Codes – Organisations that charge clients fees must:
9.1 Have a fee scale and only charge a reasonable fee that directly relates to the work done.
Guidance Notes:
9.1 Have a fee scale and only charge a reasonable fee that directly relates to the work done.
An organisation that charges for its immigration advice or immigration services is expected to have a fee scale and the organisation should share the fee scale with its client’s and prospective clients. A copy of this fee scale is expected to be made available to the Commissioner upon request.
The Commissioner insists on transparency in all dealings with clients. Discounts are acceptable but the reasons for providing the discount should be recorded in writing in the client care letter and in the attendance notes. Any discounts provided should not be subsidised by fees paid by other clients.
Clients should always be charged according to the fee scale and any deviation from the fee scale should be explained to the client in writing.
Where an organisation charges a range of fees instead of fixed fees, the Commissioner considers that a small range would be acceptable. For example, where the highest fee is almost twice the lowest fee, without a reasonable explanation for charging the client the higher fee, the Commissioner is likely to find that the client was overcharged by the organisation. Therefore, to be compliant with Code 9.1, the organisation will need to be able to explain why a particular client is/was charged at the upper end and evidence to support this must be retained in the case file.
If you are applying for registration of a fee-charging organisation, please submit a draft fee scale that meets all the requirements of Code 9.1. If you do not submit a draft fee scale or it does not meet the criteria outlined in Code 9.1, we cannot be satisfied you will comply with Principle 9.
Below is a suggested Model Document that you can use as the basis for your organisation’s fee scale.

Fee Scale – fixed-fee basis – IAA Model Document
This fee scale details our fees for all immigration advice and services ABC Immigration is registered to provide to our clients. We charge on a fixed-fee basis only. However, should you wish to withdraw instructions part-way through your immigration case, we will charge you for all work we have undertaken on your behalf at an hourly rate of £XXX. Please note that our organisation is VAT-registered. Therefore 20% VAT will be added to the fees outlined below.
	Type 
of Application
	Our fixed fee 
	Home Office fee[footnoteRef:2] [2:  The Home Office application fee is NOT included in the fixed fee] 

	Description of work 
incl. in fixed fee
	Total 
(incl. VAT)

	Level 1
Simple applications within the Rules (e.g. Student, Worker, UK Ancestry, simple family visa) and simple nationality applications
	£XXX
	£XXX
	All attendances and written and telephone correspondence with the client and relevant 3rd parties
Consideration, preparation and submission of application and relevant supporting documents
Copies of documents and postage.
	£XXX

	Level 2
Discretionary and complex applications
Out-of-time applications.
	£XXX
	£XXX
	All attendances and written and telephone correspondence with the client and relevant 3rd parties
Consideration, preparation and submission of application and relevant supporting documents
Copies of documents and postage
	£XXX

	Level 2
Lodging of Notice of Appeal
	£XXX
	£XXX
	All attendances and written and telephone correspondence with the client and relevant 3rd parties
Consideration, preparation and submission of the Notice of Appeal and relevant supporting documents
Informing client of the key dates and referral to a Level 3 adviser/solicitor
Copies of documents and postage.
	£XXX

	Level 3
Substantive appeal casework and representation 
at the Tribunal
	£XXX
	£XXX
	All attendances and written and telephone correspondence with the client and relevant 3rd parties
Consideration, preparation and submission of the appeal bundle to the Tribunal and relevant parties, informing client of the key dates and requesting expert evidence where appropriate
Representation before the Tribunal
Copies of documents and postage
	£XXX





Fee Scale – hourly rate – IAA Model Document
This fee scale details our fees for all immigration advice and services ABC Immigration is registered to provide to our clients. We charge on an hourly-rate basis only. However, should you wish to withdraw instructions part-way through your immigration case, we will charge you for all work we have undertaken on your behalf at an hourly rate of £XXX. Please note that our organisation is VAT-registered. Therefore 20% VAT will be added to the fees outlined below.
	Type 
of Application
	Our fixed fee 
	Home Office fee[footnoteRef:3] [3:  The Home Office application fee is NOT included in the fixed fee] 

	Description of work 
incl. in fixed fee
	Total 
(incl. VAT)

	Level 1
Simple applications within the Rules (e.g. Student, Worker, UK Ancestry, simple family visa) and simple nationality applications
	£XXX/h (est. 
X hrs)
	£XXX
	All attendances and written and telephone correspondence with the client and relevant 3rd parties
Consideration, preparation and submission of application and relevant supporting documents
Copies of documents and postage.
	£XXX

	Level 2
Discretionary and complex applications
Out-of-time applications.
	£XXX/h (est. 
X hrs)
	£XXX
	All attendances and written and telephone correspondence with the client and relevant 3rd parties
Consideration, preparation and submission of application and relevant supporting documents
Copies of documents and postage
	£XXX

	Level 2
Lodging of Notice of Appeal
	£XXX/h (est. 
X hrs)
	£XXX
	All attendances and written and telephone correspondence with the client and relevant 3rd parties
Consideration, preparation and submission of the Notice of Appeal and relevant supporting documents
Informing client of the key dates and referral to a Level 3 adviser/solicitor
Copies of documents and postage.
	£XXX

	Level 3
Substantive appeal casework and representation 
at the Tribunal
	£XXX/h (est. 
X hrs)
	£XXX
	All attendances and written and telephone correspondence with the client and relevant 3rd parties
Consideration, preparation and submission of the appeal bundle to the Tribunal and relevant parties, informing client of the key dates and requesting expert evidence where appropriate
Representation before the Tribunal
Copies of documents and postage
	£XXX
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