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DATA CHECKLIST FOR SKILLED WORKER AND TIER 5 VISA HOLDERS
This guide is a tool for departments and colleges listing the documents which must be sent to SIT for Skilled Worker and Tier 5 visa holders, and can be kept in their personnel file. 
The naming convention for files submitted is (SURNAME,Initials-[document]-dd-mm-yy.pdf)
	Last name
	
	Title (e.g. Dr, Mr, Mrs)
	

	First name(s)
	


Stage 1: CoS Application data
The following documents should be sent with the Skilled Worker or Tier 5 initial CoS application form. 
	(
	Data
	File name

	

	For all Skilled Worker and Tier 5 applicants, a completed Client care & conditions form confirming that they have read, understand, and accept the Staff Immigration Team’s Conditions of Service and Agreed provision of advice and assistance, and confirming permission for the University to process the applicant’s data. (This is required before a CoS can be issued.)


	SURNAME,Initials-conditions-dd-mm-yy.pdf 
(e.g. JONES,K-conditions-04-07-14.pdf)

	
	Completed Skilled Worker or Tier 5 Initial COS Application Form
	SURNAME,Initials-SWinitialCoS-dd-mm-yy.pdf (e.g. JONES,K-T2initialCoS-04-07-14.pdf)

OR

SURNAME,Initials-T5initialCoS-dd-mm-yy.pdf 

(e.g. JONES,K- T2initialCoS-04-07-14.pdf)

	
	Current passport showing personal details.
	SURNAME,Initials-passport-dd-mm-yy.pdf 
 (e.g. JONES,K-passport-04-07-14.pdf)

	

	Current and previous visas / Biometric Residence Permits (BRP). For BRPs a copy of both sides must be sent. (BRPs ceased being issued on 31/10/2024)
	SURNAME,Initials-visa-dd-mm-yy.pdf 
(e.g. JONES,K-visa-04-07-14.pdf)



	

	For Tier 5 temporary workers, a copy of the funding letter.
	SURNAME,Initials-funding-dd-mm-yy.pdf
 (e.g. JONES,K-funding-04-07-14.pdf)

	

	For Skilled Worker and Tier 5 applicants (who are not exempt) where it has been identified that the role/ visit involves research, or being part of a team conducting research, which falls subjects where ATAS applies.

Copy of finalised HR ATAS Letter (based on SIT template) issued to applicant detailing ATAS requirements
	SURNAME,Initials-ATASletter-dd-mm-yy.pdf
 (e.g. JONES,K-ATASletter-04-07-14.pdf)

	
	For student visa holders switching into Skilled Worker: 
a qualification certificate, or academic transcript/reference that confirms that they have completed their studies (or for PhD students, that they have completed at least one academic year), and that their course was/is more than one academic year in length. 

	SURNAME,Initials-academicref-dd-mm-yy.pdf
(e.g. JONES,K-academicref-04-07-14.pdf)

	

	For applicants who have been sponsored by an overseas Government or international scholarship agency within the past 12 months and are applying under either Skilled Worker or Tier 5: 
a letter from the funding agency giving unconditional consent for them to remain in/ re-enter the UK.

	SURNAME,Initials-consent-dd-mm-yy.pdf
 (e.g.JONES,K-consent-04-07-14.pdf)

	

	For student visa holders switching into Tier 5 as a research intern: 
a copy of a qualification certificate, academic transcript or academic reference and copy of letter from either the funding organisation or the host department/ college which confirms that the research to be carried out is directly related to their completed qualification and that the host department/ college does not intend to employ them at the end of the internship. 

	SURNAME,Initials- academicref-dd-mm-yy.pdf
(e.g.JONES,K-academicref-DD-MM-YY.pdf)

	

	For Skilled Worker, a Job Description/ Further Particulars
OR

 For Tier 5, a Project plan 

	SURNAME,Initials-jd-dd-mm-yy.pdf
 (e.g. JONES,K-jd-04-07-14.pdf)

SURNAME,Initials-plan-dd-mm-yy.pdf
 (e.g. JONES,K-plan-04-07-14.pdf)

	


	For Skilled Worker, qualification certificate showing the qualifications required as detailed in the job description. 
OR
Copies of job references or other evidence of their experience if the chosen candidate has 'equivalent experience' instead of the requested qualification, and this was listed in JD/ FPs as acceptable


	SURNAME,Initials-qualification-dd-mm-yy.pdf
 (e.g. JONES,K-qualification-04-07-14.pdf)
SURNAME,Initials-references-dd-mm-yy.pdf
 (e.g. JONES,K-references-04-07-14.pdf)

	
	Copy of registration and/or professional accreditation certificate (if applicable)

	SURNAME,Initials-accreditation-dd-mm-yy.pdf
 (e.g. JONES,K-accreditation-04-07-14.pdf


Stage 2: Arrival in the UK data
The following data should be sent with the Skilled Worker & Tier 5 Arrival form except for a change in start date/ failure to arrive on start date which should be notified using the Skilled Worker & Tier 5  Changes & Leavers form, found on the SIT Forms & guidance page.
	(
	Data
	File name

	
	Change in start date/ failure to arrive on start date – use – ‘Skilled Worker & Tier 5 Changes & Leavers’ form

	SURNAME,Initials-changes-dd-mm-yy.pdf
(e.g. JONES,K-changes-04-07-14.pdf)

	
	Completed Skilled Worker & Tier 5 Arrival form listing date of arrival & other details 

	SURNAME,Initials-arrival-dd-mm-yy.pdf (e.g. JONES,K-arrival-04-07-14.pdf)

	

	Right to work check – signed & dated copies of Skilled Worker/ Tier 5 VISA & Passport
From 6 April 2022 BRPs are no longer accepted as evidence of right to work so an online right to work check must be carried out instead
From 31 October 2024 BRPs are no longer issued and an eVisa status is held
Evidence of travel (such as travel ticket or boarding card) – only required if the passport or visa has not been date stamped on entry to the UK

	SURNAME,Initials-rtw-dd-mm-yy.pdf 

(e.g. JONES,K-rtw-04-07-14.pdf)
SURNAME,Initials-travel-dd-mm-yy.pdf 

(e.g. JONES,K-travel-04-07-14.pdf)

	
	(NINo) National Insurance Number (on official document such as payslip, HMRC letter, P45, P60 etc.) only required if the NINo is not listed on the online right to work check or the rear of the BRP)

	SURNAME,Initials-nino-dd-mm-yy.pdf
(e.g. JONES,K-nino-04-07-14.pdf

	
	For Skilled Worker, signed contract of employment. 
	SURNAME,Initials-contract-dd-mm-yy.pdf 

(e.g. JONES,K-contract-04-07-14.pdf)


Stage 3: During and end of employment data 
The following data should be sent using the Skilled Worker & Tier 5 Changes & Leavers form within five working days of the date of the change. 
	(
	Data
	File name

	

	Changes to:

· start date/ did not arrive on start date
· job details (e.g. job title/ duties/ salary/ hours/ work location) 

· residential address/contact details (these must always be up to date)

· Unauthorised absence

· Authorised unpaid leave of up to one month
· Change in salary due to leave (NB unpaid leave of more than a month requires new visa except maternity, paternity, adoption. sick)

· Left early (e.g. finished early/ resigned/ funding withdrawn/ dismissed)

· Change in immigration status (e.g. granted ILR/ other visa/ other nationality)

· Left in line with visa
	Completed Skilled Worker & Tier 5 Changes & Leavers form
SURNAME,Initials-changes-dd-mm-yy.pdf
(e.g. JONES,K-changes-04-07-14.pdf)



	

	Skilled Worker, a job description (for change in duties)

OR

Tier 5, a project plan (for change in duties)
	SURNAME,Initials-jd-dd-mm-yy.pdf
 (e.g. JONES,K-jd-04-07-14.pdf)

SURNAME,Initials-plan-dd-mm-yy.pdf
 (e.g. JONES,K-plan-04-07-14.pdf)

	

	Repeat right to work check – signed & dated copies of :

New Passport showing personal details (for change in nationality) 
OR

New VISA (for change in visa status)
	SURNAME,Initials-passport-dd-mm-yy.pdf 
 (e.g. JONES,K-passport-04-07-14.pdf)

SURNAME,Initials-visa-dd-mm-yy.pdf 
(e.g. JONES,K-visa-04-07-14.pdf)


Data to be held in departments and colleges
Departments and colleges are required to hold absence records, and current and past contact details (address and phone numbers), for sponsored Skilled Worker and Tier 5 visa holders. Please do not destroy this data; the Home Office may require to see it during a compliance visit. 

Electronic copies of the above documents/data should be sent to SIT; either hard format or electronic copies can be held in the department or college. 

Records held relating to previous Tier 2 visa applications, including advertising and recruitment documents, must still be retained as they could still be audited alongside Skilled Worker records.
Data security and data protection

The Client care & conditions form, which must be completed by all Skilled Worker and Tier 5 applicants and provided to SIT, confirms the applicant’s permission for the University to process their data.

Completed forms and required documents should be placed in a folder and password protected (using 7Zip and your usual SIT password) and emailed to your Staff Immigration Adviser, listed below. If you do not know or cannot remember the password please ring your Staff Immigration Adviser.

Guidance on how to use 7Zip can be found at: https://staffimmigration.admin.ox.ac.uk/7-zip-guide 

If you have any queries regarding any of the above or in relation to arrivals, start dates, or reporting changes in circumstances for Skilled Worker or Tier 5 visa holders please contact SIT.
Thank you
Staff Immigration Team 
https://staffimmigration.admin.ox.ac.uk/
sit-administration@admin.ox.ac.uk
Centralised records & Training

Medical Sciences/ Humanities / GLAM / UAS / Continuing Education / Colleges

Angelina Pelova, angelina.pelova@admin.ox.ac.uk, Paul Deeble, paul.deeble@admin.ox.ac.uk 
MPLS / Social Sciences 
Richard Birt, richard.birt@admin.ox.ac.uk , Lyn Davis, lyn.davis@admin.ox.ac.uk 
Updated November 2024
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