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SMS Overview (aS € ¥

Immigration Advice Service

e The SMSis an online portal that allows you to administer your
day-to-day sponsorship duties and activities

*  Access is granted to the relevant users as soon as the sponsor
licence application is approved

 There are several sponsor roles — each role will be granted
different levels of access to the SMS to allow them to carry
out their required activities and sponsor duties

Activities and sponsor duties include, but are not limited to

the examples below:

©)

©)

managing your key personnel and licence details

creating, assigning and viewing Certificates of Sponsorship (CoS)
reporting activities relating to your sponsored workers
renewing your allocations and applying for additional CoS

Surrendering your licence
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Imrmigration Advice Service

Key Contact

Main contact with the Home Office

The Home Office will contact them if they have any questions

about the application, documents or payments

Does not have automatic access to the SMS - If they require
access to the system, they will need to be set up as a Level 1

or Level 2 User
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Immigration Advice Service

Authorising Officer (AO)

* Most senior person responsible for the recruitment of all

migrant workers and ensuring all sponsor duties are met

* Responsible for deciding how many staff need access to the

SMS and the level of permission they have

Responsible for the activities of all SMS users and must

comply with Home Office requirements for using the SMS
* Does not have automatic access to the SMS

e Recommended, as a minimum, the AO checks the CoS

assigned to migrants and licence details every month

* A nominated AO must be in place throughout the life of a

Sponsor Licence.




Level 1 Users: (aS ¥ ¥

Immigration Advice Service

e Can access all applicable functions of SMS, including but not limited to the following
o assign CoS to workers
o ask for anincrease in the number of CoS you can assign
o report worker activity
o withdraw CoS
o change user details
o report minor changes to your details
* One level 1 user must be an employee, a partner or a director of the company

 The Level 1 user can be the same person as the Authorising Officer

e Additional level 1 users must be one of the following:
o a paid staff member or office holder within your organisation
o A UK-based representative

o an employee of a third-party organisation engaged by you to deliver all or part of your HR function




Level 2 Users: (aS ¥ ¥

Imrmigration Advice Service

 Have fewer permissions than Level 1 Users and can perform the following:
o Report only against or view CoS which they own

o report worker activity to us in respect of any CoS they have personally created and assigned, or which have
been transferred to them by a Level 1 User

e Cannot report on CoS assigned by Level 1 User
* May be any of the following:
o a paid staff member or office holder within your organisation
o an employee of a third-party organisation engaged by you to deliver all or part of your HR function
o atemporary staff member supplied to you by an employment agency
o a UK-based representative L4.38. They must not be:
o acontractor
o a consultant who is contracted for a specific project

o an undischarged bankrupt




Overview of Sponsor
Duties

Complying with
wider UK laws

Complying with
immigration laws

reporting

Sponsor
Duties

Not engaging in
behaviour or
actions that are
not conductive to
the public good

Record keeping
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Imrmigration Advice Service

» Your responsibilities as a sponsor start on the day that your Sponsor Licence is granted by the Home
Office and will only end if you surrender your licence, or the Home Office revoke your licence

» You must report certain information regarding your sponsored workers to the Home Office using
the SMS within set time periods

» You must report certain changes that affect your sponsored workers or your organisation within the
time limits set out below:

o changes to a sponsored worker’s circumstances — unless otherwise stated in Workers and Temporary Workers: guidance
for sponsors part 3: sponsor duties and compliance, you must report these changes within 10 working days of the
relevant event occurring, via the SMS

o changes to your organisation,— unless otherwise stated in Workers and Temporary Workers: guidance for sponsors part
3: sponsor duties and compliance, you must report these changes within 20 working days of the relevant event
occurring, via the SMS

» You must also, as soon as reasonably practicable:

o report if you know or suspect a worker you are sponsoring has breached their conditions of stay

o give the police any information that suggests any worker you are sponsoring on any route may be engaged in terrorism
or criminal activity



SMS Home Page

‘ @ UK Visas & Immigration

You are here > Sponsorship management system > SMS

Home

Licence summary,
applications and services

Workers
Students
Change password
Contact
Log out

Sponsorship management system (SMS)

Welcome to SMS. If you are a Level 1 user, you can view all applicable menu
items. Level 2 users are unable to view the ‘Licence summary, applications and
senvices’ menu item

Licence summary, applications and services

m View your licence details, including registered users, key personnel, addresses
allocations and key dates

m Change your licence details, including registered users, key personnel and
addresses

m Request an increase in your allocation of CoS or CAS
= Request renewal of your annual allocation of CoS or CAS
m Pay for and view status of action plans

a Apply to renew your sponsor licence

’

(dS

Immigration Advice Service
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Reporting worker activity SMS example (;aS w

Immigration Advice Service

| @ UK Visas & Immigration

» Reporting migrant worker activity (such as
absences from WOrk), Ca nce”ing their You are here > Sponsorship management system > SMS
sponsorship or managing active CoS can be Home Sponsorship management system (SMS)

Licence summary,
Welcome to SMS. If you are a Level 1 user, you can view all applicable menu

. . . licat d v
actlo n ed |n the S M S |n Home Screen 9 ns and serviees items. Level 2 users are unable to view the ‘Licence summary, applications and

services’ menu item
Students

Workers = Sponsorship duties Change password Ugence summary. applisetions and services

» There will be further selections in
Sponsorship Duties, such as reporting
migrant activity, which will allow you to | § UK Visas & Immigration
select the activity you would like to report o e P > Sooreore e Pt oo Yo Sorortie duiee  Foot oot ity > Dot v
and provide further details

Home Report migrant activity - date and reason
:;,.?E:::JTNET applications and Enter the activity you want to report and the reasons for the activity, including dates and choose Save to

submit tha information to us
¥ Workers
This will be assessed and you will be contacted if necassary
» Create and 2szign
Choose Cancel to return to the previous page
+ Dafinad CoS

» View CoS Activity details
+ Sponsorship duties CoS number: L
» Report migrant activity Activity type Change in migrant worker circumstances
s Mana e et .
» Manage live CoS Salact details: (Flease seledl v)

# Manage work addresses I

Date of change v v | v ]

Change password
- Give full details
Contact

Log out
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Reporting changes to your organisation example

Immigration Advice Service

| g UK Visas & Immigration
» Reporting changes to your organisation,

such as changing address of premises or a
company merger can be actioned in the
SMS in Home Screen = Licence Summary,
applications and services = Request change
to licence details

You are here > Sponsorship management system > Licence summary, applications and senvices > Request changes to icence details > Request any other change to your licence details

Heme Request change of circumstances

¥ Licence summary, applications and

services You can only select one reason for change from the dropdown list below. If you want 1o request more than

one change from the list. select the main reason but give full detsils of all the changes in the box below
» Manage Level 1 and 2 users
» Request changes to licence details

» Raplace your Authorising Officer

Both fields are mandatory and must be completed before you can choose Next to continue

Details of change

» Amend your current Authorising Select reason for change:
Officer's details

» Replace your Key Contact

* [Please select W

Change details (2000 character limit)

» Amend your current Key Contact's
cetails

| g UK Visas & Immigration

You are here > Sponsorship management system > Licence summary, applications and sesvices > Request changes to icence details > Recent and outstanding change requests

Recent and outstanding change requests
¥ Licence summary, applications and =

o

Home

services he table below shows any outstanding and completad change of circumstances requests submitted in the
ast 80 days H H
e - , » Any reported changes will be submitted as a
Requests with 3 status of 'Pending’ can be withdrawn, to do so. choose Withdraw. Approved requests wi

» Request changes to licence details display 3 status of ‘Accepted

» Replace your Authorising Officer

» Amend your current Authorising
Officer's details

» Replace your Key Contact

» Amend your current Key Contact’s

details

» Amend your organisation details

» Request any other change to your
licence details

» View recent and outstanding change
requests

Choose Back to return to the previous screen
Change of circumstances requests

Date submitted Status Type Initiating user Withdrawing user Action

request — depending on the nature of the
request, it will either be approved and
updated automatically or be sent as a
request for the Home Office’s consideration
to be approved or declined



What is a CoS (Certificate (;as f -

of Spo nsorshi p)? s s S

* The CoS is assigned from the UK sponsor to the skilled worker

applicant, which the applicant is required to include as part of
their visa application

e The CoS mustinclude information such as:
o details of your name, job and salary;

o a start date which is no more than 3 months after the date your
Skilled Worker visa application;

o confirmation that the Certificate of Sponsorship has not been
used in a previous application which was either granted or
refused and has not been withdrawn by the sponsor or cancelled
by the Home Office

 To assign a CoS, the sponsor must be listed as A-rated on the
Home Office’s register of licenced sponsors unless you were
last granted permission as a Skilled Worker and are applying
to continue working for the same sponsor as in your last
permission
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There are two types of CoS:

* Undefined CoS (uCoS):

o Applicable for skilled worker applicants inside the
UK, looking to extend or switch to a skilled worker
Visa,

o There will be an annual “CoS allocation” depending
on what was requested (and granted) during the
sponsor license application,

o It’s possible to apply for increased allocation,

 Defined CoS (uCoS):

o You must apply for a defined CoS if you want to
recruit a migrant under Skilled Worker route, who
will be applying for leave to enter the UK from
outside the UK,

o You cannot have an annual allocation of Defined
CoS — you must apply for one, using a separate
process, each time you need one.



uCoS Allocation (AS T ¥

Imrmigration Advice Service

* When applying for the Sponsor Licence, you can request how many unassigned uCoS you need to be allocated,
along with an explanation and evidence as to why you require that number

* Once your allocation is automated you will be granted the number of CoS you assigned from your previous
annual allocation. For example, if you assigned 10 of 15 available CoS from your 2022/23 annual allocation, your
new allocation will be automatically set at 10 for the 2023/24 allocation year. You can increase this allocation by
submitting a ‘Request CoS allocation increase’




uCoS - Request Allocation Increase

| g UK Visas & Immigration

You are here > Sponsorship management system > Licence summary, applications and services > Request addiional CoS or CAS

Home Request additional CoS or CAS

¥ Licence summary, applications and
services

be requestad, nothing will be displayed. Choose
» Manage Level 1 and 2 users -
: * Add to add a new request for the relevant route
» Request changes to licence details
s Licence summary = Edit to edit 3 requast that has been saved but not yet submitted

» PAYE References = Withdraw to withcraw a request that has been pre

o
-
w
"
[=
o
=

~

Request CoS/CAS allocation increase = Cancel if you do not want to continue

-

When you have added your request(s) for additional ¢

Any additional CoS/CAS requested

c plan details
» Licence renewal Help (opens in 3 new window
» Apply for or renew Worker Sponsor

Premium customer service Route Allocation limit

» Apply for or renew Student Sponsor

Skilled Worker 0 0
Premium customer service

Add a request

» Apply for Basic Compliance
Assessment

» Applications and renewals tracking
» SMS message board
» Premium service contact details

Workers Request additional CoS or CAS

Change password

plays your current and outstanding requests for additional CoS or

Allocation used

ttec and 1s stili outstancing: or

on the same date as your current annual allocation in that route

Allocation remaining

0

Date requested

AS. If you do not have any current allocations for which additional CoS or

Increase requested

Contact Enter the number of additional CoS or CAS that you require along with a reason and choose Save. Following
Log out your request, you will be returned to the previous screen where you can submit your request(s) or add
another request
Alternatively, choose Cancel to retum to the previous screen without making 3 reques

Skilled Worker
Number requested

Give reasons (2000 character limit)

k2 |

Include business reasons why you requirg
CoS allocation. If known, include deta
f identified individual |

[ Cancel } Save |

(S ¥

Immigration Advice Service

» Viewing your remaining

uCoS allocation (), and
requesting additional
uCoS allocation () can
be actioned in the SMS
in Home Screen =
Licence Summary,
applications and services
= Request CoS/CaS
allocation increase



uCoS - Request Allocation Increase (aS ¢ ¥

Imrmigration Advice Service

e The SMS will allow you to view the number of uCoS left to assign, and request an increase in allocation
* You can request an increase in uCoS allocation - uCoS requests can take up to 18 weeks to process

* There is a Priority 5 working day option available for £200 Home Office fee which requires the following steps:

1. Request further allocation through the SMS

2. Complete a Worker and Temporary Worker priority request form which is available from the Home Office website:
https://www.gov.uk/government/publications/priority-change-of-circumstances-for-sponsors/tier-2-and-5-priority-
change-of-circumstance-service

3. Email postlicencepriorityservice@homeoffice.gov.uk with the completed priority request form attached — A maximum
of 60 priority service requests will be accepted daily, and the priority service is open from 9 am to 5 pm Monday to
Friday. Any requests made outside these hours will not be considered. Therefore, to obtain a priority request slot,
sending the email immediately at 9 am is essential.

4. If your request has been successful, you will receive an email from the priority service team to advise that your request
has been accepted, along with further instructions. A second email containing a Worldpay link - check your spam or
junk folder if it does not arrive

5. You have 72 hours from when you receive the second email to make a payment. This includes weekends



https://www.gov.uk/government/publications/priority-change-of-circumstances-for-sponsors/tier-2-and-5-priority-change-of-circumstance-service
https://www.gov.uk/government/publications/priority-change-of-circumstances-for-sponsors/tier-2-and-5-priority-change-of-circumstance-service
mailto:postlicencepriorityservice@homeoffice.gov.uk
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Immigration Advice Service

‘ ﬁ UK Visas & Immigration

Application for defined CoS - employment details

n the
You ane here > Sponsorship management system = Workers = Defined CoS > Apply for defined CaS d & Next
Home Apply for defined CoS
Licence summary, applications and - P . I e o L N
services Both fields are mandatory and must be completed before you can choose Next to continue
= PR P P " Migrant's employment
W Waorkers Pleasa enter the number of dafined CoS for which you wish to apply .
ob e
» Create and assign Application for defined Co 5 ob type
» Defined CoS Category: | .
= y _ = [Please select v
» Apply for defined CoS Number of CoS T ] Belp [opens in 3 new window)
» Apply for defined CoS based on a Summary of job description (1000 character ~
previous application mit
- =
» View applications that are awaiting 2
aecision 4
Gross excluding any '

» Granted applications - create and

. e P guarante
assign defined CoS s

* Vew prey :LI5|'r' refused, withdrawn Help (opens in a new window)

ng any aliowanceas an )
nas iny
3 )
or rejected applications © |Please select v
|
ara r

Job on a client contract

For each
» View CoS

» Sponsorship duties

» Manage work addressas

Change password

Contact

Log out

» Applying for a dCoS (), and completing the relevant form() can be
actioned in the SMS in Home Screen = Workers = Apply for Defined CoS

» It's important to state the weekly hours in the summary of job description field

» dCoS requests can be submitted at any time and should take 24 hours for the Home Office to approve (ready for
you to assign). If the Home Office ask for additional information it can take up to 8 weeks




Drafting a CoS

Immigration Advice Service

| § UK Visas & Immigration

You are here > Sponsorship management system > Workers > Create and assign CoS

» Drafting a uCoS can be Home Create and assign CoS
the CoS, then chooss Next

Licence summary, applications and
alact the relevant route and category (if applicable) in which you wish to create t

aCtIOned In the SMS in - ‘S‘E‘P'ICES c:vr-:n_.e Alternatively, choose Back to return to the previous scraen
Home Screen = ‘ i

=

w

]

s, you may have to
e wheather you

f you are intending to
Create and assign make an additional pay

~

W k s C d » Defined CoS need to pay this charg rtot ligibility ct 3
Or ers reate an » View CoS Fiease note, the checker will help you to determine whether the ISC will be incurred but it will not calculate
. » Sponsorship duties any amount payable. For this you will need to create and save a CoS in an "ISC liable’ category and procesd
to the Onlin nt screen, where any ISC charge will be displayed. No ment will be n uniess
aSSIgn » Manage work addresses 0 Online payment screen, w any arge be displayed. No pay will be take
you complete the subsequent online payment process
Chana p—
Change password
= Route
Contact
Selact the route
Log out

Selact the category

| g UK Visas & Immigration (Skilled Worker (Changes of Employment - ISC liable) v)

o

“You are hene > Sponsorship management system > Workers » Defined CoS > Granted applicaions

Home Granted applications - create and assign defined Co$§

Licence summary, applications and
SErviCEs

The tabie below Shows:

granted and are 51l vakd; and

e s o5 v e e > Drafting an approved dCoS can
cosirae | " be actioned in the SMS in Home
¥ ;-ee;i.sii:\-:atcrstna-. are awalting a Defined Co5 applications Screen 9 Workers 9 Defined

» Granted & D‘Ijat Q;_"‘s create and Granted date Request Number Use by date Submitted by Route Jobtype Mumber of CoS granied Application status

e e CoS = Granted applications —

or rajectad appl cations

- create and assign defined CoS

» Manage work addresses

W Workers

» Create and assign
» Dafinad CoS
» Apply

for defined CoS

» Apply fo =d Cof basad on a3
previous ication & previous Scres

Change password
Contact
Log out




Assigning a CoS (AS T ¥

Immigration Advice Service

SMS users must not assign a CoS to themselves or to a close relative or partner. A close relative or
partner is:

® a spouse or civil partner

e an unmarried or a same-sex partner

® 3 parent or step-parent

® 3 son or step-son

e a daughter or step-daughter

* a brother, step-brother or half-brother
* a sister, step-sister or half-sister

* a nephew, niece, or cousin

e an aunt or uncle

e a father-in-law, mother-in-law, brother-in-law, sister-in-law, son-in-law or daughter-in-law




Assigning a CoS (AS T ¥

Immigration Advice Service

uCoS — you need to ensure you choose the relevant CoS category:

» Skilled Worker (switching immigration category ISC liable) — switching from a spousal visa, dependant visa,
graduate visa

» Skilled Worker (extension ISC exempt) — skilled worker already working for you extension their visa
» Skilled Worker (extension ISC liable) — skilled worker already working for you extension their visa

» Skilled Worker (changes of employment ISC exempt) — skilled worker changing from one sponsor to another OR
skilled worker already working for you requiring a new COS as changed SOC code

» Skilled Worker (changes of employment ISC liable) — skilled worker changing from one sponsor to another OR
skilled worker already working for you requiring a new COS as changed SOC code

 Skilled Worker (graduate in Tier 4/student route switching to Skilled worker — successfully completed their
course graduates

» Skilled Worker (switching immigration category ISC exempt) — switching from a student status — not completed
their course (not possible since July) or under one of the SOC codes where ISC not liable




CoS Status (aS € ¥

Immigration Advice Service

» Work in progress — CoS in draft — not yet ready to assign

» Ready to go — CoS in draft — ready to be assigned

» Assigned — Assigned CoS — before submission of visa or further leave to remain application

» Used — Assigned CoS — during and once visa application has been submitted and decided

» Expired — Assigned CoS — but not “Used” (or set to “Used” by HO) within three months of assigning

» Obsolete — Assigned CoS — but another CoS has been assigned and set to “Used” for the same worker
» Withdrawn — Assigned CoS — but subsequently withdrawn by sponsor

» Cancelled — Assigned CoS — but licence has been revoked or has expired or licence has been
surrendered




CoS Status

‘ § UK Visas & Immigration

You ane here > Sponsorship management sysiem > Workers > Defined CoS > Granted applicaions.

Home Granted applications - create and assign defined Co$%
Licence summary, applications and The iable beiow shows
services
o Workers -
» Create and assign =
» Dafinad CoS
+ Apply for defined CoS

+ Apply for defined CoS based on a
previous application Choose Next to continug of choose Back o retum o the previous Screen

plications that are awaiting a

’ :'c_h N Defined CoS applications
¥ Gra.n'.'eg & F"Cig'ijé's - create and Granted date Request Number Use by date Submitted by Route Job type Mumber of CoS granted Application status
assign ned CaS

» Wiew previously refused, withdravm
or rejected applications

» s CoB
» Spansorship duties m-

» Manage work addresses

Change password
Cantact

Log out

» If you are looking for a specific worker, complete either
passport number or Family name field. If you want to run a
search for all CoS details, run an “Advanced” search

» Once on full CoS screen, select “Print” option at bottom of
screen — a PDF should open —if in Internet Explorer

(as €

Immigration Advice Service

Search for CoS - advanced search

t least the first three characters
=" _for example SMI*

Choose Next to continue. or Back to return to the view CoS menu screen
Help (opens in 3 new window),

Search for a Co5S

Passport number [Ne need to complete any |
Family name [of these fields for an |

Given name(s) ladvancea search |

Date of birth [ ]l v hd

Nationality:

[Please select v]

Work start date (from) | v | I v ] [ hd |
Work start date (to) [~ v v
Migrant application status (not currently available - do not use)

Please select v

Reported Activity

[Please select v

Restrict search on

Route

Please select v
WWork in progress:

Ready to go

Assignad

Expired

Used

Cbsolete

Withdrawn

Cancalied

Last changed status from: L vl v v |
Last changed status to: [ vl v v
Cwner:

| Please seleci v |

Help (opans in 3 new window)



Immigration Skills Charge

You must pay the immigration skills charge if they’re applying for a visa
from:

o outside the UK to work in the UK for 6 months or more

o inside the UK for any length of time

You will not pay the immigration skills charge if you're sponsoring someone:

o on an Intra-company Graduate Trainee visa

o who is on a visa to study in the UK, and switches to a Skilled Worker or Intra-
company Transfer visa - if they then extend their stay on the new visa, you will
not have to pay the charge

You will also not have to pay the charge if you’re sponsoring someone with
one of the following occupation codes:

o chemical scientists (2111), biological scientists and biochemists (2112), physical
scientists (2113), social and humanities scientists (2114), natural and social
science professionals not elsewhere classified (2119), research and
development managers (2150), higher education teaching professionals (2311),
clergy (2444), sports players (3441), sports coaches, instructors or officials
(3442)

You also might not have to pay the charge if you’re sponsoring a worker
who was assigned a certificate before 6 April 2017.

\.6




Immigration Skills Charge

to whom they assign Global Business Mobility: Senior or Specialist Worker
CoS on or after 1 January 2023 when:

o the worker is being sponsored as a Senior or Specialist Worker to work in the UK for up to 3
years

o the worker is an EU national or a person who has a Latvian non-citizen passport

o the worker currently works at one of the sponsor’s offices in the EU or for a linked business
in the EU

to whom they assign a further CoS which does not extend the date of their
previous period of ISC liable permission, for example, if switching
occupation code

You will not need to pay the charge for any of the worker’s dependants, for
example their partner or child
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Fees

» CoS Assighment: £239

» Small or Charitable Sponsor Immigration Skills Charge (ISC):

o £364 first 12 months

o £182 for each additional 6 months

» Medium or Largen Sponsor Immigration Skills Charge (ISC):
o £1,000 first 12 months

o £500 for each additional 6 months

Immigration Advice Service



Q&A



	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13
	Slide 14
	Slide 15
	Slide 16
	Slide 17
	Slide 18
	Slide 19
	Slide 20
	Slide 21
	Slide 22
	Slide 23
	Slide 24
	Slide 25
	Slide 26
	Slide 27
	Slide 28
	Slide 29

