
1 
 

UK Visas and Immigration Policy & Procedure 

1.  Purpose and Scope 

This policy establishes The Glasgow School of Art’s (GSA) approach to Home Office visa and 
immigration compliance.  UK Government and Home Office policies (see section 7) are not 
superseded by this policy. 

In order to recruit non EEA nationals to work in the UK, GSA must hold valid Tier 2 and Tier 5 
Sponsor Licences which are issued and approved by the Home Office under the direction of the UK 
Government. 

GSA must apply for Tier 2 and Tier 5 licences every four years and must ensure compliance with 
Government legislation and that the responsibilities of being a sponsor are being upheld. Moreover, 
it must be able to provide evidence of compliance if requested to do so by the Home Office (by way 
of a visit or audit) and failure to do so can result in the immediate suspension or revocation of the 
licence. 

2. Permission to work in the UK 

An individual who is not an EEA resident is only permitted to work in the UK if they hold a valid visa.  
There are different types of visa, and the way in which they can be obtained varies according to the 
purpose of the visa. 

2. 1 Types of visa 

(a)   Tier 2 - Long term employment (see Section 3) 

The Tier 2 immigration route allows GSA to apply for a certificate of sponsorship (CoS) for non EEA 
skilled workers to undertake positions of employment at GSA which cannot be filled by a ‘settled’ 
worker.  A ‘settled’ worker is an individual with leave to remain in the UK.  Once GSA has applied for 
and secured permission to sponsor, the worker can use the sponsorship number to apply for the 
relevant visa.  Not all roles at GSA meet the criteria for Tier 2 sponsorship (see Section 3 for further 
details).  

(b)   Tier 5 - Short term employment (see Section 3) 

The Tier 5 immigration route allows GSA to sponsor non EEA temporary workers to fulfil short term 
contracts/engagements in the UK. GSA has a licence to sponsor workers under the Creative and 
Sporting category which is intended for creative artists, sports persons and entertainers to come to 
the UK to fulfil short term contracts/engagements.  Once GSA has applied for and secured 
permission to sponsor, the worker can use the sponsorship number to apply for the relevant visa. 

(c)  Tier 4 – Working on a Tier 4 student visa (see Section 4) 

UK students who are studying on a course at degree level or above and have Tier 4 sponsorship may 
be permitted to undertake work with certain restrictions. 

 (d) Standard Visitor Visa (see section 5) 

Individuals who will be visiting the UK from outside the EEA for up to one month can undertake 
certain activities under a Standard Visitor Visa provided they are eligible and the activity is 
permitted.  Please note that visitors are not permitted to undertake any activity that constitutes 
‘work’ (paid or unpaid), including teaching, under this type of visa, unless listed by UKVI as a 
Permitted Paid Engagement (as outlined in Section 5). 
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(e) Other 

There may be occasions when non EEA residents have individually obtained the right to work in the 
UK (e.g. spousal visa).   

2.2 Application 

In all circumstances, as soon as the Recruiting Manager decides that they intend to make an offer of 
work (paid or unpaid) to a non EEA resident, they must liaise with an appropriate member of HR 
staff for guidance in the first instance. If a non EEA resident does not have permission to work in 
the UK, they cannot undertake any work (paid or unpaid) at GSA under any circumstances. 

All tier 2 and tier 5 CoS applications will be made by an appropriate member of HR staff, on behalf of 
GSA. 

3. Sponsorship Visas (Tiers 2 and 5) 

3.1 Long term employment (Tier 2) 

GSA can apply for a certificate of sponsorship on behalf of an individual provided: - 

• The position is at the appropriate skill level, which for the majority of roles is degree level; 
• A resident labour market test has been completed (the post has been advertised for a minimum 

of four weeks using at least two national advertising sources), or the position is a skilled job 
where there is a shortage of workers in the UK (as defined by the UKVI Shortage Occupation 
list); 

• The position is paid at an appropriate salary level (current minimum is £20,800); 
• The individual meets the required level of English as determined by the Home Office; 
• The individual can demonstrate that they have a minimum of £945 in savings, which has been in 

their bank account for ninety days before the application. 

Length of stay 

An individual can reside and work in the UK with a Tier 2 (General) visa for a maximum of five years 
and fourteen days, or the time given on their certificate of sponsorship plus one month, whichever is 
shorter. 

An individual must start their employment with GSA no more than 14 days before the start date on 
their CoS.   

They must register with the police if the total stay in the UK will be more than 6 months and they are 
a national of a country listed in Appendix 2 of the Immigration Rules. 
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Terms and conditions 

An individual can: 

• work for their sponsor in the job described in their certificate of sponsorship; 
• do a second job in the same sector and at the same level as their main job for up to 20 hours 

per week; 
• do a job which has a shortage of workers in the UK for up to 20 hours per week; 
• do voluntary work; 
• study as long as it doesn’t interfere with the job they are sponsored for; 
• travel abroad and return to the UK; 
• bring family members with them. 

An individual cannot: 

• own more than 10% of their sponsor’s shares (unless they earn more than £155,300 a year); 
• get public funds; 
• start working before they get their visa 
• apply for a second job until they’ve started working for their sponsor; 

 
3.2 Short term employment (Tier 5) 

GSA can apply for a certificate of sponsorship on behalf of an individual provided: - 

• they’ve been offered work as a sports person or creative worker; 
• The individual has a minimum of £945 in savings - this is to prove they can support themselves. 

They must have had this in their bank account for 90 days before they apply. 

Length of stay 

An individual can reside and work in the UK with a Tier 5 visa for a maximum of up to 12 months, or 
the time given in their certificate of sponsorship plus up to 28 days, whichever is shorter. 

An individual must start their employment in GSA no more than 14 days before the start date on 
their certificate of sponsorship. 

Terms and conditions 

An individual can: 

• study (for some courses they’ll need an Academic Technology Approval Scheme certificate); 
• work for their sponsor in the job described in their certificate of sponsorship; 
• do a second job in the same sector and at the same level as their main job for up to 20 hours 

per week; 
• do a job on the shortage occupation list for up to 20 hours per week; 
• bring their family. 

An individual cannot: 

• get public funds; 
• start their own business. 

 

https://www.gov.uk/government/publications/tier-2-shortage-occupation-list-from-6-april-2013
https://www.gov.uk/tier-2-general/family-members
https://www.gov.uk/government/publications/public-funds--2
https://www.gov.uk/tier-5-temporary-worker-creative-and-sporting-visa/eligibility
https://www.gov.uk/academic-technology-approval-scheme
https://www.gov.uk/government/publications/tier-2-shortage-occupation-list-from-6-april-2013
https://www.gov.uk/tier-5-temporary-worker-creative-and-sporting-visa/family-members
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3.3 Documents an individual must provide 

There are a number of documents that an individual must provide to GSA when applying for 
sponsorship  

• a current passport; 
• a current visa (if switching categories); 
• qualification certificates; 
• bank statements showing proof of a minimum £945 in savings continuously over the last 90 

days; 
• proof that they meet the English requirement (Tier 2 only); 
• Tuberculosis test results if the individual is from a country where they need to take the test 

(See section 7). 
 

3.4 Application 

Once the appropriate member of HR staff has received notification from UKVI that a CoS application 
has been successful, they will contact the individual and provide them with a CoS number. A CoS 
number is a reference number which holds information about the job and their personal details.  
The individual will use this number to apply for their visa. 

HR will prepare an Offer of Employment to the individual, as they will also require this in order to 
apply for their visa.  The offer is subject to the satisfactory confirmation of their entitlement to work 
in the UK, and will state that a start date is to be confirmed. Please note that where permission to 
work in the UK is required, the start date of the prospective employee could be delayed by up to two 
months.  HR will provide necessary updates to the line manger throughout the process.   

Should a CoS application be denied by UKVI for any reason, then GSA cannot proceed with the 
employment of the individual. 

3.5 Fees 

GSA will pay for the CoS, but the individual will pay for their visa.  The individual will also have to pay 
a health surcharge (see section 7). The cost of the visa depends on individual circumstance, and an 
appropriate member of HR staff will be able to advise which one of the below is applicable in each 
case: 

 

 

 

  Apply (outside 
the UK) 

Extend or switch in the 
UK 

Extend or switch in person in the UK 
(premium service) 

Tier 2 General (up to 3 
years) 

£564 £651 £1,051 

Tier 2 General (up to 3 
years) - shortage 
occupation 

£428 £428 £828 

Tier 2 General (more 
than 3 years) 

£1,128 £1,302 £1,702 

Tier 2 General (more 
than 3 years) - shortage 
occupation 

£856 £856 £1,256 

Tier 5 
 

£225 
 

£225 
 

£625 

https://www.gov.uk/tier-2-general/knowledge-of-english
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3.6 Commencement of Employment 

On commencement of employment, the Line Manger must ensure that the staff member reports to 
HR on their first day.  An appropriate member of HR staff will identify and check the validity of the 
following original documents of all Tier 2 and Tier 5 sponsored employees: 

• Passport; 
• Visa; 
• Qualifications. 

 
A copy of the above documentation will be kept with the migrant’s contact details (UK residential 
address, home and mobile telephone numbers) on the employee file for audit purposes. 
 
In circumstances where Tier 5 sponsored employees are not subject to the normal recruitment 
process, they must also provide HR with: - 

• A brief career summary or current CV; 
• Details of length of intended visit including dates and any activities planned which are not 

related to GSA; 
• A declaration that the conditions of permission to stay are fully understood and will be adhered 

to. 

3.7 Line Manger Responsibilities 

The Line Manger must also ensure the migrant is fully aware of their responsibilities as a sponsored, 
migrant worker and follow GSA attendance management procedures at all times. Adequate records 
of all authorised absences and annual leave should be submitted and retained for audit purposes. 

The Line Manger must advise HR immediately if the migrant worker: - 

• Does not turn up for their first day of work; 
• Is absent from work for more than 10 working days without reasonable granted permission; 
• Employment ends; 
• Has significant changes to their circumstances (e.g. change of job or salary); 
• Is suspected of breaching the conditions of their leave or engaging in terrorism or any other 

criminal activity. 

3.8 Migrant Worker (Employee) Responsibilities 

The migrant worker must, without exception: - 

• Liaise with HR prior to any job offer being made to ensure adequate information is provided for 
a sponsorship application; 

• Report to HR with the original documentation listed above; 
• Follow GSA attendance management procedures by telephoning their line manager on the first 

day of any sickness absence and seeking authorisation in advance of any annual or business 
leave; 

• Inform HR of any change to their contact details as soon as the change occurs; 
• Inform their line manager and HR in writing of any intention to resign from employment at GSA. 
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3.9 Sponsor Duties 

Tier 2 and Tier 5 sponsored employees are subject to standard employee attendance requirements 
which satisfy the visa requirements.  

HR are required to report the following information to the Home Office via the Sponsor 
Management System (SMS): - 

• The sponsored migrant does not turn up for their first day of work; 
• If a sponsored migrant’s contract of employment is terminated; 
• If a sponsored migrant is absent from work for more than 10 consecutive working days without 

permission; 
• If sponsorship of the migrant is ceased for any other reason; 
• There are significant changes to the sponsored migrant’s circumstances (e.g. a promotion or 

change in job title or core duties, change of salary, change in location or contract is shortened); 
• The migrant’s employment is affected by Transfer of Undertakings (Protection of Employment) 

or a similar provision being triggered; 
• Any information which suggests that the sponsored migrant is breaching conditions of their 

leave; 
• Where a migrant is suspected of engaging in terrorism or other criminal activity, information 

should be provided to the police; 
• Details of any third party or intermediary whether in the UK or abroad that has assisted in the 

recruitment; 
• Any significant changes to the business e.g. cease trading, merge or are subject to a take-over, 

or become insolvent or enter administration. 
 

4.   Tier 4 – Working on a Tier 4 student visa 

International students who are studying on a course at degree level or above in the UK may be 
allowed to:  

• work for up to 20 hours per week during term time; 
• work full-time during vacations; 
• do a work placement as part of their course (i.e. learning in a working environment for a period 

of two weeks or more); 
• work as a student union sabbatical officer for up to 2 years. 
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5. Visitors  

Visitors to GSA are permitted to undertake certain activities under a Standard Visitor Visa, but must 
not receive payment.  These activities are: 

• attend meetings, conferences, seminars, interviews; 
• give a one-off or short series of talks and speeches provided these are not organised as 

commercial events and will not make a profit for the organiser; 
• negotiate and sign deals and contracts; 
• attend trade fairs, for promotional work only, provided the visitor is not directly selling;  
• carry out site visits and inspections;  
• gather information for their employment overseas;  
• be briefed on the requirements of a UK based customer, provided any work for the customer is 

done outside of the UK. 

Under this type of visa the individual must not intend to work in the UK, which includes the 
following: 

• taking employment in the UK; 
• doing work for an organisation or business in the UK; 
• establishing or running a business as a self-employed person;  
• doing a work placement or internship;  
• direct selling to the public;  
• providing goods and services;  

However, there are certain types of paid work that is permitted under this type of visa, referred to as 
Permitted Paid Engagements (PPE).  Individuals’ can apply for a Permitted Paid Engagement visa to 
do specified work at GSA if they: 

• are 18 or over; 
• are visiting the UK for less than 1 month; 
• will leave the UK at the end of their visit; 
• have enough money without help from public funds to support and house themselves; 
• can pay for their return or onward journey; 
• are not in transit to a country outside the UK, Ireland, Isle of Man and the Channel Islands. 

An individual must apply for a Permitted Paid Engagement visa online themselves before them come 
to the UK.  They will need a formal invitation from GSA in order to apply.  This will be provided by 
the line manager, under the guidance of an appropriate member of HR staff.   

An individual can apply for a visa up to 3 months before their date of travel to the UK.  They should 
get a decision on their visa application within 3 weeks.  The cost of the visa is £87, and will be paid 
for by the individual. 
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Terms and conditions (PPE) 

An individual can: 

• be a student examiner or assessor; 
• take part in selection panels for the education, arts or research organisation they’re invited by 

as a highly qualified academic; 
• give lectures at a higher education institution, as long as it’s not a part-time or full-time role 
• take part in arts, entertainment or sporting activities including broadcasting; 
• take part in fashion modeling assignments; 
• do minor activities related to their work or business overseas, e.g. meetings. 

An individual cannot: 

• do specific paid work unrelated to their main job or area of expertise at home or sell 
merchandise, other than what’s allowed by their visa; 

• extend this visa or switch to another visa; 
• live in the UK for extended periods; 
• get public funds;  
• study - except for 30 days of incidental study; 
• marry or register a civil partnership, or give notice of marriage or civil partnership; 
• bring family members (‘dependents’) with them on their application - they must apply 

separately. 

Commencement of employment 

On commencement of employment, the Line Manger must ensure that the visitor reports to HR on 
their first day.  An appropriate member of HR staff will identify and check the validity of their 
passport and visa.  A copy of the above documentation will be kept on file for audit purposes. 
 

6. Questions 

Clarification on the terms or operation of this Policy and Procedure may be obtained from a member 
of the HR Department.  

7. Useful links: 
 

• UKVI website: https://www.gov.uk/government/organisations/uk-visas-and-immigration 
• Policy and Law: www.UKVI.homeoffice.gov.uk/policyandlaw 
• Tier 2: https://www.gov.uk/tier-2-general 
• Tier 5: https://www.gov.uk/tier-5-temporary-worker-creative-and-sporting-visa 
• Visitors: https://www.gov.uk/permitted-paid-engagement-visa 
• TB Test: https://www.gov.uk/tb-test-visa/overview 
• Healthcare Surcharge: https://www.gov.uk/healthcare-immigration-application/pay 

 

https://www.gov.uk/government/publications/public-funds--2
https://www.gov.uk/government/organisations/uk-visas-and-immigration
http://www.ukba.homeoffice.gov.uk/policyandlaw/
https://www.gov.uk/tier-2-general
https://www.gov.uk/tier-5-temporary-worker-creative-and-sporting-visa
https://www.gov.uk/permitted-paid-engagement-visa
https://www.gov.uk/tb-test-visa/overview
https://www.gov.uk/healthcare-immigration-application/pay
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Appendix I 

Countries in the EU and EEA 
The European Union (EU) is an economic and political union of 28 countries. It operates an internal 
(or single) market which allows free movement of goods, capital, services and people between 
member states. 

EU countries 

The EU countries are: 

• Austria 
• Belgium 
• Bulgaria 
• Croatia 
• Republic of Cyprus 
• Czech Republic 
• Denmark  
• Estonia 
• Finland 
• France 
• Germany 
• Greece 
• Hungary  
• Ireland 
• Italy 
• Latvia 
• Lithuania 
• Luxembourg 
• Malta 
• Netherlands  
• Poland 
• Portugal 
• Romania 
• Slovakia 
• Slovenia 
• Spain 
• Sweden  
• UK 

The European Economic Area (EEA) 

The EEA includes EU countries and also Iceland, Liechtenstein and Norway. It allows them to be part 
of the EU’s single market. 

Switzerland is neither an EU or EEA member but is part of the single market - this means Swiss 
nationals have the same rights to live and work in the UK as other EEA nationals. 
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