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School contact issues an invitation letter
to visitor (template available)

School contact completes the
Sponsorship Application Form and
collates the supporting documents

School contact sends the form
and documents to the HR Advisor
for their School

HR Advisor checks the documentation
and notifies the visitor if an ATAS
certificate is required

If ATAS certificate If ATAS Certificate is
is required not required

Visit dates checked and amended if
required. Certificate of Sponsorship
requested by HR Advisor

Certificate of Sponsorship
issued to visitor

Visitor applies for the visa

Visitor sends visa outcome
(including entry clearance if applicable)
to HR Advisor

Visit dates changed if required

If refused, applicants
either need to appeal
the decision or re-
apply using all of the
identical information.

Right to work check to be undertaken
by HR Advisor prior to the
visit start date

If a certificate is

refused after appeal/

re-application, the Visitor sends completed Migrant

visit cannot take Responsibilities Form to HR Advisor
place.

Visitor commences their visit



