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Skilled Worker & Tier 5 ARRIVAL form 

This form is for Departments / Colleges to confirm the arrival of Skilled Worker & Tier 5 visa holders and provide required information. The relevant section(s) should be completed and the form emailed to          sit-administration@admin.ox.ac.uk along with copies of the required documents.
	We don’t need Arrival forms for GLOBAL TALENT visa holders please just send copies of the online right to work check and Home Office grant email to sit-administration@admin.ox.ac.uk


Visa holder’s details

	Last name
	
	Title (e.g. Dr, Mr, Mrs)
	

	First name(s)
	

	Nationality
	
	Date of birth
	

	    [image: image1.wmf]Skilled Worker

     [image: image2.wmf]Tier 5


(tick as appropriate)
	CoS no. (e.g. C2G1A12345B)
	

	
	Personnel no. (7 digit number)
	

	CoS start date (DD/MM/YYYY) found at the top of the 2nd 

                                                page of the CoS details .pdf
	

	Start date – first day of work/ visit in the UK          if started remotely this is when they arrive (DD/MM/YYYY) 
	


PLEASE NOTE:

· Visa holders must not enter the UK before the ‘valid from’ date listed on their vignette (paper visa in their passport) or in the letter confirming their visa has been granted. If they enter before their visa starts they will have entered as a Visitor/ tourist, cannot work, and if they do start any work or activities this would be seen as illegal working.
· While vignettes are in many cases still being issued valid for 90 days this does not mean visa holders can come at any point they choose within this period. They must come to the UK as soon as possible and in time to start as planned. If any delay to their start date is likely this should be discussed with SIT as early as possible. 
· Whether they applied from outside or within the UK, if a Skilled Worker or Tier 5 applicant’s start date is delayed by more than 28 days (from the CoS start date or visa issue date, whichever is later) sponsorship must be withdrawn and their visa cancelled.
Delayed start (where actual start date is after the CoS start date)
	Reason for delay: (e.g. delay in obtaining visa/ delay in booking flights)  



Right to work copies

· A Vignette is a paper visa placed in a passport only issued to some out of country applicants. If the visa is for six months or less the vignette dates should cover the whole period. If the visa is for more than six months the vignette will normally be valid for 90 days and is used to enter the UK.
· The Home Office stopped issuing Biometric Residence Permits (BRPs) on 31 October 2024.
· The Home Office online right to work check service must be used for all visa holders. A sharecode for a right to work check must start with a W. Sharecodes starting with R or S are for right to rent and status checks for other reasons and cannot be used for online right to work checks. More info: https://staffimmigration.admin.ox.ac.uk/how-to-complete-rtw-check#collapse2869471 
	[image: image3.wmf]I CONFIRM THAT:

 A signed & dated Right to Work copy of the Vignette (if applicable) is being provided along with this form. (SURNAME,Initials-rtw-vignette-dd-mm-yy.pdf)

	[image: image4.wmf]I CONFIRM THAT:

 A copy of an online right to work check is being provided along with this form. (SURNAME,Initials-rtw-online-dd-mm-yy.pdf)

	[image: image5.wmf]I CONFIRM THAT:

 A copy of the Home Office grant email informing the applicant that their visa had been granted is being provided along with this form. (SURNAME,Initials-grant email-dd-mm-yy.pdf)
As online right to work check no longer list the start date of the visa we will also need a copy of the Home Office grant email, or a screengrab of the online visa details which should indicate the issue/ start date and expiry date of the visa.


Proof of entry to the UK (out of country applicants only)
We are required to hold evidence of the date visa holders entered the UK to show they did not enter the UK before their visa started. Visa holders must not enter the UK before the start date of their visa.
	[image: image6.wmf] The visa holder’s Vignette (paper visa in their passport) or page opposite has been date stamped showing the date they entered the UK. (SURNAME,Initials-vignette-dd-mm-yy.pdf)

	[image: image7.wmf]I CONFIRM THAT:

The visa holder did not receive a date stamp on their vignette when they entered the UK so a copy of their boarding pass/ travel ticket/ or travel itinerary has been provided instead showing the date they entered the UK  (SURNAME,Initials-entry proof-dd-mm-yy.pdf)

	[image: image8.wmf]I CONFIRM THAT:

The visa holder was not issued a physical visa and did not receive a date stamp in their passport when they entered the UK so a copy of their boarding pass/ travel ticket/ or travel itinerary has been provided instead showing the date they entered the UK  (SURNAME,Initials-entry proof-dd-mm-yy.pdf)


Email 
	Oxford email address 
	

	Personal email address
(NB - only required if Oxford email address not yet issued)
	


National Insurance Number

	[image: image9.wmf]I CONFIRM THAT:

 The visa holder’s National Insurance Number (NINo) has been recorded in PeopleXD so that it can be easily retrieved during a Home Office audit. (not applicable to Colleges)

	[image: image10.wmf]I CONFIRM THAT:

 The visa holder has applied for, but not yet received, a National Insurance Number (NINo) and I will provide a copy of a document evidencing their NINo when it has been issued.

	[image: image11.wmf] A copy of a document to evidence the visa holder’s National Insurance Number (NINo) (such as NI card, letter from HMRC or DWP, or a P60, P45, or payslip from a previous employer) is being emailed along with this form. (SURNAME,Initials-nino-dd-mm-yy.pdf)

	[image: image12.wmf]I CONFIRM THAT:

A National Insurance Number (NINo) is not required as this is a Tier 5 visa holder who is being funded via a stipend which is not taxable or by an external organisation


Contract (contract must reflect actual dates so if started late an amendment may be required)
	[image: image13.wmf]A scanned copy of the signed & dated employment Contract is being emailed along with this form (SURNAME,Initials-contract-dd-mm-yy.pdf)

	[image: image14.wmf]I CONFIRM THAT:

 The visa holder’s contract has not yet been issued/ returned but I will provide a copy when it has been. (within 2 months at the latest)

	[image: image15.wmf]I CONFIRM THAT:

 A contract is not required as this is a Tier 5 visa holder who is not being employed


PLEASE NOTE: Declaration must be completed and dated by the department/ college before submission.
Declaration

This section must be completed and dated by the department/ college before submission.

By completing this declaration and submitting this form via email you, or the named individual, are confirming that the information and supporting documents provided are, to the best of your knowledge, complete, true and correct.
	Full Name
	

	Position
	

	Date
	

	Department
	

	Telephone 
	

	Email
	


The completed form and required documents should be placed in a folder and password protected (using 7Zip and your usual SIT password) and emailed to sit-administration@admin.ox.ac.uk If you do not know or cannot remember the password SIT can provide this via Teams.
Guidance on how to use 7Zip can be found at: https://staffimmigration.admin.ox.ac.uk/7-zip-guide 
Departments/ Colleges – if you have any queries regarding arrivals, start dates, or reporting changes for Skilled Worker or Tier 5 visa holders please contact your Staff Immigration Adviser.
https://staffimmigration.admin.ox.ac.uk/contact-us
Thank you

Staff Immigration Team 
https://staffimmigration.admin.ox.ac.uk/
SIT Administration sit-administration@admin.ox.ac.uk  

Centralised records & Training
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