
UKCISA ADVICE LINE IMMIGRATION 

ENQUIRIES CHECKLIST 

PLEASE NOTE 

(a) All advice given to members is provided on the assumption that their institution has a Tier 4 

Sponsor licence, unless the adviser is told otherwise during the call. 

(b) If you do not have all relevant information (from the sections below) when you call, we may not be 

able to fully answer your query at that time and you may be asked to call back with the missing 

information. 

(c) If you are calling about an immigration application that has been refused, please ensure that you 

have full details of the reasons for the refusal. These can be found in the Notice of Refusal given / 

sent to the student. 

(d) If you will not have the student’s passport(s), and Biometric Residence Permit (BRP) if applicable, in 

front of you when you call, please ensure that you have photocopies of the relevant pages, including 

all UK Visas/Entry Clearance/Residence Permits/date stamps. 

(e) Before calling, please check current UKCISA resources (Website and Information Sheets) for the 

answer to your question. 

ESSENTIAL INFORMATION TO HAVE WHEN YOU CALL 

Student’s nationality_____________________________________________________________________ 

If dual nationality, which other(s)?__________________________________________________________ 

Student’s current UK immigration status / category_____________________________________________ 

(eg student, Tier 4 General student, spouse, dependant, student visitor, Tier 1 PSW) 

If immigration permission is as a Tier 4 student, is it to study at your institution?______________________ 

When was the student’s current immigration permission applied for?_______________________________ 

What is the start date of the student’s current immigration permission?_____________________________ 

What is the end date of the student’s current immigration permission?______________________________ 

Please also ensure that you have full details of any previous periods of UK immigration permission (ie 
dates and type of leave) 

Is the student accompanied to the UK by any other family members? 

None   □ 

Spouse  □ 

Civil Partner  □ 

Child(ren)  □ 

Parent(s)  □ 

What is their nationality and immigration status?_______________________________________________ 

If not in line with the students’ immigration permission please indicate:_____________________________ 

Start date:________________________________  End date:______________________________ 



CURRENT / RECENT IMMIGRATION APPLICATIONS 

If you are calling about a recent immigration application made by the student, please ensure that you have 
full details, including: 

 

Type of application: 

Entry Clearance 

Leave to Remain (In-country student extension) 

Switching 

Other 

 

Reason for application__________________________________________________________________ 

(eg extension to studies, re-sit, changing institution, Home Office error) 

 

Where application was made 

Overseas (which country / city?)___________________________________________________________ 

In the UK (how?) 

 In person at a Public Enquiry Office   (which one?)____________________________ 

 Student sent it by post    (when? Recorded Delivery?)_______________ 

 Submitted by institution via the Batch Scheme (when?)_______________________________ 

Has receipt of the application been acknowledged?     YES / NO 

Has the application been determined      YES / NO 

Was the application submitted “in time”? (before current immigration permission expires?) 

Has the student (and any family) attend a biometrics appointment? YES / NO 

If you are calling because the application has been refused, please ensure that you have full details of the 
reasons for the refusal, as set out in the Notice of Refusal given / sent to the student 

If you are calling with any other query about the outcome of the application (eg length of leave granted), 
please ensure that you have the full details including the information listed in the CAS issued by your 
institution. 

If you are calling with any other type of immigration query, please ensure that you have full details of the 
situation. 

Additional Notes: 


