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Background
A Global Talent Visa application has been submitted to the Home Office. The Home

Office have emailed the applicants documents for UKRI to verify and check the
applicant’s eligibility.
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Detailed Process Guide

Trigger Point
e Anemailis received from The Home Office asking UKRI to verify an application
for a Global Talent Visa.

Request to verify an application for a Global Talent Visa
Open the Statement of Guarantee, Application form, Award letter and Home office letter
provided by the Home Office — these should be attached to the email
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From OneDrive Grants - Global Talent Visa Applications - All Documents
(sharepoint.com) open the SOP folder and open the Excel file called UKRI Tier 1
Tracker’. Make a note on the UKRI Tier 1 Tracker of the Unique Reference Number (URN)
provided in the Home Office Cover Sheet.

Decision Point
e TURN number on subject line is unique and matches Home Office Cover Sheet —
Go to Step 5
e TURN number on subject is not unique and/or does not match Home Officer Cover
Sheet — Go to Next Step

URN number Discrepancy
If the URN is different on the email and the cover sheet, return email to the Home Office
for confirmation.

Create a new file for the application in SharePoint
Open the ‘Global Talent Visa Application’Folder in SharePoint.
Grants - Global Talent Visa Applications - All Documents (sharepoint.com)
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Tip: If this is the first time completing the process. click on Sync to synchronise

SharePoint to your OneDrive.
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You will be prompted to open Microsoft OneDrive. Click Open.

This site is trying to open Microsoft OneDrive.

https://ukn.sharepoint.com wants to open this application.

|:| Alveays allow ukrisharepointcom to open links of this type in the associated app

e

You will be asked which Files you wish to Sync to your OneDrive, ensure the ‘Sync all
files and folders in Grants — Global Talent Visa Applications’is selected. Click Start

Sync.
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Sync your files to this PC

cations® folder. You can get to these items even when vou're offine

[ B Sync 3l Sies and folders in Grants - Global Talent Visa Appications I

Or sync ondy these folders:

Files not in a folder (983.9 KB)
. Apphcations (3.2 GB)
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SOP (2.5 MB)

¥ you stop synong Mes or Sciders, they Il stay on OneOrive Bt won't Be on this PC I they re already
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Start sync

Location on your PC C\Users)\echil T\UIKRN Geants - Global Talent Visa App.
Selected: 3.6 GB Remaining space on C 43.5G8

AFile Explorer view will open with all documents and folders from the ‘Global Talent

Visa Applications’folder held on SharePoint.
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Open the Applications folder and create a New Folder.

The Folder name should be the applicants URN provided in the Home Office Cover
Sheet.
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Create a new file for the application in Outlook
From the Global Talent Visa’s mailbox select Folder in the top ribbon and create a New
Folder.

The folder should be saved within the Applications folder in Outlook.

The Folder name should be the applicants URN provided in the Home Office Cover
Sheet.
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Check the attachments
Open the email and check the following mandatory attachments have been provided:

e Home Office Cover Sheet

e Grant Award Letter

e Application form

e Statement of Guarantee from the Organisation
Save Email and Attachments to OneDrive
Firstly, copy the email into the OneDrive folder, select the email you want to copy. Right
click and select Copy.
Navigate to the folder with the correct URN number in the Applications folder in
OneDrive. Right Click and select Paste.

To add the email attachments, select one of the attachments. Select Attachments in the
top ribbon and select Save All Attachments.
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Apop-up box willappear with the list of attachments from the email, select OK.
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The Document Library window will open up, locate the folder with the correct URN
number in the Applications folder in OneDrive.

Click Save.
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Update the UKRI Tier 1 Tracker

From OneDrive Grants - Global Talent Visa Applications - AII-
(sharepoint.com) open the SOP folder and open the Excel file called UKRI Tier 1

Tracker’.




Fill in the following information onto the Tracker form:

Note: copy and paste the information from within the tracker where possible. E.g.. if the
Employer/ Host is the “University of Bristol” try and find this earlier in the tracker and
copyand paste to ensure consistency and reduce the risk of error.

1. Home Office Request for Endorsement Form:
e URN Number

e Date of Application

e Date application received from HO

e Name of Applicant

e Initials

e Nationality

e Employer/ Host

Employentton
Check®

H& Contact Job Tite on Grast He Tol No.

2. Applicant’s Statement of Guarantee:

e Employer/Host check— copythe cellabove

e HR Contact - Note: If the job title indicated is someone other than the Director of
Human Resources. contact the employing organization to confirm that the
signatory has delegated authority to endorse the application and note on the
UKRI Tier 1 Checklist Template.

e HRJob Title

e HR Telephone Number

e HREmail

e Role Type — If they will work independently or using latest methodology

e Grant Reference Number — Use the Grant Award letter if required to Check the
Grant Reference Number is the same as in the Statement of Guarantee

e Applicant position

e Endorsed Funder — Use the Grant Award Letter if required — Endorsed funder
check

e UKRIendorsed funder check — copy the cellabove

e Concession Request if required — copy the cellabove

e Concession Approved if approved — copy the cellabove



e Check https://www.ukcdr.org.uk/covid<ircle/covid-19-research-project-tracker/
Or https://www.ukri.org/ find<covid-19-research-and-innovation-supported-by-
ukry/

e EFIl — EF8 concessions:

e Iftheymeet condition EF1 — set to Yes, if failed set to No
e Iftheymeet condition EF2— set to Yes, if failed set to No
e Iftheymeet condition EF3— set to Yes, if failed set to No
e Iftheymeet condition EF4— set to Yes, if failed set to No
e Iftheymeet condition EF5— set to Yes. if failed set to No
e Iftheymeet condition EF6— set to Yes, if failed set to No
e Iftheymeet condition EF7— set to Yes., if failed set to No
e Iftheymeet condition EF8— set to Yes, if failed set to No

e SOGReceived in advance — Yes/ No

e Date confirmation requested

e Date confirmation check made

e Name of person who confirmed Statement of Guarantee

e Position of person who confirmed - When checking the role of an applicant. if the
role on the award has been used for a previous endorsement the employer/host
must confirm the status of the previous applicant. If the previous applicant did
not take up the job offer, then the endorsement must be withdrawn.

e Confirming telephone

e Confirming email address

e Endored - Copy the Field above for Decision and Category as they are formulas.
Set the Decision field to Pending’

e Application Category — this is a rating of 14 depending on the complexity of the
application (1 simple / 4 complex)

e Name of Administrator

e On hold pending question date — Using the date application received.

e SROto Sign Off Application Decision — Enter the name Reviewer 2 who will sign
off the endorsement

Note: If an exception is requested e.g. the applicant is an academic, it will state this on
the Statement of Guarantee and should be entered onto the Tracker. This information
will then feed into the Endorsement Decision letter.

Once all the information has been put into the tracker, Save and Close the Tracker.

218 UKRI Tier 1 Checklist Template

In OneDrive open the Word Document in the SOP Folder called UKRI Tier 1 Checklist
Template.



The following message willappear,select Yes.

Opening this document will run the following SQOL command:

| SELECT * FROM 'Visa$

Data from your database will be placed in the document. Do you want to continue?

Yes ‘ No

Click on the UKRI tier 1 tracker in GTV SOP folder.

Note: This message appears as the document is using the mail merge facility from the
Excel Database from the UKRI Tier 1 tracker.

2A8 Click on the Mailings tab in the top ribbon.

Use the Preview Results function to scroll and find the correct Unique Reference
Number and details.
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UKRI-Tier-1-Global-Talent-Visa-—Endorsement-Checklistsy

The-route is-for-researchers-who-will-be-hosted-oremployed-in-a-UKRI-approved-UK-research-organisation-as-isted-in-Annex- |
24c-Appendix-W-of the-UK-Immigration-Rules, and-who-work-on a-grant-or-award from-a-UKRI-recognised-funder {Annex-1 -of-
Appendix Wol-the-UK Immigration-Rules) §

1

The-appiicant-must meet-all-eligibllity-criteria-setout-in section-W7.7.3 -of the Immigration-Rules-and-this-checklist-has-been-
designed-lo-incorporale-all-those criteria. 4
1

The types-of grants-or-awards -eligible for -considerabon -include-programme-and-project-grants, fellowships, -strategic-
Investments-and-large-institutional-investments.§
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28 Save a copy of the Checklist in the applicant’s URN folder and break the links to the
tracker.

To break the links. select:
e Mailings
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e Start Mail Merge
e Normal Word Document
e (lick Save

Rename the UKRI Tier 1 Checklist template adding the URN provided by the Home Office
at the beginning of the file name and the date at the end.

@] URN UKRI Tier 1 Checklist

Review the application and if there are any errors, liaise with the Operations Support
Manager and then contact the ‘HR Contact’as detailed in the Tracker Database and
Checklist to request any missing information and to confirm that the Statement of
Guarantee has been raised by the Employer/Host.

Any additional email correspondence must be copied into the Application folder in both

OneDrive and Outlook.

Move all emails into the Outlook URN Folder.

Update the UKRI Tier 1 Tracker spreadsheet and checklist with the decision.

Recommendation-and-Approvalss

Administrator-Recommendation:x

UKRI-Tier-1-endorsement-||
Approve- - X

orf
Reject- —» [On

Administrator-(name):=

Givereasons-for-Rejectiona

Date:-12/04/2021=

First-Approvala

Approver-(name).a

Give reasons-for-Rejectionn

Date:-12/04/2021=

Cammenpl A snsnpomermlye

e}
o
e
n

Update the ‘Completed by Administrator Passed to Reviewer 1’ field on the Tracker

Database with today’s date.

AZ BA

Completed by | Completed by

Administrator | Reviewer 1
Passed to Passed to
Reviewer 1| Reviewer2 _

21N

29/03/2021 29/03/2021 29
29/03/2021 29/03/2021 29
12/04/2021 12/04/2021 29
31/03/2021 31/03/2021 30

30

L__07/04/2021  07/04/2021 21
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pAfl Operations Support Manager — Actions
An application is ready for review when the Completed by Administrator Passed to
Reviewer 1 column in the Tier 1 Tracker has a date populated.
Locate the relevant applicant’s URN folder stored under the Applications folder on
OneDirive.
Open the UKRI Tier 1 Checklist and the attachments and review the information is
correct.
Open the UKRI Tier 1 Tracker located in the SOP folder in the Global Talent Visa
Applications folder in OneDrive.

Note: Liaise with the UKRI Funding Services Administrator if there are any discrepancies.
Update the Tracker and date (Page 4 of the Checklist).

If rejected, the Operations Support Manager will provide a rejection reason.

Note: Ensure the correct name is entered onto Page 4 of the Checklist under Second

Approval and check that the correct name is entered onto the Tracker in the ‘SRO to Sign
Off Application Decision’ field.

I8 Update the first seven columns on the 22 Review register.

A B C D E ‘ F G
Dat d t
URN App Rec Date SLA End date o~ pass.e ° Status To be done by: Status
- . — 2ndreview = = o~ =

12/03/2024 In Progress
12/03/2024  22/02/2024 Waiting 2nd Review 28/02/2024 Pending
12/03/2024 22/02/2024 Waiting 2nd Review 28/02/2024 Pending

11



R[l} Update the ‘Completed by Reviewer Passed to Reviewer 2’ field on the UKRI Tier 1
Tracker.

AZ BA

Completed by | Completed by

Administrator Reviewer 1
Passed to Passed to
Reviewer 1 | Reviewer2

2k -Ne)

29/03/2021 29/03/2021 29,
29/03/2021 29/03/2021 29
12/04/2021 12/04/2021 29,
31/03/2021 31/03/2021 30,

07/04/2021 07/04/2021 31

Associate Director Funding Operations, Delivery & Development/Head of Systems
(Reviewer 2) - Actions

Review the Application and request any additional information if required.

Open the 2" Review Register.

Fill out the required fields on the 27¢ Review Register: Date done, completed by and Sent
to HO.

Once a decision has been made, electronically sign and date the Checklist, updating the
Approvers name is required and inform the Operations Support Manager of the decision.

Second-Approval= o

Approver-(name)=a

Give-reasons-for-Rejection= o Date:-13/04/2021=

Administrative-actionsco

=q

Frackerupdateda Date:-12/04/20212:

X9
Home-Office-advised=
Date:-13/04/2021=

by ||
All-documentation-has-been-saved-in-the-correct-file-structuren
Date:-12/04/2021=




EPA Decision Made
Check the correct information has been entered on the 2nd Reviewer Register and
inform the Operations Administrator once this has been done.

Upon confirmation from the Operations Support Manager advising the Checklist has
been fully completed, signed and dated. the Operations Administrator will:
e Open the UKRI Tier 1 Tracker and update the ‘Completed’, Date Home Office
Advised of Decision’and ‘Uploaded to SharePoint’ fields.
e Open the UKRI Tier 1 Checklist and convert into PDF format, save the PDF in the
applicants URN folder in OneDrive.
e Open the UKRI Endorsement Decision letter. Amessage will appear to advise you
are opening a SQL file. Select Yes to continue.
e The decision is the Deputy Director’s / Associate Director’s decision, and this is
stated clearly on the Endorsement Decision letter.
e Save the Endorsement decision letter to the Home Office to the relevant
applicant’s URN folder in OneDrive.
e When saved select the ‘Mailings’tab and scroll to the relevant record.
e Open ‘Start Mail Merge’and select Normal Word Document’and then Save and
then Exit.

Note: The Endorsement Decision letter, including the decision, will automatically be
populated using the information entered the UKRI Tier 1 Tracker and the mail merge
function.

.UKRI-Endorsement-Decision-q|

1

to-be-provided-electronically-to-the-Home-Office-y|

1

ﬂ _
1

Applicant-Name: .

1

Date-of-Application: - 24/06/219

1

Date-of-referral-to-Endorsing-Body:- - 24/06/21Y

1

Name-of-endorsing-body: - UKRIY
T

TO-BE-COMPLETED'BY-AN-AUTHORISED-OFFICIAL-OF -ENDORSING-BODYY]

1

Name-of-the-authorised-official:- -
On-behalf-of:- .

1




&8 The Operations Adminis trator will:

35

Find the original email received from the Home Office that relates to the relevant
applicant and their URN.

Reply to the email _@homeofﬁce.gov.uk) by selecting

The email must be sent in the following format:

Subject Line: OFFICIAL-SENSITIVE: Global Talent Visa Application — Applicant’s

name - URN number.
The first line of text in the body of the email should read: OFFICIAL-SENSTIVE

and be in font size 12.

The content of the email will advise that UKRI have completed allchecks. See Annex B
for email template to be used when notifying the Home Office of the decision.

Check the URN Number on the email matches the URN number on the Endorsement

decision letter.

Save all the relevant emails, attachments and documents in the revelavnt applicant’s
URN folder in Outlook and OneDrive, and then move the outlook folder into the
completed folder within the GTVmailbox.

=

File

Home Send / Receive

Email Items ~

New

> Favorites

v UKRI Global Talent Visa
> Inbox

Drafts

Sent ltems

Deleted Items
w Applications

> Completed

~ Archive

> 2020
> 2021

S| e\ C W |

New New Zoom 8 . Delete A

Delete
<

In the process, you have learnt how to manage the Global Talent Visa application from
receipt of the application from the Home Office to approval or rejection of the
application (by the Deputy Director/ Associate Director).

END OF PROCESS
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Annex A

The email below must be used to send to the Home Office confirmation that UKRI
have completed their checks.

Email address: _@homeofﬁce.gov.uk

Include Attachment: Endorsement Decision Letter

Subject RE: OFFICIAL- SENSITIVE: Global Talent Visa Application —
Applicant’'s name — URN number
OFFICIAL-SENSITIVE

Text Dear [insert name of recipient],

Please find attached the endorsement decision for URN [insert
number].

Regards,
[insert signature of approver]

Version Control

Version
1.0

2.0

o8
(=]

4.0

5.0

6.0

Date
02.11.2020

01.07.2021

02.08.2021

01.09.2021

Author

Business and Process
Support, Funding Services
Business and Process
Support, Funding Services
Business and Process
Support, Funding Services

Business and Process
Support. Funding Services

Business and Process
Support, Funding Services

Business and Process
Support, Funding Services

Changes Made
Initial Publish.

Review of the process including
the removal of all Siebel steps
Step 18 updated to advise UKRI
Funding Services to contact RO if
HR contact is not listed as
Director of Human Resources.
Steps 40 — 51 added with new
process for dealing with
Endorsement Review forms

where an applicant requests the
outcome of their application to be
reviewed.

Updated SOP with new format
and increased responsibility for
Operations Administrators.
Updated in line with continuous
improvement project changes
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