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This Process Manual is for staff making admissions decisions for International Students at City, 
University of London. It outlines the processes, systems and support in place for making offers and 
generating CAS for Tier 4 students. 

Following this guidance should ensure that City remains compliant with UKVI rules and continues to 
maintain its Tier 4 Licence status. 
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Further information and updates are available on the Tier 4 Visa Compliance intranet pages: 
 

http://www.city.ac.uk/about/education/academic-services/tier-4-visa-compliance 

Admissions and CAS Generation For Tier 4 Students 

http://www.city.ac.uk/about/education/academic-services/tier-4-visa-compliance


 
 

If you make offers to International students you will need access to the following systems: 
 

System Why? Owner 
E:Vision checklist To prepare CAS Visa 

Compliance 
CAS Request inbox To check emails from students Visa 

Compliance 
IELTS verification To verify IELTS Richard Broom 
NARIC To check international qualifications Richard Broom 

 
 

If you prepare or sign-off CAS for International students you should go on the following training: 
 

Process Why? Contact 
Introduction to Tier 4 Overview of Tier 4 at City Visa Advice 
Generating CAS Training on requirements and process of E:Vision 

checklist 
Visa 
Compliance 

CAS Supervisor sign-off Training on how checklist works and what to look out 
for when signing off CAS 

Visa 
Compliance 

Tier 4 Update Sessions Anyone that generates CAS or manages staff that 
generate CAS 

Visa 
Compliance 

 
 

Key Contacts: 
 
 
 

Name Contact Details Area of Work 
Visa Compliance Manager visacompliance@city.ac.uk 

Ext: 8996 
Progression, cap queries. Problems 
with the CAS checklist, casrequest 
inbox and CAS generation problems 

Sheridan Stephens (Visa 
Compliance Coordinator) 

visacompliance@city.ac.uk 
Ext: 0455 

Problems with the CAS checklist, 
casrequest inbox, CAS generation 
problems 

Polly Penter (Senior 
International Student 
Advisor) 
Ina Wang (International 
Student Advisor) 
Alan Gelfer (International 
Student Advisor) 

visaadvice@city.ac.uk Visa application and all visa advice 
queries 

Richard Broom (Head of 
Undergraduate Admissions) 

r.s.broom@city.ac.uk Access to IELTS verification website. 
Fee status queries 

1. Getting Started 

mailto:visacompliance@city.ac.uk
mailto:visacompliance@city.ac.uk
mailto:visaadvice@city.ac.uk
mailto:r.s.broom@city.ac.uk


 
  The Four Checks  

The admissions process is one of the key areas of Tier 4 compliance. It is the role of the Admissions 
Officer to make sure that applicants that require a Tier 4 visa are assessed to make sure a CAS can be 
issued to them. If the correct assessment is not made at the offer stage and the student is later found 
to be not eligible for a CAS, the School may have to retract the offer. UKVI will also assess admissions 
processes and record keeping at an audit. 

Following this guide will help you to ensure that appropriate decisions are made at the application 
stage in line with City’s responsibilities as a Tier 4 sponsor. Bear in mind that you may not be able to 
assess eligibility based on the application form you have received and should always ask for further 
information from the applicant if in any doubt. 

 
There are four key areas to assess before an offer is made to a Non-EEA applicant: 

 
Check 1: Intention to Study 

 
Students must demonstrate that they have a genuine intent to study. This is normally assessed via 
the personal statement contained within the application form. Students should detail their interest 
in the course and why they wish to study in the UK. Generic statements will not be accepted. If an 
applicant has not provided a personal statement or their personal statement is unclear you should 
ask for further information. It is important to keep a record that intent to study has been assessed as 
this will be checked at audit. You may wish to do this by attaching a checklist to the front of the 
application. 

 
Check 2: Progression 

 
We can only make offers to Tier 4 students that are progressing academically. 

 
This means that the student should be applying to undertake a higher level course, i.e. BSc to MSc, 
MSc to PhD. This applies to applicants that have completed or started and not completed a 
qualification in the UK as a Tier 4 student. 

UPDATE: As of April 2016, no offers can be made to students that wish to drop a level OR if they 
withdrew or failed course  for  which  they  were  previously granted  a  Tier  4  visa OR if they  
were awarded different/lower 'exit' qualification for which previous Tier 4 visa was granted      
(e.g. PgDip rather than MSc)! If  you  have any such applicants, contact Visa Compliance. 

If the student is applying to a course at the same level as their previous UK studies, you need to ask 
the applicant for: 

• A statement explaining why they are applying for a course at the same level, i.e. progression 
statement outlining how the new course is related to the previous course/s (meaning that it 
is either connected to the previous course, part of the same subject group or involves 
deeper specialisation) OR how the previous and new course combined support student’s 
career aspirations 

• A transcript from their previous course/s 
• CV 
• Completed Immigration History Form 

2. Making Admissions Decisions for Non-EEA Applicants: 



• Provide details for the course they wish to join at City 
 

Send the above information to visacompliance@city.ac.uk and the Visa Compliance Team will then 
confirm if an offer can be made and provide a justification statement for the CAS. 

It is important that this is checked before an offer is made in order to ensure that we do not later 
have to retract an offer. 

Check 3: The 5 year Rule 
 

We cannot sponsor a student for a Tier 4 visa if completing the course that they have applied to will 
result in them studying in the UK at degree level for more than 5 years. All international applications 
should be checked for this before offer. If it is not clear whether the student will exceed the 5 year 
limit, ask the applicant to complete the ‘Immigration History Form’ (available on Visa Compliance 
pages) and return to visacompliance@city.ac.uk 

 

There are some exceptions to the 5 year rule such as BPTC, LPC, CPE, GDL and degrees at doctorate 
level. Please contact the Visa Compliance Team for further information on these 

Check 4: English 
 

We are required to ensure that any Tier 4 students starting a programme at City have a minimum 
level of English. When assessing English you should refer to City’s ‘Tier 4 English Language Policy 
and Processes’ in conjunction with any English requirements at programme level (which are usually 
higher). 

When making conditional offers based on English, it is important to include a full break down of the 
grades required i.e. if you require IELTS 6.5 you must also state ‘with no score below 5.5 in each of 
the components’. Please note that the IELTS has a 2 year validity which is counted from the date that 
you create the CAS. 

Evidence that the student has achieved the English language qualification must be received before 
any unconditional offer can be made. For IELTS the verification page from the website needs to be 
uploaded to the E:Vision checklist rather than the certificate. 

In    some    exceptional    circumstances     English     language     can     be     waived,     please   
contact visacompliance@city.ac.uk for information about this. 

 

Applicants That Don’t Meet Tier 4 Requirements 
 

Offers can be made to applicants if they do not meet the Tier 4 requirements, but you must inform 
them by email before making the offer that City will not be able to sponsor them (i.e. issue CAS) and 
that if they wish to enrol, they will need to have another type of visa allowing them   to study in the 
UK.  This  is  also  the  case  for  International  applicants  who  wish  to  join  part-  time programmes. 

 

And Finally… 
 

It’s often not possible to tell whether a student will require a Tier 4 visa at the application stage so 
applicants should be assessed as if they are Tier 4 in the first instance. 
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Remember: There is a distinction between Fees and Visa status, and students that are Overseas for 
fees may not need a visa and vice versa. For a full list of countries where students will require a visa 
to study in the UK, check the Home Office website: https://www.gov.uk/check-uk-visa 

 

British National Overseas citizens still require a visa to study in the UK. Students with this status are 
often from Hong Kong and their passports look like the traditional British passport but do state 
British National Overseas on them. 

https://www.gov.uk/check-uk-visa


 
 
 

Requirement 
 

Applicants that require a Tier 4 visa to study in the UK must be able to show that they meet a 
minimum level of English ability before they can be assigned a Certificate of Acceptance of Studies 
(CAS). In order to do this, the offer holder must either be eligible for one of the Home Office 
exemptions or show that they have met level B2 in each of the components of English language 
testing (speaking, listening, reading and writing) by passing an accepted test. 

English language ability should be checked for all Non-EEA students before an offer is made. If a 
student is made an unconditional offer but does not meet the English language requirements City 
cannot issue them with a CAS. 

Exemptions from Testing 
 

Students can be exempt from the English language testing requirements for three possible reasons: 
 

i. National of a majority English-speaking country 
 

 
Majority English-speaking countries – In terms of nationality 

 
Antigua and Barbuda Australia The Bahamas 

Barbados Belize Canada 

Dominica Grenada Guyana 

Ireland Jamaica New Zealand 

St Kitts and Nevis St Lucia  
St Vincent and the 

Grenadines 

Trinidad and Tobago United Kingdom United States of America 

 
 

ii. Completed an academic qualification equivalent to a UK degree from a majority English- 
speaking country 

 
Majority English-speaking countries – In terms of completion of degree* 

 
Antigua and Barbuda Australia The Bahamas 

Barbados Belize Dominica 

3. Tier 4 English Language Requirements 



Grenada Guyana Ireland 

Jamaica New Zealand St Kitts and Nevis 

St Lucia St Vincent and the Grenadines Trinidad and Tobago 

United Kingdom United States of America * 

 
 

*Canada is purposefully excluded from the list in terms of completion of degree 
 

Please note: the term ‘degree’ includes postgraduate one year Master courses as well as three year 
undergraduate degrees. In addition, we are permitted to accept 2 + 2/1 degrees where only part of 
the degree has been completed in the UK. It does not include Certificates or Diplomas. 

iii. Moving from Tier 4 Child into Tier 4 General, (contact Visa Compliance for further 
information). 

 
 

Details of how the exemptions should be saved on the E:Vision checklist are detailed below: 
 

Method of Assessment Evidence Required 

Previous T4 child visa Scan of previous visa uploaded to 
E:Vision 

National of Majority English speaking Country No evidence required - check Nationality 
in STU report field matches 

Previous degree in Majority English speaking country Scan of degree certificate or final degree 
transcript uploaded  in E:Vision 

 
 

Please note, US study abroad students applying under Tier 4 (General) to take part in a study abroad 
programme in the UK – as part of their course at degree level or above at a Higher Education 
Institution (HEI) in the United States – are now exempt from the Tier 4 English language 
requirements as well. However, City’s programme specific English requirements should still be 
assessed to ensure student’s level of English is sufficient to take part in academic studies. 

 
English Tests 

 
If the applicant does not meet one of the exemptions they must pass one of the tests listed below. 
Only the tests listed here can be used to assess English ability for Tier 4 applicants. This list includes 
the UKVI’s Secure English Language Tests (SELTs) and qualifications that City has agreed to accept 
and allow us to verify that the applicant has met level B2. The scores listed here are the minimum 
requirements for obtaining a CAS and it is expected that students will usually be required to meet 
the programme specific English requirements which would be higher. All of these tests can be found 
on the E:Vision checklist under ‘SELT or Institution Assessed’. 



Method of Assessment Level Evidence 
 
 
 
 

IELTS Academic or UKVI 

Minimum 5.5 in each of the test 
areas. The test needs to have 
been taken no longer than two 
years from the date that the CAS 
is generated. City is currently 
accepting IELTS from all test 
centres and not just those 
identified by UKVI on  the SELT 
list 

 
Verification from the IELTS website 
should be uploaded to E:Vision (do 
not upload the certificate). If you 
need a login for the IELTS website 
contact the Head of Admissions – 
R.S.Broom@city.ac.uk 

 
Pearson test 

51 in each area. The test needs to 
have been taken no longer than 
two years from the date that the 
CAS is made 

 
Scan of certificate uploaded to 
E:Vision 

 
Trinity College 
(Integrated Skills) 

ISE11 – pass in each of the areas. 
The test needs to have been 
taken no longer than two years 
from the date that the CAS is 
made 

 
Scan of certificate uploaded to 
E:Vision 

 
GCSE English Language 
(including O level) 

Grade C. This includes O levels 
taken overseas that have been 
taught and examined by a UK 
examining board (i.e. Cambridge) 

 
Scan of certificate uploaded to 
E:Vision 

 
 

GCE A Level or AS Level 
English Language 

Grade C. This includes O levels 
taken overseas that have been 
taught and examined by a UK 
examining board (i.e. Cambridge) 

 
 

Scan of certificate uploaded to 
E:Vision 

IGCSE Grade C or above Scan of certificate uploaded to 
E:Vision 

 
 

IB 

English as a first language when 
taken at 'Standard Level' with 4 
points 

 

Scan of certificate uploaded to 
E:Vision 

 
 

IB 

English as a second language 
when taken at 'Higher Level' with 
4 points 

 

Scan of certificate uploaded to 
E:Vision 

City INTO & Kaplan 
ICL Pre-sessional 
and foundation 
courses 

Pass and at least 5.5 in each area 
of testing (for pre-sessional 
students) 

 
Transcript or certificate from INTO 
scanned and uploaded to E:Vision 

 
 

UCAS ONLY 
If qualifications are verified by UCAS during the summer results period we can accept this evidence 
without further scanned documentation. Evidence showing that this assessment was verified by 
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UCAS should be saved on E:Vision. If the qualification was taken in a previous year and is detailed in 
the ‘completed’ section of the UCAS form a scan of the certificate is required. 

 
 

Non-Acceptable Qualifications 
 

City does not accept any other qualifications for Tier 4 students as part of the English language 
assessment process. Specifically we are not permitted to accept: 

• Degrees taught in a non-majority English speaking country where the University states that 
they have been taught and examined in English 

• Degrees gained from UK universities but taken Overseas, this includes the University of 
London external programme 

• Work experience 
• Pre-sessional courses completed at providers other than INTO 
• Any other qualifications which are not listed above i.e. A levels in subjects other than English 

 
 

Further Information 
 

For any queries regarding English language qualifications and assessment please contact the Visa 
Compliance Team at visacompliance@city.ac.uk 
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Immigration History Form 
 

This form is intended for students who will require a Tier 4 visa to study in the UK. If you have a different kind of 
permission to study in the UK, you do not need to fill out this form, instead please send us a copy of your visa/leave 
to enter or remain/passport where appropriate. Please note: You cannot register on to a course at City using a Tier 4 
visa sponsored by a different institution. 

 
Before we can offer you a place at City we first need to ensure you are eligible for Tier 4 sponsorship. We need this 
information to check your proposed course of study against: 

 
1. UKVI rules on study time limits 
2. UKVI rules on academic progression. 

 
Please ensure that you include all study periods in the UK, including English language, short courses and incomplete 
courses. When returning this form, please send us a scan of your current passport and visa (if you have a current visa 
for the UK) 

 
Personal details 

 
Full name:    

 
Date of birth:    

 
Nationality:    

 
Are you applying for a visa inside or outside of the UK? 
□ Inside the UK 
□ Outside the UK 

 
 

Have you ever been refused a UK visa application for the purpose of study? 
□ Yes 
□ No 

 
If yes, when were you last refused a visa for the UK? 

 
 
 

What were the grounds for refusal? (You should also send a copy of the refusal notice with your completed form) 



Previous UK Academic History: 
 
 

Name of Institution 
(School/College/University) 

 

Course Title 
Did you 
complete this 
course ? 

 

Visa type 

 
Visa start 
date 

 
Visa expiry 
date 

   
Yes / No 

   

   
Yes / No 

   

   
Yes / No 

   

   
Yes / No 

   

   
Yes / No 

   

 

Please list details of any other period of time you have spent in the UK not listed above: 
 

 

Visa type 
 

Valid from 
 

Valid to 

   

   

   

 

Comments: Is there anything else you need to tell us? 
 
 
 
 
 

Declaration: 
 

I confirm that, to the best of my knowledge, I have provided complete and accurate information and that I have 
declared anything that could affect my immigration application or status in the UK. I also grant permission to City to 
make enquiries to UK Visas and Immigration (UKVI) which will enable them to confirm my immigration history. 

 
Signed:   

 
Date:   



 
 
 

1. 7 days after a student with non-EEA nationality receives a conditional or unconditional 
offer they receive an email from casrequest@city.ac.uk entitled ‘Important Information for 
International Applicants’ letting them know that they might require a Tier 4 visa. This email  
is for general information, however, at this point, students may start to email the 
CASRequest inbox with queries about their offer; these emails will go directly to the 
departmental folders. 

 
2. CAS       are       prepared       in       E:Vision       using       the        CAS        generation    

checklist: https://evision.city.ac.uk/urd/sits.urd/run/siw_lgn. In order to be granted access 
to the checklist you will need to have undertaken ‘Tier 4 Admissions and CAS Generation’ 
training. 

 
3. When you login to the checklist you can search for individual students by entering their 

student number and extracting the correct checklist (i.e. course for which CAS is to be 
issued). You can also search for multiple students by using wildcard function. If you 
accidently start an incorrect checklist you can leave this and move on to the correct one. 

 
4. You will need to complete all of the checks by providing the requested information and 

changing the check to a green tick. Information required for the checklist should have been 
gathered at the offer stage and can be added to the checklist at any point during the 
process. 

 
5. In order for the T&Cs check to be completed you will need to send the ‘CAS Confirmation’ 

email. You can generate the email by clicking on the ‘Email invite button’ on the checklist. 
Alternatively, you can email multiple students from ACD by using the letter code ‘T4-CAP’. 
For UG offer holders this email can only be sent once the offer has been accepted. The email 
asks the offer holder to log into E:Vision to confirm their personal details, upload their 
passport and accept our Terms and Conditions. In addition: 

 
- The email asks applicants to let us know if they do not require a Tier 4 visa. This might be 

because they hold dual nationality and have an EU passport, or already have a visa 
allowing them to study in the UK. Further information can be found 
here: http://www.ukba.homeoffice.gov.uk/visas-immigration/ 

- If a student does have dual nationality, please update their nationality on STU, REPORT 
FIELDS, making sure their EU nationality is first as this will prevent them receiving 
further emails about CAS/Tier 4. 

- Even if you have received a scan of the student’s passport, you may prefer to let the 
student upload it to avoid the confusion of duplicate records in SITS. 

- A reminder email can be sent at any point by logging back into the student’s checklist. If 
the student has completed only part of the task, this will remind the student to 
complete the part that they have not done. 

 
6. An email will be sent to the casrequest inbox to confirm that you can complete the checklist 

and the offer holder will receive a message letting them know that their CAS will be 
generated in 5 -10 working days.  As such, only send the T&Cs email if you are ready to 
start creating CAS. 

 
7. You will then need to: 

5. CAS Generation 

mailto:casrequest@city.ac.uk
https://evision.city.ac.uk/urd/sits.urd/run/siw_lgn
http://www.ukba.homeoffice.gov.uk/visas-immigration/


• Complete the E:Vision checklist and ‘Evidence used to obtain’- add information 
about what qualification the offer was based on. This information should be written: 
Qualification, degree title, institution, year. 

• Click on the ‘Extract VCR/Generate CAS’ button 
• Check and add any additional information to the VCR including: 

- Fees paid and due - make sure that any deposit is added to fees paid 
- Course Start and end date - always check this is correct 

 
8. Once the VCR is complete mark it as ready to be signed off by a supervisor. The supervisor 

will not get automatic confirmation that a CAS is ready so you will need to inform them. 
 

9. Once the CAS has been signed off by the Supervisor, the Visa Compliance Team will generate 
the CAS in SMS and send it by email to the student. CAS are generated twice a day, once in 
the morning and then in the afternoon. A copy of the CAS will also be sent to the 
departmental folder in CAS Request. 

 
10. Queries: 

 
- If a student contacts you to say that they have not received their CAS, you can 

check your CAS issued folder in the CAS Request inbox and re-send it from 
there. If not, contact Visa Compliance and the Visa Compliance Team will re- 
send the CAS 

- If a student lets you know that they have paid fees and this needs to be added 
to the CAS, please contact Accounts Receivable to check that the payment has 
been received by City and then email the Visa Compliance Team with the 
confirmation so that it can be amended. 

- If the student notices an error on the CAS, please contact the Visa Compliance 
Team who can create a sponsor note and re-send the CAS. 

- If a student is arriving late, you must let Visa Compliance know so that the last 
date of acceptance can be updated. If this is not amended the student will not 
be allowed to enter the UK. 

 
11. Please remember that once a student acquires the casrequest@city.ac.uk email address 

they may contact it for a number of reasons. It is therefore imperative that the inbox is 
checked on a regular basis. 

 
12. Emails coming into the casrequest inbox are not monitored or actioned by Visa 

Compliance. We can help you to answer queries if you are unsure about how to respond, 
however direct contact with the student should always come from the department. You may 
wish to refer the query to the Visa Advice Team if necessary. 
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6.   Tier 4 Timeline   
 

Step Action Who What When Email Name 
 
 
 

1 

Important Information for International 
Applicants’ Email to offer holder giving general 
information about immigration and Tier 4 visa 

process at City 

 
 
 

Automatic 

 
 

Sent to offer holders with Non-EEA nationality. No further action 
required - just for information 

 
1 week after offer 

(conditional or 
unconditional) 

 
 
 

Offer + 1 week 
 
 
 
 

2 

 
 
 

CAS Confirmation' Email to offer holder asking 
them to complete their terms and conditions 

 
 
 
Triggered by Admissions Officer sending email 

from evision CAS Checklist 

Email asking if offer holder requires Tier 4 visa. If not, they can confirm 
using online task. If yes, they will be asked to upload passport, confirm 
personal details and accept terms and conditions. If no response, need 

to re-send 

  
 
 
 

T4-CAP 
 
 
 

3 

 
Email to casrequest inbox confirming that offer 
holder has completed T&Cs and that CAS can be 

completed 

 
 

Automatic - sent once Offer Holder signs- off 
terms and conditions 

 
Automatic email sent once offer holder has confirmed their details. This 

is the trigger for the Admissions Officer to complete checklist and 
prepare CAS 

  

4 CAS checklist completed Admissions Officer Complete all parts of checklist until each section has a green tick   
 
 

5 

 
 

CAS details completed and sign off 

 
 

Admissions Officer 

 
 

Prepare CAS using information from application and sign- off 

No more than 6 
months before start of 

course 

 

 
6 

 
Supervisor Sign- Off 

 
CAS Supervisor 

Supervisor needs to be told that CAS is ready for checking. Supervisor 
checks CAS and signs off 

  

 
7 

 
CAS generated 

 
Visa Compliance 

Visa Compliance upload information from CAS checklist to UKVI's system 
twice a day and create CAS 

  

8 CAS sent to offer holder Visa Compliance Visa Compliance send CAS number by email to student  CAS-EMAIL2 
 
 
 

9 

 
 

Offer holder needs fees or information in CAS 
updated 

 
 
 

Visa Compliance 

 
Offer Holder contacts Admissions Officer and Admissions Officer informs 

Visa Compliance of required change. Visa Compliance update this in 
UKVI's system, update CAS and re-send to the offer holder 

  

 
 

10 

 
 

Offer holder makes visa application using CAS 

 
 

Offer Holder 

 
 

International Visa Advice can provide support for visa applications 

No more than 3 
months before start of 

course 

 

11 Offer Holder gets visa Offer Holder    
 
 
 

12 

 
 
 

Offer Holder gets a refusal 

 
 
 

International Student Advice 

 
Offer Holder informs University that they have received a refusal. 

International Student Advice speak with offer holder to confirm whether 
a valid application can be made in time for the start of the course 

  

 
13 

 
New CAS following refusal 

 
Visa Compliance 

Manually created by Visa Compliance after confirmation from Visa 
Advice Team that a valid visa application can be made 

  

 
 

14 

 

Offer Holder is asked to upload a copy of their 
passport and visa before registration 

 
 

Automatic 

 

Email asking Offer Holder to upload a copy of their passport and visa to 
speed up in-person registration 

 

1 week before start of 
course 

 
 

UKBA-INVITE 



 
 

Below is an example of the CAS document that offer holders receive with information about what 
you should check when you are preparing the CAS 

 
CAS number: E4XXXXXXXXXX 

 
Student Data 

Name TEST STUDENT 

Nationality Russia RUS 

Passport Number 51 5356219 

Date of Birth 30/08/82 

Sponsor Licence Detail 

Licence Number P7VG4XCY7 

Address Details 10, Northampton Square, London, EC1V 0HB 

Course Data It’s extremely important to check course level and start and end dates, if these are 
incorrect the student won’t get their visa or will get it for the wrong length of time 

Title MA Sociology 

Academic Level NQF Level 7 

Start Date 30/09/2015 Expected End Date 24/09/2016 

English Language Qualification Data 

 
Is SELT required? 

No – Always check that this information is correct. Please note if you 
have used SELT or institution assessed qualification it will say ‘HEI 
sponsor has made assessment’ 

Reason not required Higher Education Institution (HEI) sponsor has made assessment 

Progression Detail 

Previously a UK student No – Always check that this information is correct as progression 
statement approved by Visa Compliance may be required 

Finance Data 

Fees for first year or current 
year of course £12,500 – Always check that these are correct 

Course Fees Paid £0 – Always add if student has paid any fees (need to ensure that 
these have been confirmed by Finance) 

Documents to support application- Always add qualification information into this section and any 
other additional information that is relevant to applicant such as sponsorship. Do not use any 
commas or colons 

Details BA, English, University of Leicester (2005) –Always use format 
(qualification, degree title, institution, year) 

ATAS Certificate (if 
appropriate) N 

 

Date Issued: 23/02/2015- Date issued cannot be more than 6 months before the start of the course 

7. Preparing a CAS: What to Check 



 
 
 

City has an agreement with INTO and Kaplan to allow students to automatically progress to 
undergraduate and postgraduate courses with us if they meet certain criteria. To find out if any of 
your programmes have progression agreements in place please check with your Manager. 

• Results for Kaplan and INTO are sent to City in May, August and September. These will be 
students that in most cases have not already made an application to City. Information will be 
sent from Kristina Everett directly to the relevant member of staff. 

• At this point you will need to double check that the applicant meets the programme 
requirements and that they comply with all Tier 4 pre-admissions checks. You will then need 
to create the application record on SITS and make the student is unconditional. 

• Once you have made the offer you should send the applicant an email or letter to confirm 
their progression. They have already received something from INTO or Kaplan but this will  
be their first information from their course at City. 

• For August and September progressers it is vital that CAS are made as soon as possible as 
these students will have very little time to make a visa application. 

 
Pre-Sessional Students 

 
In addition to the Foundation programmes, INTO also runs pre-sessional courses for 6, 8 and 12 
weeks. These students will already have offers but you will need to make these unconditional and 
again make the CAS as quickly as possible to ensure that they can make a visa application. Please 
ensure that when you receive the pre-sessional results from INTO that you check  whether these 
meet your requirements before upgrading the offer to unconditional. 

 
What to put in the CAS 

Previously studied in the UK: YES 

Previous Academic Level: 

• For student progressing from Foundation: NQF level 3 
• For students progressing from Graduate Diploma: NQF level 6 
• For pre-sessional English student: CEFR B2 

English: 

Choose INTO/ Kaplan course for all levels and upload copy of certificate 

Text for ‘evidence used to obtain’: 

• Graduate Diploma in XXX from INTO City / Kaplan International College (remove as 
required), 20XX 

• International Foundation in XXX  INTO City 20XX 
• Foundation certificate Kaplan International College 20XX 
• For pre-sessional students put previous academic qualification (not pre-sessional course) 

8. Students Progressing from INTO and Kaplan 



 
 
 

Once offer holders receive their CAS they should begin making their visa application. There are a 
number of situations where they may require further help: 

 
Applicant needs visa application advice 

 
Any applicants that require advice should be directed to visaadvice@city.ac.uk 

 
Applicant needs information on their CAS updated 

 
Any updates should be directed to visacompliance@city.ac.uk. The Visa Compliance Team will  
update the Home Office’s SMS (Sponsor Management System) and send an updated CAS email to 
the applicant. This will have the same CAS number but amended details. 

Applicant receives a refusal 
 

If an applicant receives a visa refusal they must contact the International Student Advice Team 
(visaadvice@city.ac.uk) to discuss this. The International Student Advice Team & Visa Compliance 
Team will make a decision about whether City can provide another CAS. City has to assess this 
carefully as we are only permitted to have a certain percentage of visa refusals each year and 
therefore reserve the right to not issue a second CAS after a refusal. 

 
Applicant can’t arrive at City to start their course on time 

 
If the applicant can’t arrive in time and you are going to withdraw or defer them, please contact Visa 
Compliance with the information so that we can withdraw the CAS. 

If the applicant can’t arrive in time for the start of the course but you wish to extend the last date of 
acceptance, please contact Visa Compliance with a new last date of arrival. The Visa Compliance 
Team will update SMS so that the Home Office will extend this, but an updated CAS statement will 
not be sent out. 

 
Applicant has received an email asking them to upload a copy of their passport and visa 

 
This is sent to all new students a week before the start date of their course. Please encourage 
applicants to complete this task in order to ensure that students are processed quickly during 
registration. 

9. What Next? 
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SCENARIO: 
    

 
 

Applicant has query regarding 
visa application or a refusal 

Contact International Student 
Advice: visaadvice@city.ac.uk 

    

 
 

Progression 

 
Admissions Officer identifies 
that applicant wishes to 
undertake course at same or 
lower level 

Admissions Officer asks 
applicant to provide statement 
confirming why they wish to 
undertake course, as well as list 
of modules from previous and 
new course 

 

Admissions Officer sends 
form and statement to 
Visa Compliance Team 

 
Visa Compliance Team 
confirms progression 
statement for CAS or reason 
student cannot be admitted 

 
If applicant is not 
permitted entry, Visa 
Compliance emails reason 
for such decision 

 
 

5 Year Cap 

 
Admissions Officer identifies 
applicant may exceed 5 year 
cap 

Admissions Officer asks 
applicant to complete 
Immigration History form 
outlining all previous study 

 
Admissions Officer sends 
form to Visa Compliance 
Team 

Visa Compliance Team 
confirms progression 
statement or reason student 
cannot be admitted 

If applicant is not 
permitted entry, Visa 
Compliance emails reason 
for such decision 

 
 

English Queries 

Admissions Officer checks 
English meets City 
requirements by checking Tier 
4 English Language Policy 

 
If there are further queries the 
Admissions Officer contact the 
Visa Compliance Team 

 
The Visa Compliance 
confirms if English meets 
requirements 

 
Admissions Officer confirms 
with applicant if further 
test is required 

 

 

English Waiver Requests 

Admissions Officer contacts 
Visa Compliance Officer with 
information about applicant 
and reason for waiver 

Visa Compliance Team assesses 
request and passes to Assistant 
Director (Academic Operations) 
for decision 

Visa Compliance Team 
confirms decision to 
Admissions Officer 

 
Admissions Officer confirms 
decision with applicant 

 

 
Staff problems with access to 
E:Vision or CAS request inbox 

 
Admissions Officer contacts 
Visa Compliance Officer with 
problem 

 
Visa Compliance Team resolves 
issue or logs job with IS on 
behalf of Admissions Officer 

   

Applicant problems with access 
to E:Vision 

 
Admissions Officer advises 
student to contact IS 

    

CAS updates 
(e.g. Applicant has updated 
their passport, paid additional 
fees, etc.) 

Admissions Officer receives 
updated details from the 
applicant and sends 
information to Visa 
Compliance Officer 

Visa Compliance Team adds a 
‘sponsor note’ to the applicant’s 
CAS on SMS, and copies the 
‘sponsor note’ to VCR. 

 

Visa Compliance sends 
updated CAS to applicant 

  

10. Tier 4 Queries 
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Unconditional Offer 

(following completion of 4 
checks) 

 
Admissions Officer sends 
T&Cs email in evision CAS 

checklist 

 

Offer holder confirms their 
details and email goes to CAS 

Request 
 
 
 

Visa Compliance send information to the 
Home Office where the CAS number is 

generated. CAS number is imported into SITS 
and Visa Compliance send CAS to offer 

holder 

 
 

CAS Supervisor checks 
CAS and signs off 

Admissions Officer completes 
CAS checklist and CAS details 

and signs off (up to six 
months before start date of 

course) 
 
 
 
 

Offer holder receives 
CAS 

Offer holder makes visa 
application (up to three 
months before the start 

date of the course) 
 
 
 
 

Student identifies error in 
CAS or pays additional     

fees 

Offer holder receives 
refusal 

 
 
 
 
 

City Tier 4 Visa Process 

Details sent to Visa 
Compliance to update on 
CAS and re-send CAS to 

student 

 
 
 

 
Offer holder speaks to 

Offer holders who wish to make a Tier 4 visa application require a 
CAS number (Certificate of Acceptance for Studies) from City 

before they can make an application. In order to get the CAS City 
has to provide the UKVI (UK Visas and Immigration) with details 

about the student, their course and qualifications. The Visa 
Compliance Team upload this information into UKVI’s SMS 

(Sponsor Management System) and extract the CAS number 
which is then emailed to the offer holder. An offer holder needs 

a new CAS for each visa application. 

International StudentAdvice 
Team before confirmation that a 

new CAS can be produced 

 
Offer holder receives 
visa and commences 

course 



 
 

UKVI UK Visas and Immigration is a division of the Home 
Office and is the body responsible for the UK visa 
system 

Tier 4 Visa Students that need permission to study in the UK for 
longer than six months may require a Tier 4 visa. In 
order to apply for a Tier 4 visa they need a CAS 

Tier 4 Licence City is permitted to generate CAS  and sponsor Tier 4 
students as it holds a Tier 4 licence. As part of our Tier 4 
licence, City has a number of responsibilities which are 
set out in the Tier 4 Sponsor Guidance 

SMS The Sponsor Management System is the UKVI system 
that Visa Compliance have access to in order  to 
generate CAS. All CAS updates are made on SMS 

CAS The Certificate of Acceptance for Studies (CAS) is 
required by offer holders applying for a Tier 4 visa. The 
CAS is an electronic document which includes a unique 
reference number. A CAS number is valid for 6 months 
and can only be used once. If an application is refused,  
a new CAS will be required 

Non-EEA These are students that are not from the European 
Economic Area and therefore require a visa to study in 
the UK. Not all Non-EEA students will require a Tier 4 
visa but at the application stage we would normally 
treat an applicant as Tier 4 until they provide 
confirmation that they are not 

E:Vision Checklist CAS are prepared at City using the E:Vision checklist. 
Staff preparing CAS must confirm and upload all the 
required information before a CAS is generated in SMS 
by the Visa Compliance Team 

SELT A Secure English Language Test (SELT) is one of the tests 
approved by UKVI for English language testing 

ATAS Some courses require all Non-EEA students to obtain an 
Academic Technology Approval Scheme (ATAS) 
certificate before they begin their study. The certificate 
is valid for the duration of the course 

CAS request inbox All automated emails from City come from the CAS 
request inbox. Offer holders will respond to this so it is 
vital that it is checked on a regular basis 

Tier 4 T&Cs All applicants that request a Tier 4 visa are required to 
confirm that they understand and accept the City terms 
and conditions before a CAS can be generated for them. 
Students are requested to complete this information 
when the ‘Tier 4 T&Cs’ email is sent from the checklist 

HTS Highly Trusted Sponsor Status no longer exists and has 
been replaced by ‘Tier 4 Sponsor Status’ 

 

12. Glossary of Terms 
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