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Tier 4 Entry Clearance Guidance Last updated Mar 2020 

   HomeOfficeCompliance@salford.ac.uk 

 T: +44 (0)161 295 0023 option 3 then option 2 

 Online Tier 4 Entry Clearance Form (application made outside UK) Guidance 

You may complete the Tier 4 visa application once you have received a new CAS number 
from University of Salford. Please note that a CAS number is unique to each Tier 4 visa 
application decided by Home Office and cannot be re-used.   

You can access the Tier 4 online application form here: 
https://visas-immigration.service.gov.uk/apply-visa-type/tier4 

This application form will save automatically as you go through it. You don’t have to complete 
your visa application all at once. If you log out, it will again save automatically, and you will be 
emailed a link so you can return to the form later (see below) 

Your Name 

mailto:HomeOfficeCompliance@salford.ac.uk
https://visas-immigration.service.gov.uk/apply-visa-type/tier4
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Please remember the example below is just to give you an idea of what to expect when 
completing the form. You must ensure you complete your application with all details relevant 
to your own circumstances. The form is fully interactive, so the questions will vary 
depending on the answers you provide; it is very likely that you will have slightly different 
questions than appear in the example below. 
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1) Creating your application:

a)

Select this option. 

This option is only relevant if you have financial sponsorship 

from any of these bodies, but note that the Tier 4 

requirements are the same. 

b) You will then be prompted to select the country where you are submitting this

application.

This location will usually be your country of origin but it may also be the country you

are currently studying or working in. You are allowed to submit the Tier 4 application

in any country where you have some form of residence that is more than just a

visitor/tourist. You have to physically attend the appointment in the location that you

have selected.

Important point: If you are submitting the application in a country which is not your 

home country, then you will be asked what permission you have to be there later in 

the form. We will show this screen later in the guide. 

mailto:HomeOfficeCompliance@salford.ac.uk
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c) Once you click next, you will then be asked to declare that you can attend a visa

appointment at one of the listed cities. The list will depend on what country you

selected in the previous screen.

i. For American applicants, you will be shown a list of premium appointment

centres and individual US Dept. of Homeland Security locations in the

individual states.

ii. Some countries do not have their own visa application centres, and this

mean that you have to travel to another country to attend your visa

appointment in person.  You can check if this will affect your country here:

https://www.gov.uk/find-a-visa-application-centre

Make sure you can attend an appointment in one of the 

listed cities and select this option to continue. 

If you select that you cannot attend an appointment in one of 

these cities, then you will be asked to re-select your country 

in the next section or you can simply go back and re-select 

your country from the previous screen. 

When you start typing, you will see a drop down menu where 

you can then select the country of your choice. 

https://www.gov.uk/find-a-visa-application-centre
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d) Just two more screens and you’re done creating the application form.

Just note that you will have to complete 
separate form(s) for your dependant (s) if 
you have any, but simply click this 
button to continue. 

Please use an active email address as all 
communication from UK Visa and 
Immigration will be sent to this email. You 
will receive email confirmation after your 
registration is successful.   

Please create a memorable password that 
satisfies the securities requirements as 
suggested on screen.  You will need this 
password to return to the application once 
logged out, and the link for returning to this 
application form will be sent to your registered 
email address.   

You will be logged out for inactivity of more 
than 25 minutes for security purpose.  

Your Email address 

Your Email address 
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2)Completing the application form: Personal
details, CAS and address

Great! You’ve now created the application form and it’s now time to complete the required 

information. The application form is pretty self-explanatory and will provide extra information 

in the light blue sections if needed. 

e) First, enter your name exactly how it is written in your passport.

Given name = First name. 

Family name = Surname (sometimes called 

a last name). 

If you have a middle name or a suffix (e.g. Jr) 

then you can include this in your given name. 

If you do not have a given or a family name, for 

example, you only have an extended family 

name, then you can click this option. Then click 

the “I do not have both a given and family 

name” option which appears after. An extra box 

will appear where you can state your name. 

If yes 

If you select yes, 

this next page will 

allow you to input 

your previous name. 

You can answer no to this question if you have 

never changed your name, but if you have 

officially changed your name (e.g. changed your 

name from marriage) then you can select yes. 
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f) After you complete your name, you will then be prompted to input your CAS number.

You may not have your CAS number yet and you cannot complete this application

form without one.

You can select yes and copy/paste your CAS number 

in this field. The form will not let you continue unless the 

CAS number is valid. 

If you don’t have your CAS number yet but want to 

continue drafting the form whilst you are waiting for it, 

you can select no and continue with the rest of your 

form. You will just have to remember to put this CAS 

in later. 

Important point: Anytime during this application, you can select the “Show and edit 

answers” option to show all of your previous answers. You can select “change” to edit your 

answers before you submit. E.g. inputting your CAS number at a later date 



7 
Tier 4 Entry Clearance Guidance Last updated Mar 2020 

g) Your home address will refer to the address you are currently living overseas. The

UKVI will rarely call you but in the event they do (e.g. for a credibility interview) it is

important to provide an accurate phone number.

Postal code = Zip code/Post 

Code/CAP/NPA/CEP/PIN 

You can find a list of 

calling codes here. 

You can add more 

telephone numbers if 

needed.

http://www.nationsonline.org/oneworld/international-calling-codes.htm
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h) You can enter the approximate time you have lived at your home address. Just round

up the time lived to the nearest whole number.

You can select days, 

weeks, months or 

years. 

If you select other, then another box will 

appear where you have to explain your living 

situation. For example, if you live 

permanently in a friends family home or you 

are in care. 

i) This question actually refers to your assigned biological sex. Select the sex that is

listed on your passport or your official travel document.

If you are currently in a 
relationship, but do not 
live together or live 
together for less than 2 
years, please select 
‘single’ If you have been 
living with this partner 
for more than two 
years, then select ‘ 
unmarried partner’  

You can select 
“unspecified” if you 
would rather not state 
your sex or if there is 
ambiguity. 
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3) Completing the application form: Passport,
immigration status and travel details

That should be all of your own general personal information completed now. The next 

few pages will ask for information about your passport and immigration details. 

Remember to refer to the light blue sections for more information if needed. 

a) This section is pretty straightforward. You should state your main nationality and the

UKVI will process your application using one nationality. However you need to

declare if you hold multiple nationalities too.

Enter your main 

nationality here. 

If you hold multiple nationalities, then you can click 

this option and another box will appear. You can then 

enter as many nationalities as you hold. 

Remember the UKVI will only process the Tier 4 

application according to your main nationality. For 

example, if you want to be considered under another 

nationality, like a low-risk national, then you should enter 

this as your main nationality instead. 

Chinese 

nationals 

only 

The “place of birth” will vary depending on 

your passport, it might be the city you were 

born, the state or the province. If your 

passport does not state your “place of 

birth” then you can just write the country 

you were born in again. 

b) This section is for Chinese nationals only: You will just need to enter the province

you were born in.

Click this option for 

a list of all Chinese 

Provinces if you are 

unsure
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c) You will then be prompted to add your passport details. This should be your current

passport details, the next section will deal with previous or other passports.

Check your passport 

for the “place of issue”. 

This again, is usually a 

city, province or state 

but could also be an 

official government 

body. 

d) Now these next pages will ask if you have any other passports. If you don’t then you

can select “no” to continue onto the next section about national identity cards.

If yes 

If you select yes, then you will be 

prompted in the next screen to input your 

other passport details. These could be 

passport details from your second 

nationality or from an expired passport 

that holds more travel information. 
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e) If your country issues a National Identity Card (NIC), then you need to state the

identity card number here. You are not obligated to provide your NIC as a mandatory

document for your Tier 4 visa application, you just need to declare that you have one

and state the number. However, it is a good idea to bring your NIC to your visa

application appointment as you are always meant to have it on your person.

Only if 

applying in 

another 

country 

where you 

are not a 

national 

Having a NIC is dependent on your own 

government’s laws and you should 

check with your government if a NIC is 

meant to be compulsory. If a NIC is not 

compulsory in your country but you still 

have one, you should still state it here. 

You can find a list of countries that have 

compulsory/non-compulsory NICs in 

this wiki page but please do check your 

own government’s information if you are 

not sure. 

f) This next section will only appear if you are applying in a country where you are not a

national. Remember, to meet the UKVI requirements to apply in a country that you

are not a national of, you need to be in that country legally with more than

tourist/visitor permission.

For example, if you are a Chinese National but you 

are studying in the USA, then you can input your study 

visa details here. Or if you are working in another 

country, then enter your work visa details. 

Permanent resident will mean that you have no time 

limited restriction on your stay in that country. For 

example, you are a Chinese National but have a 

green card to reside in the USA permanently. 

If neither option applies, then you can select this 

option but you then must explain in what capacity you 

are residing in this country. For example, you are 

waiting for a visa decision or you are exempt from 

immigration control(diplomat). 

https://en.wikipedia.org/wiki/List_of_national_identity_card_policies_by_country#cite_note-privacy-international-1
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g) For this next section, you need to write the date you “plan” to arrive in the UK. This

date can affect when your Tier 4 visa will start. If the visa application is successful,

the Tier 4 visa will start either 1 month before your course start date (that is listed on

your CAS), or 7 days before the date you plan to arrive in the UK, whichever is later.

Important point: Remember to be mindful of your “date of enrolment” and when it is 

you should arrive for welcome week activities. If you think you will be arriving late, 

please email Salford-CAS@salford.ac.uk;  

Remember that you shouldn’t state that you intend to 

stay in the UK longer than your course length. Look 

at the course start and end date on your CAS to 

work out your course length e.g. 1 year or 4 years. 

We advise to just write the length of your course. 

mailto:Salford-CAS@salford.ac.uk
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4) Completing the application form: English
language

h) This question is only asking what language you would “prefer” to be spoken with if

the UKVI ever have to speak with you. For example, if they need to contact you

regarding a credibility interview.

i) This question refers to whether you previously studied, or have just finished studies

in the UK with a Tier 4 (Child) visa. You can only get a Tier 4 (Child) visa up until you

are 17 years old so this may be if you studied GCSEs or A-Levels prior to degree

level studies.

You can also study A-

Levels with a Tier 4 

(general) visa when you 

are 17 years old, so you 

must double check if you 

had a Tier 4 (child) visa. If 

you do, it should be clearly 

state on visa.

Whilst you can select other and input yo language, you must 

remember that on requirements is that you can  

speak English at a proficient level.  

It is possible that the English preference will be  

considered as a risk factor assessing your credibility. 
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[Type here] [Type here] [Type here] 

j) During the admissions process, you would have provided evidence that you met the

English language requirements for your course. Our admissions team assess that

you have met the English language requirements, they will input information into the

CAS which will say whether the HEI (University) has made an assessment or used

an alternative such as IELTS.

Please select Yes 

If your CAS says that the university has 

made the assessment on your English 

language ability then you can select yes. 

This will usually be if you will be studying a 

degree level course in University of Salford. 

However, if the CAS does not say we have 

made the assessment, for example you are 

doing a pre-sessional course or we have used 

your “IELTS academic for UKVI” test, then you 

have to select no because you must provide 

your English qualification with your visa 

application. 
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5)Completing the application form: 
Dependant and family details 

k) This section will focus on your family and this question refers to family members that

depend on you both financially and physically.

If you have no people financially 

dependent on you then simply 

answer no and continue with the 

form. 

If you do have people financially 

dependent on you, you can 

answer yes and you will then be 

prompted to put in their details in 

the next page. 

If yes 

Remember that only Tier 4 students who are studying a postgraduate course of 

over 9 months, or government sponsored students who are studying courses 

that are over 6 months long can have dependants with them in the UK. So if 

you indicate that the person will be travelling with you, make sure they have the 

right visa to come to the UK e.g. a dependant or a visitor visa. 

You will be prompted to input that person’s passport details if you answer yes. 
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l) You will need details of your parents for these questions. It does not matter what

order you list your parents, just make sure that the information is accurate.

If you don’t know any 

of your parent’s 

details click here. 

If you only know information about one of 

your parents, complete the first parent 

section and click here on this section. 

This question refers to if 

one of your parents has 

ever changed nationalities, 

e.g. through naturalisation.

If they have then you will be

asked to declare their

previous nationality.

m) This question will ask you for details of all the family that you know live in the UK.

Even though the notes do not ask about family such as uncles, aunts or cousins, we

would advise that you still declare all family members you know about. This is

important because a later follow up question will ask if you will live with these family

members.



17 
Tier 4 Entry Clearance Guidance Last updated Mar 2020 

If yes 

Temporary visa could be a study/work/investor/visitor or spouse 

visa. You will be asked for the relative’s passport number to 

verify. 

This indicates your relative has permanent residence in the 

UK i.e. indefinite leave to remain or they are a British/EU 

national. Again you need their passport details to verify. 

If you select this option, then a box will appear where you must 

explain in what capacity you are residing in this country. For 

example, they are waiting for a visa decision, they are exempt 

from immigration control or they are residing in the UK illegally 

(undocumented). 

If you can’t get in touch with your relatives to get the correct 

information then you can select this option but another box 

will appear which will ask why you can’t contact them. 

Keep 

inputting 

relative 

details to 

the best of 

your 

knowledge 



18 
Tier 4 Entry Clearance Guidance Last updated Mar 2020 

6)Completing the application form: 
Travelling and accommodation 

This will be a short section asking about some travel information and accommodation plans. 

It is alright if you haven’t confirmed accommodation plans at the time you make this 

application, this application form will allow you to explain the situation. 

n) This question refers to whether you are travelling to the UK as part of an organised

group. For example, if you are travelling to the UK as a large group organised by an

international agent, or a part of an official exchange programme and you will all be

arriving at the same time, then you are part of an organised group.

Answer yes if you are part of a group 

and you will then have to enter the 

name of the group. 

Simply answer no and move on if 

you are not part of an organised 

group. Note that if you have just 

used an agent to help with your 

course/visa application but are not 

part of a large group that will arrive 

in the UK at the same time, then still 

answer no. 

o) If you were planning to travel to the UK with anyone then you must answer yes to this

next question and declare their information here. This refers to if you and this other

person will be arriving at the same time.

This other person can be a parent, 

friend, fiancé, spouse, child, 

colleague or employer. 

If you are travelling by yourself, then 

just answer no and move on. 
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p) You will only see this question if you answered yes to having family in the UK. Skip

if you declared that you had no family in the UK

If you will be staying with a family 

member that you previously 

declared then select them here and 

the next page will be to enter their 

address and contact details as well 

as your planned date of arrival. 

If you will not be staying with that 

family member then don’t tick 

anything and just select save and 

continue. 

You will then be asked if you will stay anywhere else in the UK (e.g. a hotel, employer 

accommodation, a private home with friends/hosts, university accommodation) to which you 

can either select yes or no. If you select yes then you need to enter that address and contact 

details in the page after. 

q) If you didn’t declare that you had family in the UK then you will just see this question.

“Made arrangements” will mean 

already confirmed (maybe paid for) 

accommodation in the UK. 

Remember that it is ok to not have 

anything confirmed just yet, the 

UKVI will understand that most 

people will not confirm 

accommodation until the visa is 

issued. 
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If you select yes then you will see this page where you have to input the address planned 

and date of arrival. 

For example, if you will be living with 

a friend, then input their name and 

address here. 

If you are staying in university 

accommodation and already have a 

room offer in a hall, but do not know 

the specific flat or room, please look 

online 

(https://www.campuslivingvillages.co

.uk/salford/ ) for postal address.  

If you select no then you will see this page where you can explain your accommodation 

plans. 

For example, if you have applied for 

university accommodation but not 

yet received confirmation then 

explain that here. Or if you will be 

staying somewhere temporarily (e.g. 

a hotel or friends house until you find 

your own place), then you can 

explain that here too. 

https://www.campuslivingvillages.co.uk/salford/
https://www.campuslivingvillages.co.uk/salford/
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r) The form will then ask for any other places you will be staying in the UK. If you have

already confirmed other places you will be staying then answer yes and repeat the

above process. Just answer no if you have no other confirmed accommodation.
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7)Completing the application form:
Immigration history and national insurance
number

This will be quite a long section asking questions about your travel/immigration history. If you 

have travelled extensively then we advise that you have your passports with you so you can 

refer to the entry/exit stamps if necessary. 

s) This question is specifically about travel to the UK in the last ten years. Count 10

years back from the date you plan to pay for the application. For example, if you are

going to pay for the visa application on the 1st Sept 2018, only count trips to the UK

from 1st Sept 2008. Most entry and exit stamps in your passport will be dated.

Select the appropriate answer and 

if you have visited the UK before, 

you will then be prompted to input 

the information on the next page. 

Tourism = holiday. 

Business = visit to specifically conduct 

business e.g. sign contract, attend meeting. 

Study = previous courses in the 

UK, whether at a university or not. 

Transit = Layover between travel between 

two countries. 

Other = could be anything not covered by 

the above. For example, attending a 

conference, university open day. 

State the month/year you entered the UK 

here, you aren’t expected to have the 

exact date. Then enter the approximate 

time of your visit. E.g. 2 weeks 3 days, 

round up to 3 weeks. 

If yes 
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   Medical treatment means if you ever had to 

visit hospital or a GP/Doctor whilst you were in UK, 

either for an emergency or appointment. Buying 

medicine from a pharmacy s not count as medical 

treatment. 

If you stated you have visited the UK more than once, you will be asked to input another 

visit. You will only need to enter up to two visits even if you select that you have visited more 

than 6 times so just enter the two most recent visits. 

t) This question asks about any medical treatment in the UK. The UKVI want to see if

you have any unpaid medical bills because this could be a reason for refusal. If you

are aware of any unpaid medical bills in the UK please contact us for advice before

you submit this visa application.

If yes 

You will have input the details of either the 

hospital or doctor’s office you visited and you 

may have to google the exact address. 

Please contact us for advice if you were 

unsure if you had to pay or not. Usually, being 

asked to pay involves being invoiced or being 

asked for health insurance information. 

Please refer to this link to find out what medical 

treatment is free in the UK. 

Remember, an unpaid medical bill can lead to 

a visa refusal so make sure this is right before 

you submit the application.

https://www.ukcisa.org.uk/Information--Advice/Studying--living-in-the-UK/Health-and-healthcare#layer-4074
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u) This question asks if you have ever applied for “Leave to Remain” in the UK. This is

just the technical term for “applying for a visa inside the UK”. For example, if you

applied to extend a visa whilst you were in the UK or applied to switch to a different

visa.

Important point: Just so you know: 

1) Leave to remain = Applying for a visa whilst you are in the UK.

2) Entry Clearance = Applying for a visa whilst you are outside the UK. If you’re

reading this guide, you’re applying for Entry Clearance.

If you have ever applied for leave to remain, 

select yes and then you will be prompted to 

enter the month you applied for the visa. This will 

be the date you paid for the visa application. 

Check back through old emails as you should 

have been sent a payment confirmation. 

You should state if that application was 

approved or refused. If the application was 

refused, you won’t be required to input the 

reason for refusal here but will be asked about 

refusals later. 
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v) This question is regarding national insurance which is similar to a social security

number. If you haven’t been to the UK before then you will not have a national

insurance number. You have to physically be in the UK to apply for one and it is not

mandatory to get one.

If you don’t have a national insurance number 

then just select no and carry on. If you know you 

have a national insurance number then select 

yes and input the number when prompted. 

Most of the time, international students will get a 

national insurance number so they can get a 

part time job. 

For further details please see here: 

https://www.gov.uk/national-insurance 

w) This section is similar to section 7a but asks how many times you have travelled to

Australia, Canada New Zealand, USA and the Schengen Area.

Select the appropriate answer and if 

you have visited these places before, 

you will then be prompted to input 

the information on the next page. 

If yes 

This box will only appear if you have stated you have 

travelled to the Schengen area before. You will then have to 

state what country in the Schengen area you have travelled 

to. 

Please refer to this link listing all of the countries in the 

Schengen area if you are unsure. 

Refer to notes on section 7s for guidance as the sections 

are very similar. 

https://www.gov.uk/national-insurance
https://www.schengenvisainfo.com/schengen-visa-countries-list/
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Like with section 7s, even if you answer that you visited these places more than 2 times, you 

will only be prompted to input two visits. So only input the two latest visits to these places. 

x) Once you finish this section, you now must do the same thing regarding all other

countries.

If yes 

After you complete this section you 

will be asked if you have visited any 

more countries. 

If yes, you will be asked to input those 

details too and this is not limited to 2 

entries. You must keep stating all 

countries you have visited within the 

last 10 years. 

We appreciate that this can take a 

while but we advise you to be as 

accurate as possible. If you are in a 

situation where you cannot name all 

the countries you have visited as 

there are too many, (e.g. you live in 

Malaysia but travel to Singapore  

every day for work) then see the 

guidance notes in the additional 

information section later in this guide. 

Select no once you have listed all 

the countries you have visited
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8)Completing the application form: Immigration,
criminal problems and specific employment

Even though this next section is relatively short, we must point out that it is extremely 

important that all information in this section is as accurate as possible. 

Important point: Just because you have had a previous visa refusal or had a previous 

crime/penalty, does not mean that this visa application will be refused. It is just important that 

you declare any refusals or crimes as the UKVI will conduct mandatory background checks 

on all applications. If they find out you did not declare a previous refusal or crime/penalty, 

even if it was a very minor one, then the UKVI can automatically refuse an application and 

apply a 10 year ban from the UK for “deception”. This kind of refusal is extremely hard to 

challenge and will likely prevent any future study in the UK and possibly visiting the UK. 

Ignorance is not an excuse. If an agent is completing this application on your behalf, make 

sure they know about any previous visa refusals and also make sure that you are aware of 

any past refusals if you travelled when you were younger with your parents. 

y) This first question only relates to issues with UK immigration. If you have had no

issues with UK immigration then simply answer “no” and continue.

Select yes if you have had any of 

these listed issues. You will then be 

prompted in the next section to 

explain. 
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Here is some help with the terminology in this question as it can be confusing. For example, 

deportation and removal sound the same but are two different legal procedures. If you are unsure 

about something, please contact homeofficecompliance@salford.ac.uk for advice. 

- Refused: if you applied for a visa before travelling to the UK or for an extension inside the UK

and this application was refused. You will have received an official “refusal notice” if a visa

application was refused. This is quite common and please declare all refusals you might have

had.

- Deported:  If you were in the UK and for some reason relating to the “goods of the UK

public”, you were forced to leave the UK. You would have received a “deportation order” and

legally not able to return whilst the deportation order is still in force. This is a very serious

situation and you should know if you have ever been deported from the UK.

- Removed: Similar to deportation but slightly less serious. You can receive “removal

instructions” for a variety of reasons like if you overstayed your visa, came here illegally etc,

and the UKVI confirmed you had no further right to remain in the UK.

- Required to leave: This again can be for a variety for reasons but the likely scenario is if you

had a visa which was cut short (not cancelled) and received a “curtailment notice” then a

condition of having your visa cut short would be that you are required to leave the UK earlier

than expected.

- Refused entry at the border: If you were refused entry at the airport for whatever reason then

you have to declare this. It is technically a visa refusal for non-visa nationals (those who can

request a visa on arrival).

z) If yes, you will then be expected to give

details of the immigration problem. Once

you finish this section, you will be asked

if you had any further problems with UK

immigration. List as many as you

have and then continue.

We advise that you have previous 

correspondence from the UKVI 

ready to refer to for specific 

information and dates. If you no 

longer have this information, 

please contact 

homeofficecompliance@salford.a

c.uk  as we may be able to obtain

it from the UKVI directly.
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aa) Once you are finished with this section, you will then be asked the same thing about 

any immigration problems you might have had with other countries not including the 

UK. Whilst different countries may have different definitions of deportation, removal 

etc, the principles will be the same. 

Select yes if you have had 

immigration problems with other 

countries and like above, you will 

then be prompted to give 

information similar to the above. 

If you haven’t had any immigration 

problems with other countries, 

select no and continue. 

bb) This next question is asking about crimes and civil penalties (fines) for both the UK 

and other countries, including your own. Similar with immigration problems, you 

should be declaring anything which could constitute a crime or civil penalty, even if 

you think it was very minor (e.g. a parking/speeding ticket) as it is better to declare 

issues than possibly be accused of deception later. 

If you haven’t had any issues with crimes/civil penalties. Select no and continue. 

Select yes if you do have any criminal convictions/other penalties you want to declare. Like with Immigration 

issues, the next page will allow you to input the information. 

“Conviction” would mean that you have been formally found guilty of a crime and some kinds of punishment has 

been imposed. But please remember about the other categories listed here too. 

See here for guidance about what is a “spent conviction” and “unspent conviction”. You have to declare both. 

If yes 
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cc) These next few questions will ask specifically about War Crimes, Terrorist activities,

links to Terrorist Organisations and if you hold any Terrorist views. Just remember

that you are expected to answer honestly and if you do state yes to any of these

questions, another box will appear where you can give further information. For

example, if you previously given support to a terrorist organisation but now denounce

and no longer support them, then it would be best to explain the link as opposed to

omitting it. Like the above, any omissions which come to light later during the UKVI

mandatory background checks, will likely result in you being accused of deception

and face a ban from the UK.
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dd) This last question will ask you if you have worked (paid or unpaid) in any of these

specific sectors in any country (Armed forces, Government, Media organisations,

security organisations or the Judiciary). If you answer yes to any of these then a box

will appear where you can give further information.

Again, be as honest as possible 

and if you have worked in any of 

these organisations, even if it was 

a very minor role or compulsory 

(compulsory military service) then it 

is best to declare it instead of 

leaving it out. 

Select the last option and continue 

if you have never worked in any of 

these organisations. 
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9)Completing the application form: Tier 4 
sponsor, course details and financial 
evidence 

You are almost finished with the form and this last section will ask questions about your 

course and The University of Liverpool. You may need to have your CAS before you can 

accurately complete this section but we will give as much general information as possible to 

help you prepare this section. 

ee) You won’t need your CAS for this section. Just copy the address and sponsor license 

number exactly as in this screenshot and then continue. 

The correct answer for this 
question is that you will be 
studying at a “Higher Education 
Institution”. This is another term 
for “University”. 

9DFMKXFW4 

University of Salford 
The Crescent 

Salford 

M5 4WT 
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   You will be studying on the 
main campus so the answer 
here should be: “Yes”  

ff) This question about UCAS is only relevant if you’re applying for a bachelor’s course. 

This is because you can only apply for a bachelor’s course in the UK through the 

UCAS portal system. 

If you did apply for your 
course through UCAS (for 
your bachelors course), 
select yes and input your 
UCAS number here. 

If you didn’t apply through 
UCAS, e,g, you or your agent 
applied directly to the 
University for your masters, 
PhD, Pre-sessional course, 
just select no and continue. 

University of Salford, 
Crescent, Salford. M5 4WT 
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gg) This question is about “ATAS” and this isn’t relevant to everyone. An ATAS is 

mandatory clearance certificate which you need for certain postgraduate courses, 

(mostly science and engineering type courses). 

You should be told if you need an 

ATAS by our admissions team when 
you receive your offer. You can find 
what courses need an ATAS 
certificate here. 

If you have an ATAS certificate then 
you should select yes and enter the 
ATAS reference number here. 

If you need an ATAS, then you 
need to make sure you have the 
ATAS certificate approved (and the 
physical certificate) before you 
submit this application. 

Select no if you do not need an ATAS 

and continue. 

If you are unsure if you need an 
ATAS, please contact us to find out 
as the ATAS is an extremely 
important document to have before 
applying for this visa. You can 
contact us via our details on the 1st 
page or Salford-
ATAS@salford.ac.uk  

hh) This question is about “official financial sponsorship”. Remember, official financial 

sponsorship is not the same thing as receiving money from family. If family is helping 

you pay for your course, you are still a “self-funding” student. 

If you will be receiving money for your living costs and 
course fee from any of these organisations, then you 
will be receiving official financial sponsorship: 

1) UK government (British council) or your home,
national or state government

2) A University/school either in the UK or overseas

3) An international company/organisation

If you will, then select yes and then select one of the 

three options before continuing. 

If you are not receiving any money from an official 

financial sponsor, then select no and continue. 

https://www.gov.uk/guidance/find-out-if-you-require-an-atas-certificate
mailto:Salford-ATAS@salford.ac.uk
mailto:Salford-ATAS@salford.ac.uk
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Important point: Remember that proving you have official financial sponsorship is important 

so you can show you have met the financial requirements for this Tier 4 visa application. 

1) Your CAS will not state any information about your sponsorship.

2) You will need to have an official letter to show your sponsorship. If your sponsor will

be covering all of your course fees and more than £1,015 a month for living costs,

then you only have to provide this letter to meet the financial requirements.

3) If your sponsor is not covering all of your tuition fees or giving less than £1,015 per

month for living costs, then you still need to provide an official bank statement which

shows you can cover the difference.

ii) This question asks about whether you have the correct financial evidence for this

visa application (assuming you don’t have official financial sponsorship covering all

course fees and more than £1,015 a month for living costs)..

If your financial evidence is your own, it is your 
bank statement and has your name on then you 
can select yes to this and continue. 

If your financial evidence is your own, it is your 
bank statement and has your name on, then you 
can select yes to this and continue. 

If your financial evidence is not in your name, for 
example, you are using your parent’s financial 
evidence then you should answer no and declare 
what proof of relationship you are providing. 

Remember, you can only use financial evidence 
in your own name, or your parents/legal 
guardian, not other family or friends . 
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jj) For this section, you will likely need your CAS before you can complete it as you 

need to copy and paste the information into the section. Simply copy the course 

name and start/end dates into the relevant sections as required. 

The way qualification levels are determined has 
recently changed and your CAS email will refer to 
a “QCF_NQF __” level. 

QCF_NQF is now referred to as RQF/SCQF so 
make sure you select the right level in 
accordance to this list: 

1) QCF_NQF 5 = RQF5/SCQF 9 - Foundation

2) QCF_NQF 6 = RQF6/SCQF 10 - Bachelors

3) QCF_NQF 7 = RQF7/SCQF 11 - Masters

4) QCF_NQF 8 = RQF8/SCQF 12 – PhD

This should always be 

NO 

You will then be asked to give the 
course start date and course end date 
for your course. Please use the dates 
on your CAS statement to answer these 
questions. 

University of Salford 
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kk) Please always answer “No” to this question as the University of Salford does not 

run our on - campus accommodation, any funds already paid towards it will be 

considered as payment into a private accommodation therefore will not be 

counted for visa application purpose.  

The answer to this questions 

should always be “No”  

ll) This is the very last question in this section. This question just asks about your

course fees and if any has been paid already. They ask this because it will affect

your financial requirement.

Enter your full course fee here. This should be on your 
CAS statement. 

If you have already paid some money towards your 
course fees, then select yes then state how much you 
have paid. 

Except for a deposit for some courses, you are not 
expected to pay any tuition fees until after enrolment. It is 
your choice to pay tuition fees early. 

If you find any discrepancy between the funds you have 
paid towards the university and what is stated on the 
CAS,  

Please contact our admission CAS Team via  Salford-
CAS@salford.ac.uk  

mailto:Salford-CAS@salford.ac.uk
mailto:Salford-CAS@salford.ac.uk
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10) Completing the application form: Additional
information, financial documents and confirmation

We would now advise you take some time to go back over your form and check there are no 

mistakes before you submit this application. 

Important point: You will not be able to revise any of your answers once you have 

submitted this form. You will either have to continue with payment in order to finalise the 

application, or just abandon it and start a new one if the mistake you made was serious e.g. 

you forgot to declare previous refusal. 

a) You can use this final section to list anything else about your application you may

want the UKVI to know. For example, you can use this space to explain:

❖ That you can’t fit all travel dates in previous section;

❖ You don’t need a new TB certificate if applicable (you lived for at least 6

months in a country where TB screening is not required by the UK, and

you’ve been away from that country for no more than 6 months);

❖ Give more information about previous immigration problems, crimes or

penalties;

❖ Provide information about healthcare you may have accessed in the UK;

❖ Explain this is a visa extension for a course you are already studying and

have only returned home temporarily to extend the visa;

If you have nothing to enter, 
just leave this section blank 
and press continue 
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b) Once you have finished everything, you will be given an overview of your whole form

where you can easily check your answers.

Click here to 
continue when 
you are done 

If you need to change any 
answers, click here and 
you will be allowed to revise 
the answer.
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11) Confirming your Documents

This section is different depending on your nationality and whether you are a national of a 

differentiation arrangement country (see here) so are not required to provide financial or 

academic documents at the time of the application. However, you do still need to meet the 

requirements at the time of application, so we strongly advise you to prepare all 

documents, failure to provide them when asked will mean your application is refused. 

You MUST include any ATAS or TB certificate if required. 

Only some nationalities will see this 
question. If you are not eligible to apply 
under the differential arrangements the 
next section will be shown. 

The next section asks you to list the financial evidence you are sending to support this 

application (if you are applying under differential arrangements and ticked ‘no’ to the above, 

you will not see the section below). Remember, the financial evidence are the documents 

(Bank statement, letter, etc) that you are using to prove you have met the financial 

requirement which is that you have held £9,135 (max living costs) and remaining tuition fees 

for 28 consecutive days with the closing balance dated no more than 31 days from the date 

of your application. 

Next You will then be prompted to add 
more documents and if you are 
using more than one financial 
document to prove you have met 
the requirement, keep listing until 
you are done. Select no and 

continue when you are done. 

List the bank/financial institution your financial 
evidence comes from here and then select the type of 
document it is. Usually, it would be a “bank statement” 
but if you are unsure about what document you have, 
please contact us. 

https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-h-tier-4-documentary-requirements
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c) You will be asked to complete a “checklist” of all of the required documents for this

visa application. REMEMBER this checklist does not always show you every

document you need and there are sometimes documents not listed which you

definitely also need to provide. If you doubts, please get in touch.

This will simply be checking all the boxes and then pressing 

continue to progress through the form. 
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d) This is the very last question and once you past this point, you will not be able to

revise any information.

We encourage you to read what you 
are agreeing to (Terms and 
conditions) before you accept and 
once you are done, press this
button to continue. Remember, 
you cannot change any answers if 
you go past this point. 



43 
Tier 4 Entry Clearance Guidance  Last updated Mar 2020 

11)Paying the Immigration Health
Surcharge

Once you complete the application form, you will then be directed to pay the Immigration 

Health Surcharge. Remember, this is a mandatory payment which you must pay to 

complete the form and the amount you pay depends on how long the visa will be. 

Just keep pressing continue 
to progress through the form. 
You will reach a page with 
some missing information 

a) You will then reach this page where you will need to answer some questions to fill in

the missing information in order to progress.

Besides the missing 
information, most of this form 
will be pre-populated with 
information you inputted 
during the application form 
which you cannot change. 

Select the parts in red to start 
completing the relevant 
sections. 
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b) For “Add where you are planning to stay”, answer exactly as in this picture.

Both answers in 
this section should 
always be no. 

Press continue 

when done. 

c) For “course start and end dates”, this will depend on the information on your CAS

Copy course start and end 
dates exactly as in your 
CAS. This should match 
what you put in your 
application form. 

NQF (or RQF) level 7 refers to a 
postgraduate qualification, so 
either a Masters or MEng. 

Masters is usually a one year taught 
course. MEng is a 4 year 
undergraduate enhanced course 

Calculate the time between 
your course start and end date 
(on your CAS) to confirm this. 

Please put NO 

Continue 

when done 
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d) You will then be asked to review all your answers and we advise to just make sure

everything is correct.

Please remember to check 
your course start and end 
dates are correct as this will 
affect the amount you have 
to pay for immigration health 
surcharge. If you pay the 
wrong amount, this could 
delay your application. 

This question is only relevant if you are 
applying for a dependant visa or spouse visa. 
If you’re applying for Tier 4, just ignore this and 
press “these details are correct” to continue. 

Again, we encourage you to read 
the terms and conditions before 
you agree to them. Once you are 
ready press “I agree” to continue. 
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e) Once you agree to the declaration, you will be presented with the amount you have

to pay.

f) You will then be directed to an online

payment portal to pay the agreed amount.

You will be given a reference number

once you pay.

This amount will be calculated by the 
information you entered for your course 
start/end date and it should be £300 per year 
for the length of visa you would get, rounded 
up to the nearest 6 months. Remember, you 
should get plus 4 months (or plus 6 months for 
Tier 4 pilot scheme students) at the end of your 
course end date and this is included in the 
calculation. 

Make sure this amount is right and you may 
get some variances due to exchange rates, 
but the general amount to pay should be as 
follows: 

1 Year course: £450 

3Yearcourse: 

£1050 

4Yearcourse: 

£1350 

5Yearcourse: 

£1650 

If you pay the wrong the amount, then this can 
delay the application. 

Make a note of your IHS reference number. 
Select “return to my visa application” to get to 
the next stage. 

Then press “continue” 
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Important point: Remember, if your visa application is successful and your course was 

over 6 months long, you will only get a 30 day entry sticker in your passport first and then 

you need to enter the UK within those 30 days. You will pick up the BRP card which 

contains the rest of your visa time when you arrive in the UK. You will pick up the BRP card 

from the closest UK Post Office to where you state you are staying initially on your visa 

application form.

12)BRP pick up location 

Before you pay for the application form, you will be presented with this screen where you 

have to input the BRP pick up location. 

Please note that due to the Coronavirus situation, the University should not be 
chosen as a collection location for your BRP until further notice. 
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Important point: Remember, you should be confident that you have met all of the Tier 4 

requirements before you pay for this application and ideally you should have all of your 

documents ready at this point too. The UKVI is under no obligation to consider any 

documents obtained after this point and importantly, you should have already held the 

correct amount of money for 28 days already. The UKVI explicitly state that if your financial 

evidence contains dates after the date you pay for the application, they will only consider 

dates on and before the date of application. 

13)Payment and appointment booking
This is the final stage of the online application form. Once you pay for the application, you 

will have officially submitted your visa application. The day you pay for the application is 

known as the “Date of Application”. 

 

a) Following completion of the BRP pick up location, you will be prompted to pick a

payment service.

All fees will be shown in your local 
currency and you can expect some 
fluctuation because of exchange 
rates. 

Usually the standard service will be 
fine if applying in good time but 
note that it can take up to 15 
working days. Be mindful of the 
course start date and latest date of 
enrolment. You can opt to pay for a 
priority service but make sure that 
the UKVI partner which operates 
the visa process in your country 
has a priority service available 
before you pay. 

The UKVI partner will be one of the 
following: 

VFS global: Will cover most of 

Asia and the Americas 

TLS contact: Will cover Africa, 
Europe and some of Asia 
(Middle- Eastern countries and 
Russia) 

Your country will be covered by 
one of the two partners above. If 
you cannot find your country in one 
of them, check the other. 

Continue when ready

https://www.vfsglobal.co.uk/en
https://uk.tlscontact.com/
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b) These next two screenshots will be for the appointment booking. This appointment is

where you will submit your documents and biometric enrolment.

You will be shown cities in your country 
which have a visa application centre you 
can attend. You have to confirm you can 
attend one of them. 

This list will depend on what country you 
listed as the country you said you were 
making the visa application. 

Some visa applications centres will have 
the option of a “Premium lounge”. You 
don’t have to select this option and it does 
not affect the speed or decision of your 
application. The premium part of this 
service only refers to the lounge itself. 

 Continue when ready. 
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c) Once you have chosen your visa application centre, you will then be asked to choose

a time and date to attend.

You need to confirm an appointment (pay 
for the application) and give your biometric 
data within 3 months from the day you pay 
in order for the application to remain valid, 
but this timetable will only show the most 
recent available appointments. We advise 
to not delay the application and book the 
earliest most convenient appointment. 

Remember, the appointment is not secured until 

the application is paid for. 

Continue when ready 

d) Finally, you will; be presented with the payment screens. Complete payment as

instructed.

Select your card 
provider and select 
Continue to 
WorldPay. 

Put in your card 
details and click 
the tick to make 
payment. 
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14)Final steps
You have now officially applied for your visa. At the end of this application, you will be 

prompted to do the following: 

1) Save a copy of the online application form. You can print this out if you want but it is

not necessary. You just need a copy for your own records.

2) Print out a copy of the “UKVI Checklist” and take this to your appointment along with

the rest of your documents.

a. This checklist is very important and it will remind you what kind of documents

you have to bring to the appointment.

This checklist will not include all 
the documents you have to 
bring, it just reminds you to 
bring the mandatory 
documents. 

For example, it won’t tell you to 
bring your bank statements but 
you definitely have to bring this 
to the appointment. 

Remember to only tick the left 
hand column, the right hand 
column is for the UKVI. 

b. And lastly, at the appointment you will need to make some declarations and

sign the checklist

Make sure that you make the 

appropriate declarations on this 
checklist prior to your appointment. 

Remember, you are asked to not sign 
this part until you are at the 
appointment. This is so the visa 
application centre staff can witness 
the signature is genuine. 

Do not sign the “official use only” 

section. This is for the UKVI.



That should be everything, you would now just need to: 

1) Pay for any priority fees if you are instructed to do this separately;

2) Bring all of your documents to the appointment and submit them with your biometric

information;

3) You may also have to conduct a video interview at the appointment. Be prepared for

that and any follow up interviews that are requested of you. These are to test if you

are a genuine student. There is information and guidance on our website here about

the interviews.

4) Wait for a decision.

Please contact us if you are unsure about any of the information or process for applying for 

your visa. Our contact details and lots more information is here:  

https://www.salford.ac.uk/askus/immigration-visas  

 We look forward to welcoming you to University of Salford! 

https://www.salford.ac.uk/__data/assets/pdf_file/0006/853134/20160708-Credibility-Interviewsv1.1.pdf
https://www.salford.ac.uk/askus/immigration-visas



