UK Sponsorship Licence Compliance Checklist (2025 Edition)
For internal use by HR, Payroll & Compliance teams

I. Sponsorship Licence Responsibilities
☐ Sponsorship licence is valid and not near expiry
☐ Key personnel (Authorising Officer, Level 1 & 2 users) are up to date
☐ All key personnel understand their legal duties under the licence
☐ Home Office contact details are correct in the Sponsorship Management System (SMS)
☐ Written sponsorship compliance policy in place
☐ Annual review of sponsorship processes and compliance controls
☐ Key staff have undertaken right-to-work and sponsorship training (recorded)
☐ Risk assessments performed for sectors with high compliance risk (e.g. care, hospitality)
II. Record-Keeping Duties (Required under Appendix D)
☐ Copy of passport and visa/BRP/Share Code record on file
☐ Verification of immigration status at onboarding (and stored evidence of check)
☐ Right-to-work checks re-verified before visa expiry (where applicable)
☐ Signed contract of employment (matching CoS conditions)
☐ Job description (mapped accurately to SOC code used in CoS)
☐ Salary level matches that listed on CoS
☐ Evidence of recruitment process (e.g. CV, interview notes if RLMT previously applicable)
☐ Evidence of qualifications if required for the role
☐ Timesheets or attendance logs available for each sponsored worker
☐ Absence records tracked and stored (including sick leave, annual leave, unauthorised absences)
☐ Flag and report any absence over 4 weeks via SMS within 10 working days
☐ Payroll system records match the salary declared on CoS
☐ Payslips retained and accessible for audit
☐ Evidence of regular payment (bank transfer records)
☐ No unexplained deductions that could reduce salary below threshold
III. Reporting Duties (Sponsor Licence Holder)
☐ Resignation or termination of sponsored worker reported
☐ Change of work location reported
☐ Change in job title, duties, or SOC code reported
☐ Change in salary or working hours reported
☐ Absences over 4 weeks reported
☐ Worker fails to start role or leaves early reported
☐ Breach of visa conditions reported
☐ Change in company ownership, structure, or legal entity reported
☐ Address changes or location updates reported
☐ Merger/acquisition activity reported to the Home Office
IV. Sponsored Worker Management
☐ Probation and performance reviews recorded
☐ Check-ins with sponsored staff conducted
☐ Sponsorship compliance included in exit interviews
☐ Sponsored workers briefed on visa conditions
☐ Internal contact point for immigration questions established
☐ Advance notice given to sponsored workers for any changes
V. Preparation for a Home Office Audit
☐ All documents available digitally or in accessible format
☐ Sponsorship team can access SMS and understand the system
☐ Evidence of right-to-work process across workforce
☐ Sample worker files tested for compliance
☐ Staff aware of sponsorship rules for audits
☐ Records stored securely and accessibly
☐ Internal audit performed annually and documented
VI. Financial Compliance (Payroll Focus)
☐ Salary meets or exceeds the visa threshold
☐ Updated salaries in line with new policy
☐ Additional payments clearly defined and compliant
☐ Deductions lawful and do not reduce salary below floor
☐ No cash-in-hand or irregular payments
☐ NI and pension contributions accurate
☐ Salary sacrifice schemes reviewed for compliance
VII. Strategic Risk Management
☐ Backup key personnel identified
☐ Contingency plan for licence suspension/revocation
☐ HR/Payroll software flags compliance issues (if applicable)
☐ Visa renewal process in place and timely
☐ All renewals submitted with supporting documents
☐ Sponsorship costs budgeted in advance
