
 

 

TIER 4 (GENERAL) 
Guidance to completing the online 

extension/switching application form 
 

(last updated on 26/04/2016) 
 
 
 
Always read all the relevant official Home Office guidance to make sure you submit a valid 
application; you will find these at: https://www.gov.uk/tier-4-general-visa. 
 
Our guidance documents have all been carefully checked but we accept no responsibility 
for their accuracy after the date of publication. 
 
 
 
This guidance to filling in the online application form was created for straightforward Tier 4 
(General) student visa extension/switching applications in the UK. It may look a bit lengthy, 
but it only is because the live online form itself has single questions on each page. 
 
Our guidance is also not a strict, step by step instruction manual because depending on your 
individual circumstances you may have to answer questions that are not included in our 
guidance (or you may be able to skip sections as well). If we do not cover something, it does 
not mean that you will not be able to fill in your form. It just means that no cases are identical; 
some students need to give more information than others. 
 
The online form is clear and mainly only requires you to copy information from your supporting 
documents into the form. However, for further clarification to certain questions, you will find 
some pop up notes in the guidance that you will be able to view by hovering your mouse 
pointer over the yellow question marks. 
 
As a general rule, however, you are strongly advised to meet our advisors before you submit 
your visa application, if you have previously had any visa refusal, made any invalid application 
or if any of your UK visas have previously been curtailed. 
 
To be able to meet one of our advisors for a personal Tier 4 application and supporting 
documents checking appointment, you first need to attend an askBU Tier 4 visa workshop: 
https://www1.bournemouth.ac.uk/students/help-advice/international-students/immigration-
visas/workshops 
 
For additional BU specific guidance about a Tier 4 visa application, the required supporting 
documents and to find out what support BU offers, please visit the BU Student Portal 
http://studentportal.bournemouth.ac.uk/ 
 
For more information and guidance, you can also visit the UK Council for International Student 
Affairs (UKCISA) website http://www.ukcisa.org.uk/ 

https://www.gov.uk/tier-4-general-visa
https://www1.bournemouth.ac.uk/students/help-advice/international-students/immigration-visas/workshops
https://www1.bournemouth.ac.uk/students/help-advice/international-students/immigration-visas/workshops
http://studentportal.bournemouth.ac.uk/
http://www.ukcisa.org.uk/
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Tier 4 General online form guidance



staleva
Tier 4 General online form guidance
On the www.gov.uk website, click on the 'Visas and immigration' link.



staleva
Tier 4 General online form guidance
In the list click on 'Student visas' first and then on 'Tier 4 (General) student visa'.



staleva
Tier 4 General online form guidance
Our guidance is only for straightforward Tier 4 to Tier 4 visa extension applications in the UK, so click on '6. Extend your visa'.If you do not currently have a Tier 4 visa, you may still be eligible to get one in the UK but will need to select '7. Switch to this visa'. The online application form is the same for extending and switching, so our guidance will still help.



staleva
Tier 4 General online form guidance
Standard service is when you complete your form online and then you post your supporting documents to the UKVI. The majority of students choose this option.Priority service is similar to standard but quicker (and more expensive) and you will need to request this service specifically on the form below before you start your online application. To get a quick decision (within 10 days), you also must meet some tight deadlines.Premium service is when you complete your form online and then you go for an in person appointment and you take your supporting documents with you. Most students get a same day decision but it is not guaranteed by the UKVI otherwise. Also, please note that an appointment may only be available 5 weeks after your online application and essentially you could have your visa later than with a priority service.

staleva
Tier 4 General online form guidance
To access the online application system, click the 'apply online' link here.
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Tier 4 General online form guidance
This online application system is subject to change if the Immigration Rules change or if improvements are made to it.What this means is that you may need to review the information in your application, if it has not been submitted. However, after submitting/paying for your application no change should affect your application.

staleva
Tier 4 General online form guidance
You are strongly advised to learn about the requirements in advance and most importantly to start putting your finances in place well before you get your CAS.Please note that the Immigration Rules change regularly and therefore you are also advised to seek guidance from a trained immigration adviser or contact BU, if you are not clear on any of the visa requirements.

staleva
Tier 4 General online form guidance
Your CAS will state, if you need an ATAS certificate. If you do, your ATAS certificate must be granted before you can apply for your Tier 4 visa.Currently, no taught undergraduate or masters BU course requires an ATAS. BU Masters by Research, MRes, MPhil and PhD courses are more likely to need one.If you wanted to find out whether you need an ATAS certificate before you get your CAS, find the JACS code of your course on your offer or UCAS application and check it against the list on the ATAS website.



staleva
Tier 4 General online form guidance
To find out more about where you can do the biometric enrolment and how it is done, please visit: http://www.postoffice.co.uk/foreign-nationals-enrolment-biometric-residence-permit
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Tier 4 General online form guidance
This form can only be used for applications made in the UK.
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Sticky Note
Please note that advisers at askBU are not considered legal representatives.If you have appointed a lawyer or solicitor, they would be filling this form with/for you and would say 'Yes'.
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Sticky Note
Save the email you receive from gov.uk.Make sure you check your spam/junk folder as well. You will only be able to resume your application via the link in that email.
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Tier 4 General online form guidance
Double-check that you provided your email address correctly as after this point the system is going to email you confirming your registration.



staleva
Tier 4 General online form guidance
If you are applying with dependants, this is where you can add them to your application.
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Tier 4 General online form guidance
You must enter all your given and family names as these appear in your passport.You may not be able to enrol your biometric details at the Post Office, which is a compulsory part of the visa application, if your personal information is not entered into the form as per your passport.



staleva
Sticky Note
Nicknames do not count.However, if any of the documents you are sending for the visa application show different names e.g. a passport with your married name but a degree certificate with your maiden name, you need to mention your other name here.



staleva
Tier 4 General online form guidance
If you are living in student halls or a shared house, make sure you enter your room number as well.If you are planning to move adresses within 8 weeks of applying for the visa, or if you would like askBU to handle your visa correspondence, tick the 'I want to receive mail at a different address' box and see the next page of our guidance for our address.



staleva
Tier 4 General online form guidance
You are strongly advised to use this AskBU address for correspondence.Especially if you are moving addresses while your visa application is pending or if there is nobody at your address who can sign for letters on your behalf (as all correspondence requires a signature). The AskBU team will email you when they receive something for you.



staleva
Tier 4 General online form guidance
If you are a dual national, your nationality for this Tier 4 application must be the one you used when you entered the UK (i.e. the passport you showed to the UK Border Force on entry into the UK).



staleva
Tier 4 General online form guidance
If you have not got your passport because it is already with the Home Office, you can still make this application.However, if you lost your passport or had it stolen, you must replace it before you can make this application.



staleva
Tier 4 General online form guidance
Always give your current/valid passport details.If you have expired passport with your current UK visa in it, you will also need to send that, but here you will only need to give details of your current passport.



staleva
Tier 4 General online form guidance
You can only apply for a Tier 4 (General) student visa in the UK, if you have already been in the UK with a visa that allows this.For the sake of this guidance, we assume that you are extending your current Tier 4 visa in the same category.If you have 'Tier 4 (General) leave to enter' written on your visa, choose 'Tier 4 (General) leave to remain' from the drop down list still.



staleva
Tier 4 General online form guidance
Here you need to give the start and expiry dates of your current visa. These dates may be on a sticker in your current or expired passport or on a Biometric Residence Permit (BRP).If your visa has already expired by more than 28 days, your application will be refused.If your course starts more than 28 days after your current visa expiry date, your application will be refused.



staleva
Tier 4 General online form guidance
'Leave' means your visa. If you have one of these visas, you will be asked some questions about your studies so far.



staleva
Tier 4 General online form guidance
If any of these ever happened to any of your visas, we would expect you to know about it.As a general rule, if at any point BU or your previous institution reported a break in your studies or earlier finish of your course to the Home Office, curtailment might have happened.For the sake of our guidance, we chose 'No' as the majority of students do not get their visas curtailed etc.



staleva
Tier 4 General online form guidance
This is just one sample scenario where you have successfully completed a short i.e. less than 6-month long course in the UK. To be sure of your course length, always check the CAS that you received for your most recent course.The majority of students who just completed their Pre-sessional English with Study Skills courses at the Bournemouth University International College (BUINTCOL) will answer this way.

staleva
Tier 4 General online form guidance
This question is about your most recent course that you studied under your current/most recent visa.



staleva
Tier 4 General online form guidance
Another sample scenario for those who successfully completed a longer than 6-month course in the UK.

staleva
Tier 4 General online form guidance
You must have your final results confirmed officially in a letter from your previous institution but you do not have to have your final certificate yet (in case you have not attended your graduation ceremony).



staleva
Tier 4 General online form guidance

Please click on the yellow question mark to see the full text.

If you have not successfully completed your previous course, you will not be able to extend your Tier 4 visa from within the UK. You will need to go back to your home country to get your visa to start your BU course.

Current students who already started their BU course and have repeats, re-sits, resubmissions and will need more time on their Tier 4 visa to complete their course will need to select 'No' to this question.

Please note that the current Immigration Rules (as of April 2016) might not allow current BU students to apply for a Tier 4 (General) visa extension from within the UK either. As a current BU student you might also need to go back to your home country to get a new visa. Contact askBU on 01202969696 or at askBUstudents@bournemouth.ac.uk immediately, if you find out that you will not study/complete your course as it was described in your original CAS i.e. you will take more/less time to finish.




staleva
Tier 4 General online form guidance
Please note that you only get to this question if you answered 'No' to the 'Completed course of study' question previously. The majority of current BU students who started but have not finished their course will get to this question.

staleva
Tier 4 General online form guidance
If you have already done at least 6 months of your BU course, your CAS will confirm this and you will not need to send further evidence to prove this yourself.



staleva
Tier 4 General online form guidance
Only certain nationals have to register with the police.You will need to check all of these documents, if any is applicable, to find out if you do need to register:- your visa sticker in your passport,- your visa decision letter that came back from the embassy/UKVI,- your Biometric Residence Permit (BRP).If you have a Police Registration Certificate (PRC), it is a legal requirement for you to keep it updated with changes and you must also send the PRC with your visa application.



staleva
Tier 4 General online form guidance
A BRP is a plastic card, same size as a credit card, and has your personal details and your visa dates and conditions. Not everybody has a BRP and your visa could still be on a sticker in your passport.

staleva
Tier 4 General online form guidance
For the purpose of this guidance, we assume that you have a BRP and this is where you enter its number. The number is on the front in the top right corner.



staleva
Tier 4 General online form guidance
The National Insurance Number (NINO) is not the same as the Immigration Health Surcharge (IHS) number.If you work in the UK, you need to have a NINO so that the UK government could take their tax etc.If you have not worked in the UK, it is not likely you have a NINO.
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Tier 4 General online form guidance
For the purpose of our guidance we assume you do not have a Tier 4 (Child) visa.If you are from one of the countries that the UKVI considers to be a 'majority English speaking country', you will not even see this question or any questions about your English language competency.
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Tier 4 General online form guidance
BU will have checked your qualification and, although you may have actually met our English entry requirements because you have such a degree, we do not (have to) specify this in your CAS. Therefore we advise you to select 'No' here and go to the next question.
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staleva
Tier 4 General online form guidance
Your CAS will confirm that BU assessed your English language competency, so select 'Yes' here.What we actually based this on, we do not (have to) give any details of in your CAS and you do not need to send any documentary evidence either. Therefore, we strongly advise you that you do not send any English language certificates with your application.
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Tier 4 General online form guidance
Tier 4 (General) students, and most people with a limited visa in the UK, are not allowed to receive 'Public funds'.If you did ask for and/or received any, you need to contact the benefit paying department and arrange a repayment before you apply for your visa. Your visa could be refused otherwise.
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Tier 4 General online form guidance
Non-disclosure of any of these will be considered by the UKVI as deception and your visa could be refused and you could receive a 10-year ban from re-entering the UK.Please do read the further notes at the other yellow question mark as well.

staleva
Tier 4 General online form guidance
Please click on the yellow question mark to see the full text.You must give details of all criminal convictions both within and outside the United Kingdom.These include road traffic offences. Fixed penalty notices (such as speeding or parking tickets) must be disclosed, although will not normally be taken into account unless:• you have failed to pay and there were criminal proceedings as a result; or• you have received numerous fixed penalty notices.Drink driving offences must be declared. If you have any endorsements on your driving licence you must access the DVLA website to download and print a summary of your record and send it with your application. Please note that a driving conviction may not be disregarded despite any penalty points being removed from your driving licence.



staleva
Tier 4 General online form guidance
These details will be in your CAS as you can see below.



staleva
Tier 4 General online form guidance
This will depend on your course. Most of the BU courses have the same address for the 'site of study' as the 'main sponsor address' i.e. Talbot Campus, but some do not.Your CAS will have this address as well and, if it is not Talbot Campus, you will just need to select 'No' and copy the other address from your CAS.



staleva
Tier 4 General online form guidance
Undergraduate students can only apply to BU via the Universities and Colleges Admissions Service (UCAS). If you are one, you must enter your UCAS application reference number into the form as well.
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Tier 4 General online form guidance
Your CAS will confirm if you need an ATAS certificate to study your course.As a matter of fact, your CAS will only be released to you, when you have shown us your ATAS certificate, if you need one.Research masters and doctorate programmes are likely to require an ATAS. If you are studying one of these, your offer letter will have already informed you, if you needed an ATAS.Please note that if your visa is not long enough to complete your course and you had to have an ATAS at the beginning of your course to be able to get a visa, an extension of your visa will require you to get a new ATAS as well.



staleva
Tier 4 General online form guidance
The definition of an official financial sponsor is very specific (see the text on this page).If your fees and/or living expenses have at any point in the last 12 months been covered/paid by such a sponsor, you will need to get a letter from them confirming this, even if the last time you received anything was e.g. 11 months ago. In this letter your sponsor must give their consent to your new visa application so that you could stay in the UK.



staleva
Tier 4 General online form guidance
If the fees and/or living expenses for the course you need this visa for are going to be covered by an official financial sponsor, you need to have evidence of this i.e. a letter with details of the sponsorship and with a consent for you to stay in the UK.If your official financial sponsor is BU, we will put details of the sponsorship and our consent in your CAS.



staleva
Tier 4 General online form guidance
Please click on the yellow question mark to see the full text.If all the funds for the maintenance requirement have been kept in your own bank account for 28 days, select 'Yes'.You must make sure that your evidence i.e. bank statement/letter etc. meets all of the requirements.Please note that we will not release the unique reference number of your CAS to you, if you are a:- a current student who already started their BU course and has repeats, re-sits, resubmissions and will need more time on their Tier 4 visa to complete their course, or- a BUINTCOL student who has just completed their pathway or pre-sessional course and is able to apply for their visa extension from within the UKuntil we have checked that your supporting documents meet all the Tier 4 (General) visa requirements.



staleva
Tier 4 General online form guidance
You may also use funds held in your parents/legal guardians' name. However, you will need documents other than the actual financial document in these cases.You will need a letter of consent signed by your parent(s)/legal guardian(s) and also proof that they are your parent(s)/legal guardian(s).Please note that you are allowed to 'mix and match' documents as long as they are only from you and your parent(s)/legal guardian(s) and all the required amount of money can be seen for all the required amount of time. For example, you can have half of the money in your account and the other half could be kept in your parents' or your parents' could have had all the money for 20 days but then you held the full amount immediately after this (without gaps) for the remaining required 8 days.
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Tier 4 General online form guidance
The information that you need to enter here must be exactly as it appears in your CAS.

staleva
Tier 4 General online form guidance
Current BU students who have already had a visa for their course but due to repeats or re-sits etc. they need a longer visa to be able to complete the course, the 'Course start date' in the new CAS will not be the original course start date. Instead it will either be the date after their current visa expires or the date when they are required to return to the course.The original course start date will be noted in the CAS but for the purpose of the new visa application that date should not be used in the online application form.
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Tier 4 General online form guidance
Double-check that you have selected the correct level from the drop down list. There is both an NQF and an SCQF level in the list but the numbering is different. You need to make sure you get the right NQF level as per your CAS.
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Tier 4 General online form guidance
Your CAS will specifically say, if it is for a Doctorate Extension Scheme (DES) or not. DES is only open to PhD students at the end of their research programme.
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Tier 4 General online form guidance
Copy the information exactly as it is in your CAS.Your financial supporting documents will be assessed against this information.If you believe your CAS does not have the correct fees details, contact AskBU immediately on 01202969696 or at AskBU@bournemouth.ac.uk
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Tier 4 General online form guidance
Most of the BU student halls are owned by private companies and you pay your rent directly to those companies. Therefore no payment to those companies can be mentioned in your CAS.However, confirming accommodation payment in your CAS only makes a difference if you do not have the required maintenance amount in your account for 28 days and you have already paid for your accommodation to BU directly. In that case a payment upto £1265 for accommodation could be used to cover part of the maintenance amount.



staleva
Tier 4 General online form guidance
You cannot complete your application without your CAS number.Please note that if you are a pre-sessional student progressing onto your main BU course or a current BU student already studying your course, you will not get your CAS number until an advisor at AskBU has checked your supporting documents and confirmed those meet the visa requirements.



staleva
Tier 4 General online form guidance
If you made any mistakes, you have the chance to correct those here. You can return to your application to change any details until the point you are asked to pay the Immigration Health Surcharge (IHS) fee. After that, no changes can be made to the information you entered into your form.
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Tier 4 General online form guidance
If you have dependants, this is where you can add them to your application. This guidance will not advise on PBS Dependant applications.
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Tier 4 General online form guidance
The bank you got evidence of your finances from must be one that can verify the information on your evidence to the Home Office's satisfaction. There is a list of countries where not all banks can do this. The list can be found here: ttps://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-p-lists-of-financial-institutions
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Tier 4 General online form guidance
As you can 'mix and match' your documents e.g. you can show some money in your account and your parents can show some in theirs to make up the total, you may have more documents as well. You must mention them all and this is where you can add them one by one.
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Tier 4 General online form guidance
You will need 2 identical photos, not just 'a' photo as it says here.

staleva
Tier 4 General online form guidance
If you have a BRP, you will need to send it with your application.



staleva
Tier 4 General online form guidance
Only specific nationals qualify but even these nationals must have all documents prepared in advance as the Home Office can request these at any point during the visa application. This list of nationals can be found here: https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-h-tier-4-documentary-requirements



staleva
Tier 4 General online form guidance
You can check and change your answers again at this point.
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Tier 4 General online form guidance
BU advises but does not do representation for a visa application. If you appoint an immigration solicitor/lawyer, they may represent you for the application.
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Tier 4 General online form guidance
IHS payment must be made before you can pay for the actual visa application. Once you click this button, no details can be changed in your application. However, you can abandon the whole application and register a new account to start a new one, if really necessary.
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Tier 4 General online form guidance
As not all information filters through from your application form, you will need to repeat some information about yourself and your studies. This still needs to be done as per your CAS.
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Tier 4 General online form guidance
All BU students must answer 'No' to this question.



staleva
Tier 4 General online form guidance
Double-check your details to make sure these match the details in your CAS.
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Tier 4 General online form guidance
IHS is calculated according to the length of visa your are to get and you pay £75 for every 6 months i.e. if the visa is supposed to be 28 months long, you will pay IHS for 30 months, which is £375. If for some reason IHS is not calculated correctly, you should still pay what is requested and then later request a refund. The Home Office could also ask you to pay more before they give you a visa.



staleva
Tier 4 General online form guidance
You must make the IHS payment online by using a credit/debit card issued by one of these providers. Please note that you can use anybody's card from anywhere in the world to make the payment as long as you have their permission to do so.



staleva
Tier 4 General online form guidance
Once IHS has been paid, you will be automatically sent back to the visa application form where you need to pay the visa fees.
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Tier 4 General online form guidance
Please click on the yellow question mark to read the full text.1. 'Standard service' is where you apply online and then send your supporting documents by post.2. 'Priority service' is almost the same as the 'Standard service' but much quicker and much more expensive as well. You can only use this service, if you have already been accepted to do this. Requests must be made as per the instructions on the Tier 4 (General) pages of the gov.uk website: https://www.gov.uk/tier-4-general-visa/extend-your-visa3. 'Premium service' is where you have an in person appointment. Please note that although this states 'decision on the same day', your appointment may be upto 42 days from the day you pay for your application online and it is not a guaranteed decision on the same day. Also, the Biometric Residence Permit will still be sent 7-10 working days after you have the appointment. However, if you have urgent travel plans, this may be the only option for you.



staleva
Tier 4 General online form guidance
Similarly to paying the IHS fee (see information a few pages back), you need to pay online by credit/debit card for your visa application, too.Please note that the credit/debit card could be registered anywhere in the world. As long as you have the card and billing details and the card is issued by the accepted providers, you could use it for payment.



staleva
Tier 4 General online form guidance
This address must be the address registered to the credit/debit card you are using to pay for this visa application.If the address that you gave for correspondence appears here, you may need to change that.



staleva
Tier 4 General online form guidance
Although confirmation of successful payment should be sent to your email address, it is worth taking a screenshot of this page and/or print out the confirmation.



staleva
Tier 4 General online form guidance
You must print and submit the 'checklist' with your supporting documents.Please also note that you must also present a copy of the 'checklist' to BU as proof that your application has been submitted, if your application is still pending at the time of your enrolment.

staleva
Tier 4 General online form guidance
There is no need to print, sign or post the 'application form'. (The Home Office has a 'digital by default' policy which means that you just declare on the online form that you are who you say you are by ticking a box.)However, you should save a copy for future reference or in case you need to challenge a decision the Home Office might make.

staleva
Tier 4 General online form guidance
Please make sure that you keep a copy of your 'checklist' and 'application form' for future reference as it is not going to be available in this application system for too long and you may need them, if you are planning to stay to study and/or work in the UK after your BU studies.

staleva
Tier 4 General online form guidance
You must post your 'checklist' and supporting documents to the UKVI as Recorded or Special Delivery. Keep the receipt from the Post Office because you will need to show it to us as proof that your supporting documents have been posted, if your application is still pending at the time of your enrolment.



 

 

TIER 4 (GENERAL) 
Guidance to completing the online 

extension/switching application form 
 

(last updated on 26/04/2016) 
 
Once you have submitted your Tier 4 (General) student visa application online, you must print 
out two copies of both your supporting document checklist and the application form. One copy 
of both of these needs to be posted to the UKVI with your supporting documents. Post all 
these to the UKVI as Recorded or Special Delivery and make sure you keep the receipt from the 
Post Office. 
 
If your visa is not granted by the time of your enrolment, you will have to show us the Post 
Office receipt and the copies of your supporting document checklist and application form as 
evidence at enrolment. 
 
For additional BU specific guidance about a Tier 4 visa application, the required supporting 
documents and to find out what support BU offers, please visit the BU Student Portal 
https://www1.bournemouth.ac.uk/students/help-advice/international-students/immigration-
visas 
 
For more information and guidance, you can also visit the UK Council for International Student 
Affairs (UKCISA) website http://www.ukcisa.org.uk/ 
 
 
 
Always read all the relevant official Home Office guidance to make sure you submit a valid 
application; you will find these at: https://www.gov.uk/tier-4-general-visa. 
 
Our guidance documents have all been carefully checked but we accept no responsibility 
for their accuracy after the date of publication. 
 
 

https://www1.bournemouth.ac.uk/students/help-advice/international-students/immigration-visas
https://www1.bournemouth.ac.uk/students/help-advice/international-students/immigration-visas
http://www.ukcisa.org.uk/
https://www.gov.uk/tier-4-general-visa
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