
Student Services 
International Student Advice 

 

Applying for Tier 4 in the UK 
 

This guidance is for those applying for a Tier 4 visa from within the UK – either because they are extending their 

current Tier 4 visa, or because they are switching into Tier 4 from another UK immigration category. Students should 

check key information stated on Home Office website https://www.gov.uk/tier-4-general-visa/extend-your-visa to 

make sure they are eligible to apply for Tier 4 in the UK before starting your applications. 

 

 

Understanding the Tier 4 application process 
 
The general process of a Tier 4 application in the UK includes the below steps: 

• Apply for and obtain your ATAS certificate, if you need one; 

• Complete the Tier 4 application form online; 

• Pay the Immigration Health Surcharge (IHS) and visa application fee (this is done online); 

• Book your appointments with UK Visa and Citizenship Application Service (UKVCAS)  

(you will be directed to the website to book appointments after you pay the visa and IHS fee) 

• Upload the required visa supporting documents online before your appointment 

• Attend appointments and have your biometrics (photograph and fingerprints) taken  

• Receive a decision email from Home Office regarding your visa application outcome  

• Receive Biometric Residence Permit (BRP) card through DX delivery 

 

Before you submit the online application form, you must ensure you have all your documents ready, as these must be 

dated on or before the date you submit your form or they will not be acceptable as supporting evidence and your visa 

application will be refused.  

 

 

 
Starting the application form 

 
If all of your documents are ready, you can start the online application process on the Home Office’s Tier 4 visa 

webpage: https://www.gov.uk/tier-4-general-visa/extend-your-visa . This webpage details the three different service 

options you have for the visa application, and the fees associated with each one.  

 

 

 

 

 

https://www.gov.uk/tier-4-general-visa/extend-your-visa


 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Completing your online Tier 4 application form 
 
Following the above steps will bring you to the application page:  

https://visas-immigration.service.gov.uk/product/tier-4-student.  

 

Please read through the instructions and if you are happy with the information listed on this page, you can scroll to 

the bottom and click ‘Apply now’ to start your online application form. 

 

You will see the below questions when you start. Please refer to our step-by-step screen shots to assist your 

application. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Most students do not have other 

applications pending, but if you 

have previously submitted another 

application and are now varying it, 

you should select ‘Yes’ here. 

 

https://visas-immigration.service.gov.uk/product/tier-4-student


The next steps require you to leave your contact email for the visa application and confirm what email account it is. It 

is important that you ensure that this is an email account that you check regularly.  

You will need to create a password for this application as well. You will receive an email with a link to your form. It’s 

important to keep this email as you’ll need to use this link to access your form in future. Please avoid using email 

accounts which are less accessible in the UK (for example, qq.com is not particularly good to use for this purpose).  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You will then be sent a verification email to the email address you provided above. You will need to make sure you 

click the link in this email to continue with your application. 

 

 

 

 

 

 

 

 

 

 

 



Example of verification email: 

 

You will then be asked to sign back in using the password you created previously. 

 

 

 

 

 

 

 

 

 

 

 



You will then need to confirm that this is your email address.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you have a legal representative, for example, a 

solicitor who advises you on this application, you 

should choose ‘Yes’ for this question. 

SEEING AN ADVISOR AT KCL DOES NOT COUNT AS 

AN IMMIGRATION ADVISER – If you have spoken to 

an adviser at KCL you should still choose ‘No’ for 

this question 

 

 



 

Now you have completed the first part of the application from. You will be able to check all answers when you see the 

below screen. If you would like to change any of these, please click ‘Change’ on the right-hand side links to modify 

your answers; if not, you can progress to the next stage. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You can start the application by clicking on the ‘answer questions about this applicant button. If you wish to return to 

the application later, you can click ‘Return to this application later’ or can use ‘Save and continue’ option at the 

bottom of each question. When you select this, you will see the page below. 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you have clicked on ‘Email this link’, you can either sign out to come back to your application later or click on 

‘Return to your application’ to continue. 

The next stage of the application form will ask you to provide your personal information.  

For those who plan to apply for Tier 4 dependants (wife/unmarried partner, and children under 18), you should 

confirm whom you would like to add to your visa application. Before adding dependants to the application, please 

check whether you can have any dependants applying with you under Tier 4 category.  

For students who are only applying for themselves, please select ‘Answer questions about this applicant’ only and 

continue your application from.  

 

 

 

 

 

 

 

 

 

 

 

If applying for 

yourself only  

If you would like to include your 

family, please specify here. 

We recommend you select ‘Email 

this link’ to send the link of your 

incomplete application form to 

your primary email account.  

Following the link, you will be 

able to come back to your 

application form anytime later.   

 

https://www.kcl.ac.uk/campuslife/services/student-advice-support/how/international-student-support/immigration-and-visas/tier-4-visas/applying/dependants.aspx


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you have ever 

had previous 

names, you 

need to disclose 

on this page. 

 



You will then be asked to confirm whether the email address you set up your account with is the one you want to be 

contacted by. We would advise you click ‘Yes’ here but if you would prefer that the Home Office contacted you with 

a different email address, they will send you an email to verify this account before you can continue with your 

application.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You can input your postcode and then use 

‘Find UK address’ to search for your specific 

room/flat under this postcode. 

We recommend you use the auto search to 

complete the address as it will give the more 

accurate information and is best for 

document delivery. 

 



Once all the above steps are completed, you can start the main part of the application form.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you have a dependant 

partner or spouse, you 

should select “married” or 

“unmarried partner” 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you have more than one nationality, 

you can put the other nationality in 

later.  

We advise you should put the 

nationality which you would like this 

application to be considered under as 

the first option here.  

For example, if you have Canadian and 

Nigerian nationalities but would like to 

qualify under ‘differentiation 

arrangement’ using your Canadian 

passport, you may choose to input 

Canada as the first option. 

For people holding Hong Kong 

passports, please select ‘HK SAR’ as your 

nationality. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you have had a previous application 

pending or being refused and your original 

documents are still with Home Office, you 

should choose ‘No’ and explain the situation 

in the later steps. 

Passports issued by various 

countries can be slightly 

different, and please refer 

to your passport for 

answers to this question. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

For most students this would be ‘No’ 

If you have ever had or currently hold 

another nationality, you need to let 

UKVI know. Once you select ‘Yes’, you 

will be brought to the next step to 

disclose details about your 2nd 

nationality.   

Otherwise, please choose ‘No’ which is 

the case for most students, and you 

will then go to the next question. 

You should indicate as to whether you have a 

national identity card.  

If you have one but not with in the UK, you can 

still answer ‘Yes’ as you should not be asked to 

provide it as one of your documents. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Generally, you should have a valid Tier 4 or 

Tier 2 visa to be eligible to apply in the UK.  

If you fall into another category for any 

reason, please contact us on advice@kcl.ac.uk 

before proceeding with this application. 

 

Please refer to your current 

BRP card or the visa sticker in 

your passport to fill out this 

question.  

mailto:advice@kcl.ac.uk


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you have withdrawn from another programme/university 

or previously were sponsored to work in the UK, you may 

have had a curtailment on your visa. The UKVI should have 

notified you of this.  

In this case, please tick ‘Yes’. 

If you are unsure whether you have had one of these, 

please again get in touch through advice@kcl.ac.uk  

With your consent, we would be able to check with UKVI as 

to whether any curtailment action has been taken against 

your visa. 

If you hold a Tier 2 visa, 

you should choose ‘No’ 

here.  

mailto:advice@kcl.ac.uk


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This is the 

number on 

the top right 

of your BRP 

card.   

NB: for Pre-sessional English students:  

If you are extending your first Tier 4 visa and it is less 

than 6 months long, you shouldn’t have been asked 

to register with the police this time – regardless of 

your nationality. 

Some pre-sessional students might have studied in 

the UK before and already registered with the police. 

If so, you should answer ‘Yes’ 

If you applied for your current visa 

from outside the UK before 2015, it is 

likely you don’t have a BRP card.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Students do not always have 

this number. It is mainly for 

people who work in the UK. 

If you have got an NI 

number, please fill it in.   

Please check if you have ever 

been granted Tier 4 (Child).  

Tier 4 Child is normally issued for 

young students coming to study 

at schools. Most students have 

not been a Tier 4 Child in the UK 

before.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CAS’s from King’s normally state ‘HEI sponsor has 

made assessment’ which means you can tick ‘Yes’ 

here. Check your CAS details – if it doesn’t save this, 

let us know by emailing advice@kcl.ac.uk . 

 

In most cases, our students do not have 

those listed in this question. However, if 

you have had any of those, you need to 

disclose the details by selecting ‘Yes’ and 

the form will lead you to a screen 

requesting you to tell UKVI your previous 

problems immigration to the UK.   

If you are not sure about this question, 

you are welcome to contact us on 

advice@kcl.ac.uk 

One of our team members will advise you 

further on how to answer this. 

mailto:advice@kcl.ac.uk


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you have ever had any 

public funds – definition of 

public funds can be found 

here 

https://www.gov.uk/govern

ment/publications/public-

funds--2/public-funds you 

will need to put ‘Yes’ and 

specify what you have 

received here.  

For most students, the 

answer to this question will 

be “No”. 

NB: Council tax exemption 

(where you don’t pay council 

tax as you are a student) is 

not counted as a “public 

fund”. 



The next part are about criminal convictions. You must answer these questions honestly and disclose all details if you 

answer “yes” to any of these questions. The only thing we would like to highlight for this section is, you will need to 

declare ANY convictions including these which are already spent by now.  

 

 

 

 

 

 

 

 

 

 

 

 

 

The next screens are asking whether you have got any crimes related to wars or terrorist activities, which are not 

relevant for most of our students. If you are not sure on this question, please again get in touch by emails. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In the next section of the form, you will answer questions about the course you will be studying at King’s. You should 

be able to find answers for all these questions on your CAS. 

If you find some of the information missing on your CAS or you are unsure, please contact us on advice@kcl.ac.uk 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Our sponsor licence number is: 

NTMHWM0V3. 

Our sponsor address is: 

James Clerk Maxwell Building,  

57 Waterloo Road,  

London SE1 8WA  

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Primary site of study is your 

‘main site of study’ in the CAS. 

This refers to the campus 

where you will be primarily 

based for your course. 

For most cases, this address is 

different from King’s Sponsor 

Address as you have provided 

in the above question. 

The answer provided here is 

just for illustrative purpose. 

Please check your CAS carefully 

for this question. 



 

If you apply through UCAS for an undergraduate course, you should put your UCAS number (9 digits) in the next 

question; otherwise, pl ease select ‘No’ and proceed to the next question.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ATAS clearance is generally 

required for physics & engineering 

postgraduate programmes and a 

few integrated Master’s 

undergraduate programmes. This 

should be stated in your offer 

letter from King’s. You CAS should 

confirm this as well. 

You should apply for ATAS well in 

advance if you need clearance for 

your course. It can take 28 days to 

receive your ATAS certificate by 

email from the ATAS team. Once 

you receive it, you should print it 

out as one of the supporting 

documents for your visa 

application. 



 

The next few questions are about your tuition fee and maintenance funds.  

For King’s students, the required monthly living cost is £1,265. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you currently receive or used 

to receive money from an 

official financial sponsor in the 

past 12 months, you must tick 

“yes” to this box. If you have 

been fully funded within the 

last 12 months, you will need 

permission from your financial 

sponsor to stay in the UK. 

Please note, educational loans 

from a bank or US loans 

scheme, and money from 

parents or guardians do not 

count as official financial 

sponsorship. 

This question is to answer 

whether for this application to 

study in the UK, you will have a 

financial sponsor.  

Again, the above definition of 

financial sponsors applies here.   



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Please refer to your CAS for all 

these questions.  

For course levels, bachelor’s 

degrees should be RQF6, master’s 

degrees should be RQF7, and PhDs 

should be RQF8. 

Your course dates should appear 

on your CAS. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This should also be clearly 

stated on your CAS. Please 

make sure you answer the 

question in line with your CAS.  

You should only tick ‘Yes’ if you are applying 

for the 1-year DES following your PhD study. 

If you are extending your Tier 4 visa because 

you need more time to complete your PhD, 

this is different, and you should tick ‘No’. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Again, all these can be found 

on your CAS.  

For students studying more 

than one academic year, 

course fees refer to your 1st 

year fee in this application. 

However, if you find what 

you have paid doesn’t match 

what your CAS says, please 

contact Admission through 

your King’s account 

https://apply.kcl.ac.uk/ or 

email Compliance visa-

reg@kcl.ac.uk to update the 

information for you. 

https://apply.kcl.ac.uk/
mailto:visa-reg@kcl.ac.uk
mailto:visa-reg@kcl.ac.uk


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you are using your own 

bank account, then please 

tick ‘Yes’ for the first 

question. 

This example is for those 

who are using their 

parents’ account to show 

they have had enough 

money for at least 28 days. 

You will need to provide all 

the documents you have 

ticked ‘Yes’ for in this 

question. 

 

Everyone should have a CAS 

before the Tier 4 application. 

You will need to provide your 

unique CAS number which gives 

UKVI all the information about 

you and your course. 



 

The ‘Application’ section of the form is now complete. You will be able to see a summary after this question. If you 

think you have made any mistakes, you are able to change your answers by clicking ‘Change’. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



If you have got dependants applying with you on this Tier 4 visa, you can now add information about your dependant 

in the next screen; if you are applying for yourself only, then please click ‘Continue’ to progress to next stage. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you plan to apply for 

dependants as well, don’t 

forget to click here and 

complete the additional 

questions.   



Next, you will go to a page which will tell you all supporting documents you need to provide for your Tier 4 application. 

You will need to tick the boxes of all the documents before clicking save and continue.  

Financial evidence is part of the documents required for your visa application. It’s very important that any bank 

statements you enclose with your application are less than 1 month old and demonstrate that you have held the 

required funds for at least 28 consecutive days. If you wish to check the suitability of your bank statements, do 

contact us or come to an International Student Advice drop-in. 

Please note: if you are using your parents’ bank statements to support your Tier 4 application, you will need to 

provide a consent letter from them confirming that you are their child + they give their permission to you using their 

funds for your studies in the UK, and your birth certificate which proves the relationship between the bank account 

holder and you, i.e. parent and child. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Students who are listed as ‘Low Risk 

Nationals’ do not have to submit their 

financial evidence as part of their Tier 4 

application and fall under the 

Differentiation Arrangement.  If you fall 

under this arrangement, it will be 

automatically worked out before you 

reach this document page. 

PLEASE NOTE: the UKVI can ask you at a 

later date to provide your qualifications 

and financial evidence so you should 

ensure that you still prepare these in 

advance of making your application.  

You can find a list of Low Risk nationals 

and what documents they should provide 

here. 

https://www.kcl.ac.uk/campuslife/services/student-advice-support/ags/pdfs/immigrationadvice/low-risk-nationals-advice-guide.pdf


 

Next, you will move to the ‘Declaration’. You’ll be asked to confirm that you are the applicant and that all the 

information on the form is correct. We recommend that students save a copy of your application form as a PDF for 

your records at this stage. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If your solicitor is filling 

out this form for you, 

then they should tick the 

second option. 



You will then be forwarded to the Immigration Health Surcharge page. Once you have continued from this page you 

will not be able to amend your answers. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Immigration Health Surcharge is an additional charge you must pay if you’re applying for a visa in the UK or 

overseas after April 5th 2015. It gives you access to the National Health Service. For those in the UK, it will affect 

anyone who needs to extend their Tier 4 visa for a new course, a resit or for more time to complete their course. 

For Tier 4 students, the charge is £150 per 6 months of study, according to the length of Tier 4 visa granted (not 

according to the course length). If, for example, you’re studying a one-year master course you’ll be required to pay 

£450 (as your visa should last for 16-17 months, and this gets rounded up to 18 months). 

 

 

 

 

 

 

 

Tier 4 student applicants 

should be paying £300 per 

year. 

Please check on the Home 

Office’s official website 

whether you can be exempted 

from the IHS: 

https://www.gov.uk/healthcar

e-immigration-

application/when-you-need-

to-pay 

Most non-EEA students will 

need to pay for this surcharge. 

 

https://www.gov.uk/healthcare-immigration-application/when-you-need-to-pay
https://www.gov.uk/healthcare-immigration-application/when-you-need-to-pay
https://www.gov.uk/healthcare-immigration-application/when-you-need-to-pay
https://www.gov.uk/healthcare-immigration-application/when-you-need-to-pay


After you choose ‘Continue’, you will then see the summary screen. These answers are automatically filled according 

to your answers provided for previous sections. However, you will be asked to provide more details as below. 

Please click the link as shown in the screen and it will direct you to the answer pages. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

The answer screens for the above three parts are: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your course dates will be on your CAS. 

You have a chance later on to state the 

original start date of your course if you 

are extending your visa 

Sometimes, for the Doctorate Extension 

Scheme, the form will not accept the 

course dates on your CAS as they are too 

short. If you’re experiencing this problem, 

please contact advice@kcl.ac.uk 

 

mailto:advice@kcl.ac.uk


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you are doing re-sits or 

extending your current course, 

you should select ‘Yes’ for this 

question. 

You can then input the original 

start date of the course. 

 

 



After these three additional questions, you should now see the summary of your health surcharge information. If you 

need to change any of the answers, you can amend them by clicking ‘change’. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you are happy with the information shown on the page, you then need to complete the Declaration for IHS.  

 

 

 

 

 

 

 

 

 

 

 

 



After clicking the ‘I agree’ button you will then be shown your IHS number. You can then hit continue to pay for your 

IHS. 

 

 

 

 

 

 

 

 

 

 

 

Please provide your payment card details here. Once it is through, you would have completed the IHS payment for 

your visa application. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your IHS number will appear here and 

will start IHS followed by numbers 



Once you have paid for the Immigration Health Surcharge, you will be directed to the screen below. You will need to 

click on the ‘Return to my visa application’ button where you will be asked to choose which service you want to use to 

submit your biometrics and documents and pay your visa application fee.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



You can then pay the application fee. The service you choose for this will determine how quickly a decision is made 

once you have submitted your biometrics and how much you pay. 

Once you pay the correct fee, you will have officially submitted your application to the UKVI.  

The date of your application is the date that you make this online payment. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The date of payment 

is the date you made 

your application. 

This is the date you 

should prepare you 

documents around. 



If you follow the steps, you will also see PDF documents are automatically generated:  
- Checklist  
- Copy of your Tier 4 visa application form  

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You should download 

both these 

documents.  

 

You must make sure you have 

submitted your documents and 

biometrics by this date.  

Failure to do this may make 

your application invalid. 



Submitting your Biometrics: Book your appointment with UKVCAS and upload your documents 

before attending the appointment 

 
Once the application fee has been paid, you will then be directed to UK Visa and Citizenship Application Services 
(UKVCAS)– Sopra Steria to book an appointment to complete the application. You will also need to upload your 
documents online before your booked appointment. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You need to set up an account on the Sopra Steria website before you can book your appointment. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you have set up your account and logged back in, you can book your appointment. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

You can enter your 

postcode here to find your 

closest UKVAC centre. 

Please note that ‘core’ 

locations are the only 

ones that offer free 

appointment slots.  

The closest core service to 

London is in Croydon.  

Once you have chosen which 

centre you want to go to, click 

here to choose the date and time 

of your appointment. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Choose the date and time 

for your appointment and 

click ‘Reserve Appointment’. 

 

You have the option to 

add other services such 

as document checking.  

Each service will have 

additional charge. 



  

 

 

 

 

 

 

 

 

 

Once you have got your appointment booked, you will receive an email with your appointment letter attached as PDF. 
You should print off this letter before attending your appointment. 
 

We strongly suggest you upload all supporting documents before your appointment to avoid unnecessary waiting on 

the day when attending the appointment.  

Please note you will need to complete all steps (submitting documents and biometrics) within the time scale given by 

UKVI. Failure to complete the procedures on time may lead to your application becoming invalid (i.e. application not 

submitted successfully). 

 

Finding errors after completing all the above steps  

If you find anything might be incorrect afterwards, please get in touch by emailing advice@kcl.ac.uk or come to one of 
our drop-in’s following our website instructions https://www.kcl.ac.uk/campuslife/services/student-advice-
support/StudentAdvicedrop-ins.aspx 
 
We will be assessing your questions and happy to hold discussions with you when necessary.  
 

 

You can upload your 

documents now or sign back 

in to your account and 

upload them later 

Last updated: 24/06/2019 

mailto:advice@kcl.ac.uk
https://www.kcl.ac.uk/campuslife/services/student-advice-support/StudentAdvicedrop-ins.aspx
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