Step-by-step guide in completing an ATAS application for QMUL students
Create an account on the ATAS website
You start an ATAS application by creating an online ATAS account.
Avoid using Gmail – There have been ongoing technical issues on the ATAS application portal with Gmail.
Before applying for an ATAS
	Are you a taught / research student or are you a researcher? *
	Always select “Taught / research student”. 

The “Researcher” category is for academic staff only, not students.

	What type of study are you undertaking? *

	Confirm whether your course is “Research” or “Taught”.


Checklist
	Are you ready to apply for your UK Academic Technology Approval Scheme (ATAS) certificate? *
	Answer “Yes”.

	Have you received a CAH3 code from your Higher Education Institute (HEI), or research institute? *

	Answer “Yes”.

Make sure you have your CAH3 code and ATAS synopsis ready.

When completing 1) Proposed study of the ATAS application form, you must provide the CAH3 code and synopsis EXACTLY as supplied by QMUL (See “How can I check what my CAH3 code and synopsis are?” on our ATAS webpage). 

You may have to apply again if the CAH3 code and/or synopsis on the ATAS certificate is different from the ones supplied by the university. 




Application form
There are 10 sections to the ATAS application form. You don’t have to complete each section in the order listed on the form – They can be completed in any order you prefer. 
You also don’t have to complete the whole application in one go – You can save your progress and return to the application by signing into your ATAS account at a later time. 
1) Proposed study
2) Personal details
3) Spouse
4) Contact details
5) Undergraduate / Postgraduate studies
6) Other studies
7) Published papers
8) Employment history
9) Referees
10) Sponsors

1) [bookmark: _Proposed_study]Proposed study
Check with your school/institute (for taught programmes) or your supervisor (for research programmes) in the first instance if you are unsure of any of the course details asked in this section. 
For incoming postgraduate research students, you can email research-admissions@qmul.ac.uk. 
	What university or Higher Education Institution will you be studying at? *
	Select “Queen Mary, University of London”.

	What subject will you be studying? *
	Type the official title of your course. 

Your official course title is NOT the proposed title of your research project. Do not confuse the two.

	When will your course start? *

(DD/MM/YYYY)

	For new students, enter the course start date as it appears on your offer letter.

For continuing students:
· If you are presently studying and holding a Student visa – Enter the date after your current visa expires. 
· If you are a student resuming your studies in the UK after a break – Enter the expected return date as agreed with your school/supervisor and as shown on your student record.
· If you have moved to a course that requires ATAS clearance, enter the date after your planned ATAS application submission (You can only input a course start date that is in the future). 

	When do you expect your course to end? *

(DD/MM/YYYY)

	For new students, enter the course end date as it appears on your offer letter.

For continuing students, enter the expected course end date as agreed with your school/supervisor and as shown on your student record.
· For continuing research students, the expected course end date should be 7 months after your thesis submission deadline. 

	What is your CAH3 course code? *
	Select the CAH3 code as supplied by QMUL. 

See “How can I check what my CAH3 code and synopsis are?” on our ATAS webpage.

	What qualification will you be studying for? *
	Select the intended qualification award.

	Supervisor name at UK University *
	For taught programmes (e.g. MSc), this would normally mean your Head of School.

For research programmes (e.g. PhD), this would be your lead supervisor. 

	What will you be studying? *

(No more than 2,000 characters)
	Copy and paste the ATAS synopsis directly as supplied by QMUL (See “How can I check what my CAH3 code and synopsis are?” on our ATAS webpage). 

Taught students are also required to list their course modules here. List all core and elective options of your course, unless:
· If your course offers different pathways, list all core and elective modules of the pathway you have chosen.
· For MEng, list only the core and elective modules on your final year.

	Why do you want to study this? *

(No more than 2,000 characters)
	Explain why you wish to study this course and in this particular subject area. 

You should a minimum of 5 sentences. You can write up to 2,000 characters, including spaces.

If you are a continuing student needing more time to complete your current programme, make a note stating that at the beginning of this part. 

	What are your goals when complete your intended programme? *

(No more than 2,000 characters)
	Explain what you hope to have achieved by the end of your course and what you intend to do with the knowledge you have gained during the course.

	Is this a joint programme with another country? *
	This would be a “No” for most applicants.

Only answer “Yes” if your course is a joint programme with another country. 
· If you answer “Yes” – You must then confirm which parts of the course take place in the UK in the free text box that appears (Subject to a 2,000-character limit). 


2) [bookmark: _Personal_details]Personal details
	Title *
	Select the appropriate title for yourself.

	Given names *
	Type your given name(s) as it appears on your passport.

	Surname *
	Type your surname as it appears on your passport.

	Gender *
	This should match the information on your passport.

At present, there are only the “Male” or “Female” options from the drop-down menu.

	Date of birth * (DD/MM/YYYY)
	Enter your date of birth.

	What town or city were you born in? *
	Enter the town or city you were born in.

	What country were you born in? *
	Select the country you were born in.

	Passport number *
	Make sure you enter your passport number correctly and use the same passport that you will be using to apply for your visa (if applicable) and travel to the UK. 

The passport number you provide here will appear on your ATAS certificate.

	When was your passport issue? * (DD/MM/YYYY)
	Enter your passport issue date.

	When does your passport expire? * (DD/MM/YYYY)
	Enter your passport expiry date.

	What is your nationality? *
	Select the nationality of the passport that you will be using to apply for your visa (if applicable) and travel to the UK. 

The nationality you select here will be the nationality that will appear on your ATAS certificate.

	Do you have dual nationality? *
	If you have dual nationality, check that either nationality is exempt from the ATAS requirement (See “Who is exempt?” on our ATAS webpage):
· You don’t need an ATAS if you have a nationality that is exempt. 
· Use the passport that is ATAS exempt when applying for your visa (if applicable) and travelling to the UK.  

If both nationalities require an ATAS (i.e. not exempt from the ATAS requirement):
· Decide which passport you will be using to apply for your visa (if applicable) and travel to the UK.
· Select your other nationality here – NOT the nationality of the passport you will be using to apply for your visa (if applicable) and travel to the UK (That should be your answer to the last question). 

	Have you ever been refused admissions to the UK either through visa refusal or denied entry? *

(No more than 2,000 characters)
	This would not necessarily affect your application, but you must declare it. 

The question asks for refused UK entry only – Refusals from other countries are not relevant. 

Provide the circumstances of any UK visa refusal / denied entry to the UK, including date, visa type, reason for the refusal, any remedial actions taken (e.g. refusal decision overturned via administrative review, applying for the visa again and receiving a visa grant this time). 

	Have you ever served in the military? *

(No more than 2,000 characters)
	If you have, whether it was compulsory conscription or not, answer “Yes”. 

Outline which branch of the military you served in, your role and rank.

	Have you ever trained in CBRN (Chemical, Biological, Radiological and Nuclear) or in using firearms? *

(No more than 2,000 characters)
	If you have, answer “Yes” and outline your job role(s), qualification(s) and year(s) of experience.

	Have you ever supported or worked on Government funded research and if so in what capacity? *

(No more than 2,000 characters)
	If you have, answer “Yes” and list the project title(s), supporting researcher(s) and funding/sponsorship details.



	List of Languages, including competency level

· Language *
· Competency *
· Add another language? *
	Select a language that you can speak from the drop-down menu and indicate your level of competency (“Elementary / Limited working / Professional working / Full professional / Native or bilingual”).

If you speak more than one language, answer “Yes” to “Add another language”, select another language and indicate your level of competency of that language. 


3) [bookmark: _Spouse]Spouse
	What is your current marital status? *
	If you select “Single”, “Divorced” or “Widowed”, this section is complete and you can move onto other sections.

If you select “Civil partnership” or “Married”, the next question will appear.

	Will your spouse be coming to the UK with you? *
	Answer “Yes” if they will be joining you in the UK, even if the two of you will not be travelling together. 

	Your spouse’s personal details *
	If you answer “Yes” to the previous question that your spouse will be coming to the UK with you, you need to provide your spouse’s personal details. 


4) [bookmark: _Contact_details]Contact details 
	What is your preferred email address? *
	This is the email address the ATAS Team will use to contact you.

Make sure you enter your email address correctly and also:
· It is an email address you will continue to have access (e.g. do not use an email linked to your current university if you will be finishing your studies soon and the university email account will be closed after course completion). 
· We recommend using an internationally recognised email server such as Outlook, Hotmail, Yahoo, or similar (NOT Gmail), as ATAS have experienced difficulties with firewalls for local servers.

	Alternative email address
	While an alternative email address is optional, we recommend that you provide a second email address here if you have one. 

Again, use an internationally recognised email server such as Outlook, Hotmail, Yahoo, or similar; and avoid using Gmail if you can.

	What is your postal address? *
	Type your postal address.

	Post/Zip code (if applicable)
	You can leave this part blank if your address does not have a post/zip code. 

	Country *
	Select the country of your postal address. 

	Telephone number

· Home telephone number
· Mobile telephone number
· Work telephone number
	You need to supply at least one telephone number.

For any international numbers, include the country and area dialling codes as appropriate (“+” sign and spaces are accepted). 


5) [bookmark: _Undergraduate_/_Postgraduate]Undergraduate / Postgraduate studies
	Have you undertaken any undergraduate or postgraduate studies? *
	This section refers to any current and previous studies at university level, both in the UK and overseas. 

Do NOT include:
· Your high school education
· Studies previously undertaken at colleges or institutions other than a university (That’s for the next section,  6) Other studies)

Answer “Yes” – The following questions will appear.

Answer “No” – This section is complete and you can move onto other sections. 

	University Name 

· Name *
· Which department or faculty did you study in? *
· University address *
· Post/Zip code (if applicable)
· Country *
	Provide details of the university you have studied at. 


	

	Course

· What was your course or thesis title? *
· When did you start your course? *
· When did you course end? *
· What qualification did you receive? *
	Provide details of your course.

	What you studied *

(No more than 500 characters)
	Provide a brief description of the subjects covered on your course.

	Add another study
	If you have undertaken other undergraduate / postgraduate studies, click the “Add another study” button and repeat the steps above. 

If there is any long gap(s) in your education history, for example if you took a break from studying, you are advised to provide an explanation here.

How you can do this is by adding another study:
· Use the course start and end dates to indicate the duration of the gap;
· Use the free text box under “What you studied” to explain the gap; and
· Complete the rest of the mandatory parts with a suitable answer (e.g. “N/A – study gap”).


6) [bookmark: _Other_studies]Other studies
	Have you undertaken any studies since you left school, other than those you told us about in section 5? *
	This section refers to any current and previous studies have taken place other than at a school / university (e.g. any formal professional training at a college). 

Do NOT include:
· Your high school education
· Undergraduate / postgraduate studies previously undertaken at universities (That should be listed on the last section, 5) Undergraduate / postgraduate studies)

Answer “Yes” – The following questions will appear.

Answer “No” – This section is complete and you can move onto other sections.

	Education provider

· Name of college or education institution *
· Which department or faculty did you study in? *
· College/institution address *
· Post/Zip code (if applicable)
· Country *
	Provide details of the education provider you have studied at. 


	

	Course

· What was your course title? *
· When did you start your course? *
· When did your course end? *
· What qualification did you receive? *
	Provide details of your course.

	What you studied

(No more than 500 characters)
	Provide a brief description of the subjects covered on your course.

	Add another study
	If you have undertaken other non-university studies, click the “Add another study” button and repeat the steps above. 


7) [bookmark: _Published_papers]Published papers
	Have you published any academic or professional papers? *
	Answer “Yes” if you have and the following questions will appear.

Answer “No” – This section is complete and you can move onto other sections. 

	About your published paper

· What was the title of your paper? *
· What subject was it about? *
· In which year was it published? *
	Provide details about your published paper.

	What your paper said *

(No more than 500 characters)
	Provide a brief summary of your paper.

	Add another paper
	If you have other published paper, the “Add another paper” button and repeat the steps above.


8) [bookmark: _Employment_history]Employment history
	Have you ever been employed? *
	This section refers to any paid work or any long-term voluntary/unpaid work since you have left school, including jobs in the past and jobs that you are currently doing. 

You don’t need to include temporary jobs that you do during university vacations. 

Answer “Yes” – The following questions will appear.

Answer “No” – This section is complete and you can move onto other sections.

	About your job

· What was the name of the company or organisation you worked for? *
· What was their address? *
· Post/Zip code (if applicable)
· Country *
	Provide details about the company / organisation you work for.

	Position

· What position did you hold? *
· When did you start your job? *
· Are you still doing this job? *
	Provide details about your job position.

If you answer “No” to the question “Are you still doing this job?” – You must then confirm when your job ended (in DD/MM/YYYY format).

	Job description *

(No more than 500 characters)
	Give a brief summary of the work you did, including your main tasks and responsibilities. 

	Add another job
	If you have more employment to add, click the “Add another job” and repeat the steps above.

If there is any long gap(s) in your employment history, for example if you were unemployed or a full-time parent, you are advised to provide an explanation here.

How you can do this is by adding another job:
· Use the job start and end dates to indicate the duration of the gap;
· Use the free text box under “Job description” to explain the gap; and
· Complete the rest of the mandatory parts with a suitable answer (e.g. “N/A – employment gap”).


9) [bookmark: _Referees]Referees
Refer to “Who do I put down as referees?” on our ATAS webpage before putting down their details in this section. 
	Title *
	Select the appropriate title for your referee.

	What is the full name of your referee? *
	Enter the full name – NOT initials – of your referee. 

	What email address should we use if we need to contact this referee? 
	You must provide at least one contact method (an email address / telephone number) to reach your referee.  

While the ATAS Team do not always contact referees, we recommend as a courtesy, you inform your referees that you intend to put them down as referees in the application, double-check their contact details are up to date, and that they may be contacted by the ATAS Team of the UK government. 

	What is their telephone number? 
	You must provide at least one contact method (an email address / telephone number) to reach your referee.  

	How long have you known this referee? *
	Select the appropriate number of years and months from the drop-down menu.

Both the “Year” and “Month” drop-down menus cannot be left blank. E.g. If you and your referee have known each other for exactly 3 years, select “3 Years” and “0 Months”.

	What is your referee’s position within this organisation? *
	Give the job title of your referee.

	What does this organisation do? *
	Confirm the sector/industry that your referee’s company is in (e.g. higher education, manufacturing, engineering). 

	Name of the organisation your referee works for *
	Give the name of your referee’s company.

	What is their address? *
	Provide the address of your referee’s company, NOT your referee’s home address.

If none of your referees is from your home country, you are advised to include 1-2 brief sentences here to state so and explain why it is not possible for you to provide at least one home referee (e.g. you have been studying and/or working elsewhere for a number of years). 

	Post/Zip code (if applicable)
	You can leave this part blank if the address of your referee’s company does not have a post/zip code.

	Country *
	Select the country where your referee’s company is based.

	Add another referee
	You need to provide at least 2 referees. 

Until you have provided 2 referees, this section will not be marked “COMPLETE”. 


10) [bookmark: _Sponsors]Sponsors
	About your sponsors

· What is the name of your sponsor? *
· What is their address? *
· Post/Zip code (if applicable)
· Country *
· What email address should we use if we need to contact your sponsor? *
	This section relates to your financial sponsor(s), i.e. people / organisation(s) that will be funding your upcoming studies at QMUL:
· If you are self-funded, enter your own details. 
· If you are funding your studies through a loan, enter your own details.
· If a family member is funding you, enter their details.
· If you are being sponsored by an organisation (e.g. a university, research council, government or international scholarship agency), enter that organisation’s details.
· If QMUL is your official financial sponsor, copy the contact details from your sponsorship letter. This would usually be the details of your academic department.
· If you are awaiting the outcome of a funding application, it is normally better to go ahead with your ATAS application rather than delay your ATAS application, particularly if you expect to receive the outcome late in the process. You can notify the ATAS Team later when your funding application is successful after submitting the ATAS application. 

	Are there any conditions attached to your sponsor’s offer? *
	Answer “Yes” if there is any condition(s) attached to your sponsor’s offer, e.g. some scholarship sponsor may require its recipients to work for their organisation for a number of years or to return to their home country after completing their studies. 

	Provide details of the conditions your sponsor has attached to their offer *

(No more than 500 characters)
	If you answer “Yes” to the previous question, this free text box will appear for you to provide details of the condition(s) of your sponsor’s offer. 

If you are awaiting the outcome of a funding application:
· Answer “Yes” to the previous question
· Use this free text box to provide details of your funding application, including that it is pending. 
· If you intend to self-fund should the funding application be unsuccessful, note it here.  

	Add another sponsor
	If you are receiving funding from more than one sources (e.g. part scholarship, part self-funding), enter the details of each sponsor separately. 





Submit application
Once all 10 sections are marked as “COMPLETE”, a “Submit application” button will appear at the top of the screen. 
Before submitting your ATAS application, make sure all the information provided on the application form is accurate. You would most likely have to re-apply if the information provided is incorrect. See “What if I’ve made an error on my ATAS application?” on our ATAS webpage for more details.
After submission
Once the application is submitted, in your online ATAS account, your ATAS application status will be updated from “COMPLETE” to “SUBMITTED”. 
This will change to ‘DECIDED’ when a decision is made on your application. You will also receive an email from the ATAS Team informing you of the decision and (if the application is successful) the ATAS certificate. 
The “Withdraw” button is for applicants to withdraw a pending application. You should only withdraw your application if:
· You have made mistakes on the application form that cannot be rectified (See “What if I’ve made an error on my ATAS application?” on our ATAS webpage).
· There have been changes since submission and a new ATAS application is required (See “What if something changes after I apply for my ATAS?” on our ATAS webpage).
The ATAS application portal does not allow for duplicate applications. An application is considered duplicate when there is already a pending application with the identical CAH code and course provider details. If you are required to re-apply for ATAS for the same course and the original ATAS application is still undecided, you will have to withdraw the existing application before a new application can be accepted by the system. 


* : Mandatory fields on the form; must answer.
