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	ACADEMIC VISITOR REQUEST 
	

	
	

	
	

	
	

	Use for Academic Visitors who require University general expenses payments only
	
	Route for request:

	
	
	

	
	
	
	
	Head of School

(

	
	
	
	
	

	
	
	
	
	Management Accounts

(

	
	
	
	
	

	
	
	
	
	Dean

for decision and circulation

	
	
	
	
	


	Section 1
Please complete details


	School:


	

	Faculty:
	

	Name of Academic Visitor:
	


	Form information:
	Section

	Notes of Guidance
	2

	Details of Academic Visitor
	3

	Details of Visit
	4

	Funding Details
	5

	Management Accounts
	6

	Approval of Dean
	7


	Date submitted by School:
	

	Date received by Management Accounts:
	


	
Section 2
Notes of Guidance


Form AV must be completed for Academic Visitors who require University general expenses payment only. 
Please note the immigration requirements in section (A) below if you are considering inviting or offering any payment for work done by non-EEA visitors. Please check the following website to ensure your visitor meets the Business/Academic Visitor criteria http://www.reading.ac.uk/humanresources/rdg-only/academic_visitors.htm 
A
Overseas Academic Visitors (Non-EEA)
UK Border Agency Criteria

This route allows well qualified academics to visit the UK for a maximum of 12 months to undertake certain activities. They should be able to produce evidence that they have been working as an academic in an institution of higher education overseas, or in the field of their academic expertise immediately prior to seeking entry or entry clearance for entry in the category. A non-UK/EEA Academic Visitors who enter the UK as a general visitor will not be allowed to carry out Academic Visitor activities.
An Academic Visitor must be:

· A person on sabbatical leave from an overseas academic institution who wishes to make use of their leave to carry out research here (to do research for a book for example – not formal research); or
· Academics (including doctors) taking part in formal exchange arrangements with United Kingdom counterparts; or

· Eminent senior doctors and dentists coming to take part in research, teaching or clinical practice.

Academic Visitors must:

· Not receive funding for their work from any United Kingdom source (payments of expenses or honoraria to cover their needs whilst in the UK may be disregarded, as may payments on an exchange basis)

· Not intend to take employment or engage in any work other than the academic activity for which they are being admitted

· Not be filling a normal post or a genuine vacancy

· Not stay in the UK for more than 12 months

· Intend to leave the UK at the end of their visit

· Be able to maintain themselves and any dependants without having recourse to public funds (or be adequately maintained and accommodated by relatives or friends)

· Be able to meet the cost of the return or onward journey from the UK

Permitted Paid Engagement (PPE)
This additional route allows certain visitors to undertake a permitted paid engagement. They must meet the criteria for this route and have the appropriate stamp/visa to allow them to be paid. This stamp/visa applies to non-visa nationals as well as visa nationals. Please see the following webpage for full details of this entry route http://www.cms.rdg.ac.uk/web/FILES/humanresources/visitors_permitted_paid_engagements_.pdf . In these instances the ‘Fees form’ should be completed.
Lecturers: a person who wishes to come to the United Kingdom solely to undertake a series of lectures for which they will receive a fee will normally require entry under Tier 2 of the PBS unless they qualify under the above PPE route.
Procedure

1 Form AV must be completed for Academic Visitors who require University general expenses payments only.

2 The department will send a letter of invitation to the individual detailing:

i. The nature of the visit;

ii. The period of stay;

iii. The funding arrangement; amount and source.

3 The Visitor should take the letter of invitation to the British Embassy for any visa or entry clearance requirements. Please allow time for this process. The letter of invitation and entry clearance should be brought through Immigration Control on arrival to the United Kingdom.

4 For payment of any expenses or subsistence allowance Schools should complete a ‘Green Expense Form’ and attach receipts, a copy of the invitation letter and if not already completed, the AV Form, and send all to the Finance Directorate for action.

5 Please clear any subsistence/expense payments with the Finance Office prior to inviting a visitor to the UK.

If you require any further information or guidance regarding the procedures for overseas Academic Visitors please contact Nicola Johnson on extension 7309 or via email n.j.johnson@reading.ac.uk 
B
UK and EEA Academic Visitors

Procedure

1 Form AV to be completed for Academic Visitors who require University general expenses payments only.

2 The School/Department will write a letter of invitation to the academic detailing

i. The nature of the visit, for example research in a specific area;

ii. The period of stay;

iii. Any funding arrangement; the amount and source.

3 For payment of any expenses or subsistence allowance Schools should complete a ‘Green Expense Form’ and attach receipts, a copy of the invitation letter and if not already completed, the AV Form, and send both to the Finance Directorate for action.






	Section 3
Details of Academic Visitor


	Name and title:


	

	
	
	
	
	
	
	
	
	
	

	Address:


	

	
	
	
	
	
	
	
	
	
	


	Section 4
Details of Visit


	Reason for visit
	


	Length of visit (not to exceed one year)


	

	Requested arrangement to begin:


	
	

	Requested arrangement to end:


	
	


Attach any further information of the Visit on a separate sheet 

	Section 5
Funding details


	Is funding to be offered?
	YES
	NO
	
	Attach any further detail of the funding arrangements on a separate sheet

	
	
	
	
	


	Details
	
	
	
	
	
	
	
	

	Amount
	
	Reason
	
	Funding 

	
	
	
	
	Source:
	Percentage:
	Account number(s):

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	Signature of Head of School:

Date:


Forward to Management Accounts, Finance Directorate
	Section 6
For use by Management Accounts, Finance Directorate


	Are funds available?
	YES
	NO
	

	
	
	
	


	Additional comments




	Signature of Management Accountant:

Date:


	Forward to Dean for approval


	Section 7
For use by Dean only:


	1.
	Request not agreed
	

	2.
	Request agreed on terms and conditions requested
	

	3.
	Request agreed on terms and conditions altered as detailed below
	


	Reason for visit
	


	Length of visit (not to exceed one year)


	

	Requested arrangement to begin:


	
	

	Requested arrangement to end:


	
	


	Is funding to be offered?
	YES
	NO
	
	

	
	
	
	
	


	Details of funding
	
	
	
	
	
	
	

	Amount
	
	Reason
	
	Funding 

	
	
	
	
	Source:
	Percentage:
	Account number(s):

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	Any other change(s)

	

	


	Additional comments:




	Signature of Dean:

Date:


	Dean’s office to circulate


Dean’s Office to circulate to:





Dean


Head of School/Dept


Director of Finance


Director of Human Resources
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