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 HR-VH1: REQUEST FOR AN HONORARY OR VISITING ASSOCIATION

Before completing the form, please ensure that you have read the Honorary and Visiting Associations Guidance    Departments may wish to ask the associate for details to help complete sections A and C but should complete and submit the form on behalf of the associate. Section E approvals must be obtained before the form is submitted to the visiting academics team in Human Resources. Please note the association request cannot be processed if fields are left blank, the required documents are not attached, and the approval section has not been completed. 

Please allow sufficient time for a request for an Honorary or Visiting Association to be processed.  Where an association requires sponsorship for a T5 GAE visa and an ATAS certificate is also required, the form should be submitted up to 12 weeks in advance of the start date. Please note only complete this form for PhD students if the student is coming to the UK to carry out research in the UK as part of a research project being led by Warwick that is not a part of their course of study and where a GAE visa is required.   

	Section A – Personal Details

	[bookmark: _Hlk491333247]Title: (e.g., Dr, Mr, Mrs, Ms, Miss, Prof,)
	
	Family name: 
(as official documents)
	


	Given Name:
(as official documents)
	
	Middle name:
(as official documents)
	

	Gender:[footnoteRef:2] [2:  Our staff records system currently requires us to collect legal gender, this is collected to standardise the format of data within our records to meet requirements of HRMC when needed. Legal gender currently only allows for male and female options. We appreciate that this may not be reflective of your affirmed gender identity, the University recognises gender as a spectrum. This information will only be used to complete the requirements of the staff records system, it will not be shared.] 

	☐ Female  ☐ Male
	Date of Birth:
	

	Reasonable adjustments:
Do you require any reasonable adjustments or support to assist you in your role, and if so do you consent to this information being shared with the administrator and HR Business Partner for your department? 
	☐ Yes (Your HR Business Partner will contact you to discuss adjustments.)
☐ No  

	Home Address:
(Include Postcode and Country. This should not be a business address).
	
	UK Address: 
(Include if different to home address, if unknown yet write ‘To be advised’).
	

	Email address:
	

	Phone Number:
	

	Emergency contact name (optional):
	
	Emergency contact relationship:
	

	Emergency contact
phone number: 
	
	Emergency contact email:
	

	Current employer:
	
	Job title where currently employed:
	

	Is a letter/email of support available from their home institution?
	☐ Yes (please attach).
☐ No (state reason below i.e. no employer or other justification)


	Is a CV available?

	☐ Yes (please attach).
☐ No (state reason below i.e. no employer or other justification as not having a CV may limit the processing of your application)


	*Section A attachment CHECKLIST*

	Please select ‘yes’ below if you have provided an attachment or ‘n/a’ if not applicable.
☐ Yes ☐ No  Letter/email of support from home institution.                               
☐ Yes -  CV 

	FOR HR USE ONLY  
	Subgroup for Association:
	Position ID No:  



	Section B – Association Details

	Type of Request:
	☐ New request 
☐ Extension or renewal
	Duration of initial / extended association:
	  
………….. Years/Months

	[bookmark: _Hlk80775296]Start date:
	
	End date:
	

	Type of Association:
(see Guidance if unsure)
	☐ Honorary (for up to 3 years not physically based at UoW)
☐ Visitor – British/Irish national or indefinite leave to remain (for up to 1 year based at UoW)
☐ Visitor – Other, standard visitor visa required (for up to 1 year based at UoW) 
☐ GAE Only Sponsored Researcher from overseas on a T5 GAE visa Section D is compulsory. (for up to 2 years based at UoW) 

	Association Title: 
(You must use a title from list Appendix 2)
	

	Host Department:
(Please include division if applicable)
	CENTRE FOR THE STUDY OF THE RENAISSANCE
	Department Contact:
	JAYNE SWEET

	University ID Card to be issued?
(A University email account will be created as standard)
	☐ Yes 
☐ No  

	Is the person currently employed at UoW?
(Employees cannot hold an honorary or visiting status at the same time as being employed. If an employee is leaving, a one-month break is required).
	☐ Yes (Please state below their University number and leave date).
☐ No

	
	University Number:

	Leave date:

	DBS check required for activity carried out?     
(Further information about DBS checks is available here. Associations cannot commence prior to the DBS check being completed satisfactorily).   
	☐ Yes (Please state below the level of check required and activities to be undertaken or attach details)                     
☐ No  

	
	Level of check: 

	Activities: 


	Other screening checks required?
E.g., Research Passport application, OH assessment, working with Human Tissue etc.

	☐ Yes (Please state below the check(s) required and reasons for the check or attach details.)
☐ No  

	
	Check(s) required:

	Reason for check: 


	Is payment via Warwick payroll a condition of an external body/award? e.g. Newton & Fernandez Fellows (In exceptional circumstances it maybe a condition of an award/funding that a payment is made from an external funding body to the visitor via UoW payroll, please provide details).
 
	☐ Yes (Please complete the details of monthly, value, cost/project code and attach details of the award).
☐ No   

	
	Gross value of monthly payment: £
	Cost/project code to be charged:

	Please provide a supporting case containing information about the purpose of the visit to support the box number ticked in section C  and any other details relevant to this application: 
(If  you are not able to provide case in this box, please attach details to this form).

	
	

	*Section B attachment CHECKLIST*

	Please select ‘yes’ below if you have provided an attachment 
☐ Yes ☐ n/a   Supporting case for honorary or visiting association n/a as stated in box.
                               
☐ Yes ☐ n/a   Details of activities requiring a DBS or other screening check 
☐ Yes ☐ n/a   Details of award stating a payment is to be made to a visitor via UoW payroll    


	Section C – Visa and Immigration details (all to complete)
The nationality of the person and the purpose of the visit will determine what type of visa may be required. 

	Nationality:
	

	Does the person hold an existing UK immigration (visa) status?  
	☐ n/a - UK/Irish national
☐ No 
☐ Yes (Please state Immigration/visa status)
	State UK Immigration status held:


	Purpose of association:
Select one of the seven boxes that best describes the type of activities being carried out. 

	For the below activities a standard visitor visa is applicable for those requiring a visa. 
☐ 1 The person is an academic on sabbatical leave from an overseas institution and carrying out their personal research using Warwick’s facilities.
☐ 2 The person is sharing knowledge, information and advise on an international project that is being led from the UK (including attending meetings and conferences) but the person is NOT carrying out research on a hosted research project in the UK themselves. 
☐ 3 The person is contributing to the academic work of the department as an honorary or visiting association, sharing their knowledge and experience giving their time to speak at one-off conferences, giving unpaid lectures etc.  
☐ 4 The person is a senior eminent doctor or dentist coming to take part in clinical practice, teaching or research.
☐ 5 The person is taking part in a formal exchange arrangement with their UK counterpart e.g., Monash/Warwick alliance.    
If the personal research is in one of the listed STEM subject areas and the person is not an exempt national, an ATAS certificate must be obtained.  It is advised to obtain this before applying for the visa and/or arriving in the UK as the certificate will need to be obtained by the person and presented to the University before being allowed to start their research. If the department determines ATAS is required, provide additional information in box below which will be included with the invite letter.  The person can apply for a visa for a visit of up to 12 months. Visitors must not be paid for activities apart from reasonable expenses. The person applies for this visa themselves and does not require sponsorship.  For some nationalities (called non-visa nationals), a visitor for up to 6 months may not need to apply for a visitor visa before travelling. The person can check if this applies to them using the webpage Check if you need a UK visa?   

	
	For the below activities a sponsored GAE visa is applicable for those requiring a visa.
☐ 6 The person is an academic or a post graduate student who is taking part or leading an organised collaborative research project hosted or based at Warwick. They are not being paid by Warwick and are being funded by their own HEI or other organisation or funder, or a combination of the two.
☐ 7 The person is an academic or a post graduate student taking up an externally awarded research fellowship based at or hosted by Warwick. but is not being paid by Warwick If an academic and the research is personal research, this is permitted with a standard visitor visa so box 1 should be ticked instead IIf a student, the research is NOT a part of their course or study.  Visas for students undertaking research that is part of their course of study are not processed by HR.  
If the research is in one of the listed STEM subject areas and the person is not an exempt national, an ATAS certificate must be obtained before being sponsored to apply for the visa.    If the department determines ATAS is required, provide additional information in box below which will be included with the invite letter.
If boxes 6 or 7 are ticked, the HR Immigration team will be notified by HR Administration that sponsorship is required The department is required to provide additional information in Section D which is required for sponsorship. The person must be funded, (e.g. by their home institution or another organisation/funder or a combination) and cannot be self-funded (e.g. use their own savings). If a condition of their funding is that they are engaged as a worker or employed by Warwick and not as a visitor, seek advice from HR for which process to use to do this. Allow 12 weeks for a visa to be obtained where an ATAS certificate is required for start date.

	Is an ATAS certificate required?  
See appendix for which research subject areas require some visitors to obtain an ATAS certificate in advance of starting their research in the UK. Nationals from the EU, Australia, Canada, Japan, New Zealand, Singapore, South Korea and the USA are exempt from requiring an ATAS certificate.
	☐ No 
☐ Yes - Important Please provide the relevant CAH code (see Appendix 3) AND provide a research statement of 6 or 7 sentences from the department for the person to use for their ATAS application.

	*Section C attachment CHECKLIST*
	Please select ‘yes’ below if you have provided an attachment or ‘n/a’ if not applicable.
☐ Yes ☐ n/a For ATAS, the CAH code and research statement have been attached.




	Section D – *only required to be completed by the department for individuals who require sponsorship for a T5 Government Authorised Exchange (GAE) visa*

	Type of sponsorship request:

	☐  New visiting/honorary association and visa applicant is coming from overseas to the UK 
       The start and end dates in Section B will be used for the CoS so must be realistic.
☐  Extension of a visiting/honorary association and extension to T5 GAE visa in the UK
      Maximum total visa duration allowed is 2 years.
      The new end date submitted in Section B will be used for the CoS extension.
☐  Existing T5 GAE visa holder within the UK currently sponsored by another organisation and changing to Warwick. 
      As the maximum total visa duration allowed is 2 years, the Warwick start and end dates
      should not exceed the remaining time left on the visa. 

	[bookmark: _Hlk80817981][bookmark: _Hlk80807354]Name of funding provider:
	
 

	Amount of funding to be paid:

	£….



	Address of funding provider:
	
	State if amount is per month or year:
	Month/Year 
(Delete as applicable)

	Hours:
	☐  Full time (36.5hrs)
☐  Part time (Please state number of hours per week)
	Confirm that funding amount for the weekly hours stated meets the National Minimum Wage If No, reduce hours per week or cannot be sponsored.
	☐ Yes 
☐ No  

	Certifying Maintenance - Does the department wish to certify maintenance for the visa applicant? The visa applicant is required show that they can support themselves on arrival in the UK by having at least £1270 in their bank account for at least 28 days in a row and provide bank statements as evidence. The sponsor can choose instead to certify the persons maintenance, so they do not have to provide this proof. By ticking yes, the department is agreeing they can cover the persons maintenance costs during their first month in the UK up to £1270 if needed.
	☐ Yes 
☐ No  

	Cost Code:
	Please provide a cost code to pay the £21 cost charged by UKVI for the CoS 

…………………………………………..

	[bookmark: _Hlk80809333]*Section D attachment CHECKLIST*
	Please select ‘yes’ below if you have provided an attachment
☐ Official evidence of funding attached                               
☐ Copy of the individual’s passport data page with photograph                               




	Section E – Approvals 

	Name of Proposer:

	
	Job Title of Proposer:
	
	Date:
	

	

	Name of HoD, CoF or nominated representative
	
	 Signature:
	
	Date:
	


	 

	Name of HRBP or HRM:  
	
	 Signature:
	
	Date:
	


	Second Stage Approval by VC/Provost only required where no letter of support has been provided 

	Vice-Chancellor / Provost or nominated representative: 
	
	 Signature:
	
	Date:
	

	Once approved, this form should be submitted via an AskHR ticket found on your SuccessFactors homepage. Please use a Service Category of ‘Recruitment and New Starters’ and an Incident Category of ‘New Visiting & Honorary Association. – submit form’.
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