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Human Resources

Application Pack: 

Appointment of Visiting Professors/Visiting Research Fellows and Visiting Fellows


	
Checklist

Please provide the following documentation as part of this application
 

	Completed Request Form – please ensure you complete the correct form:
· Request to appoint a Visiting Professor/Visiting Research Fellow or Visiting Fellow through Conferment Committee form (found on page 2)

· Request to appoint a Visiting Professor/Visiting Research Fellow or Visiting Fellow – exceptional case outside of Conferment Committee form (found on pages 3 to 4)

· Annual Report and Renewal Application – Visiting Professors/Research Fellows form (found on page 5)
	☐

	Completed Candidate Application Form (includes personal details and right to work statement details) (found on pages 6 to 7)
	☐

	Candidate’s CV
	☐

	Once complete, the School/Service contact should email the above documents to Sarah Davies, HR Executive Officer (s.davies@hud.ac.uk) in order to be considered at the next Conferment Committee





	Request to appoint a Visiting Professor/Visiting Research Fellow or Visiting Fellow 
through Conferment Committee form 
To be completed by the School

	School: 
	

	Candidate’s Name:
	

	Request Details

	Title (please tick):
	Visiting Professor
	☐  

	
	Visiting Research Fellow
	☐  

	
	Visiting Fellow
	☐  

	Number of years to be awarded for (maximum of 5 years in the first instance):
	

	Nature of the Collaboration:
	



	Candidate’s suitability to Undertake the Work:
	



	Please give details of two external assessors who can comment on the candidate’s ability to undertake the collaboration.  They must not be a member of the University or the candidate’s employer. 

	Assessor One:
	Name:
	

	
	Position:
	

	
	Organisation:
	

	
	Contact Details:
	

	Assessor Two:
	Name:
	

	
	Position:
	

	
	Organisation:
	

	
	Contact Details:
	

	Proposer’s Name:
	

	Dean’s Signature:
	

	Date:
	




	Request to appoint a Visiting Professor/Visiting Research Fellow or Visiting Fellow 
Exceptional Case outside of Conferment Committee form 
To be completed by the School

	School: 
	

	Candidate’s Name:
	

	Request Details

	Title (please tick):
	Visiting Professor
	☐  

	
	Visiting Research Fellow
	☐  

	
	Visiting Fellow
	☐  

	Number of years to be awarded for (maximum of 5 years in the first instance):
	

	Nature of the Collaboration:
	



	Candidate’s suitability to Undertake the Work:
	



	Please give details of two external assessors who can comment on the candidate’s ability to undertake the collaboration.  They must not be a member of the University or the candidate’s employer. 

	Assessor One:
	Name:
	

	
	Position:
	

	
	Organisation:
	

	
	Contact Details:
	

	Assessor Two:
	Name:
	

	
	Position:
	

	
	Organisation:
	

	
	Contact Details:
	

	Proposer’s Name:
	

	Dean’s Signature:
	

	Date:
	

	Authorisation 
To be completed by VCO

	PVC Teaching & Learning

	Approved?
	Yes ☐   
	No ☐  

	Signed:
	

	Date:
	

	Comments:
	


	PVC International

	Approved?
	Yes ☐   
	No ☐  

	Signed:
	

	Date:
	

	Comments:
	


	PVC Research & Enterprise

	Approved?
	Yes ☐   
	No ☐  

	Signed:
	

	Date:
	

	Comments:
	


	Deputy Vice-Chancellor

	Approved?
	Yes ☐   
	No ☐  

	Signed:
	

	Date:
	

	Comments:
	


	Vice-Chancellor

	Final Approval Given?
	Yes ☐   
	No ☐  

	Signed:
	

	Date:
	

	Comments:
	




	Visiting Professors/Research Fellows 
Annual Report and Renewal Application form 
To be completed by the School

	School: 
	

	Candidate’s Name:
	

	Visiting Title:
	

	Date Title Awarded:
	

	Date Title Expires:
	

	Details of Progress to Date:
	



	Candidate’s suitability to Undertake the Work:
	



	Would you like this title to be considered for renewal at the next Conferment Committee?
	Yes ☐   
	No ☐  
	Not Applicable ☐  

	If you answered yes to the previous question, please indicate the length of time you wish the title to be renewed for:
	1 year   ☐   
2 years ☐   
	3 years ☐   
4 years ☐   
	5 years ☐   

	Details of any future collaboration:
	



	Proposer’s Name:
	

	Dean’s Signature:
	

	Date:
	





	Candidate Application Form
To be completed by the applicant

	Surname:
	
	Title
	☐  Prof. 
☐  Dr 
☐  Mr     ☐  Mrs
	☐  Miss   ☐  Ms
☐  Mx


	Full Forename(s): 
	

	Full Postal Address:
	


	
	Post Code:
	

	Contact Telephone Number:
	

	Contact Email Address:
	

	Date of Birth:
	

	Nationality:
	

	Are you currently based overseas? 
	☐  Yes – please go to the next question
	☐  No – no further action required

	Are you planning to visit the UK during the awarded period? 
	☐  Yes
Please note that your visit to the UK may be subject to obtaining a visa and an Academic Technology Approval Scheme (ATAS) certificate therefore you should notify HR at least 3 months prior to travelling to determine whether a visa or ATAS certificate are required. 

	☐  No – no further action required





	Right to Work

	A right to work check may be required in some circumstances and this will be confirmed at the time of approval.  In the meantime, it would be appreciated if you could confirm which statement below applies to you   

	
Please note:  Where a right to work check is required a candidate is permitted to use their check to cover the whole of the conferred period, providing their check remains valid.


	Which statement applies to you? 

	1
	I hold a current (not expired) British or Irish passport
You can evidence your right to work in 3 different ways:
1. You can attend the University with your original passport, before you start any invigilation work, for a manual (in person) check. 
2. You can send your original passport to the University by secure post.  Official copies will be taken and the image on your document will be checked against your person, via video call.
3. You can use our external provider Yoti for a fully remote right to work check.  You use a portal to take photos of your passport and self, and a follow up video call is undertaken to check your images match against your person. 

	☐

	2
	I hold an expired British or Irish passport
You can evidence your right to work in 2 different ways:
1. You can attend the University with your original passport, before you start any invigilation work, for a manual (in person) check. 
2. You can send your original passport to the University by secure post.  Official copies will be taken and the image on your document will be checked against your person, via video call.

	☐

	3
	I am British or Irish but do not hold a passport
Please refer to the right to work checks guidance to see what other documentation you can provide to evidence your right to work.  You will need to either:
1. Attend the University with your original documentation, before you start any invigilation work, for a manual (in person) check. 
2. Send your original documentation to the University by secure post.  Official copies will be taken to complete the right to work check.

	☐

	4
	I hold a visa and can provide a share code to evidence my right to work in the UK
You evidence your right to work by: 
· Sending a share code to your School/Service contact, along with your date of birth
· They will access the online system to check that your visa allows you to undertake the work in question
· They will then follow up with a video call to check that the image on the online system matches your person
Please note that Tier 2 or Skilled Worker Visa holders are not automatically permitted to undertake work with the University.  To determine eligibility, a letter from their employer (Sponsor) is required, along with details of the work to be undertaken (hours, duties etc).  The School/Service contact must send this to Michelle Lovett, UKVI Compliance Officer, m.lovett@hud.ac.uk who will be able to advise whether the consultant work can be undertaken.
	☐

	5
	I hold a visa but cannot provide a share code to evidence my right to work in the UK
Please refer to the right to work checks guidance to see what documentation you can provide to evidence your right to work.  You will need to either:
1. Attend the University with your original documentation, before you start any invigilation work, for a manual (in person) check. 
2. Send your original documentation to the University by secure post.  Official copies will be taken to complete the right to work check.
Please note that Tier 2 or Skilled Worker Visa holders are not automatically permitted to undertake work with the University.  To determine eligibility, a letter from their employer (Sponsor) is required, along with details of the work to be undertaken (hours, duties etc).  The School/Service contact must send this to Michelle Lovett, UKVI Compliance Officer, m.lovett@hud.ac.uk who will be able to advise whether the consultant work can be undertaken.
	☐
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