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	Human Resources

Visiting Lecturer Application Pack & Claim Form

	
Please refer to the Visiting Lecturer Process Flowchart which confirms the process for Visiting Lecturer Claims

Please note:

· This pack must NOT be used for Consultants, External Examiners or Companies.  

· You should only use this pack for those who will be paid through the University Payroll.  

· To claim payment for work undertaken the complete Application Pack & Claim Form document and Right to Work Check must be submitted for checking and processing.   

· Incomplete documentation will be returned and could lead to a delay in processing the payment. 

· The Right to Work Check must be completed before any work is undertaken. Claims for payment which are dated before a Right to Work Check has been completed will not be paid and there is no alternative method of payment in this situation. 

Please Note: There are no exemptions to Right to Work Checks for Visiting Lecturers as the expectation is that they are employed at other institutions and therefore not self-employed or current employees at this University. 

· An Application Pack & Claim Form document and Right to Work Check will be required for each separate period of Visiting Lecturer work undertaken. 


	Checklist

	Ensure that the following have been completed before submitting the paperwork for payment: 

	Visiting Lecturer Application Form completed by the applicant (pages 2 and 3)
	☐
	Right to Work Check - Check must be undertaken by a University employee in the School/Service engaging the individual using the statement on pages 2 and 3 to determine the type of check required. 
Right to Work Check guidance and How To videos can be found on our Visas & Immigration website. For Right to Work Check queries please contact Michelle Lovett, UKVI Compliance Officer 
Email: m.lovett@hud.ac.uk, Telephone: 01484 256622
	☐
Right to Work Check Completed

	Equal Opportunities Monitoring Form completed by the applicant (pages 3 and 4)
	☐
	School/Service Declaration completed by the School/Service contact (page 4)
	☐
	Claim Form sections to be completed by both parties (page 5 onwards)
	☐










	Visiting Lecturer Application Form
To be completed by the individual being engaged for Visiting Lecturer work

	Personal Details

	Full Forename(s) 
	

	Surname
	

	Right to Work Status

	
A Right to Work Check must be carried out on all potential employees/workers, regardless of their nationality, race or ethnicity and before employment/work commences.

	Please choose 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. Attend the University with your original passport for a manual (in person) check. 
2. 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. 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.
Please let your contact in the School/Service know how you would like to undertake your Right to Work Check. 
	☐

	2
	I hold an expired British or Irish passport (does not apply to clipped passports)
You can evidence your right to work in 2 different ways:
1. Attend the University with your original passport for a manual (in person) check. 
2. 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.
Please let your contact in the School/Service know how you would like to undertake your Right to Work Check. 
	☐

	3
	I am British or Irish but do not hold a passport or my passport has been clipped
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 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 let your contact in the School/Service know how you would like to undertake your 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 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.
	☐






rm (October 2023)
	 Equal Opportunities Monitoring Form (November 2024)


	
The University of Huddersfield is committed to recruiting, retaining and developing a workforce that reflects the diverse community we serve. It is vital that we monitor and analyse diversity information so that we can ensure that our HR processes are fair and transparent.

Any information provided on this page will be treated as strictly confidential and will be used for monitoring purposes only in accordance with our privacy notice.

Please complete the boxes as appropriate


	

	[bookmark: LegalGender]Legal Gender 
☐ Female   
☐ Male   
☐ Unspecified

	We are required to ask the legal gender of employees for HMRC purposes, however the University recognises and celebrates trans (including non-binary) identities and uses inclusive questions on all other forms and systems. This information is used to identify any areas of differential impact on grounds of gender and to assist in drafting plans to address this. We require this information to comply with our responsibilities under the Equality Act 2010. This information is also used by the Higher Education Statistics Agency (HESA) to monitor trends in Higher Education employment.
	

	

	

	Disability
Do you consider yourself to have a disability or long-term health condition (mental health and/or physical health)? 

☐ Disabled   
☐ Not Disabled  
☐ Prefer not to say

Disability or long-term health condition (mental health and/or physical health) description/s:
	This information is used to identify any areas of differential impact on grounds of disability and to assist in drafting plans to address this. We require this information to comply with our responsibilities under the Equality Act 2010. The information is also used to ensure reasonable adjustments and adaptions are made to support staff with disabilities.
	

	
	
	

	
	

	

	
	
	

	

	

	Date of Birth (DD/MM/YYYY)
	This information is required by HM Revenue & Customs for PAYE purposes. It is also used to identify any areas or age discrimination of any areas of differential impact. We require this information to comply with our responsibilities under the Equality Act 2010. This information is also used to process pension requests and to calculate relevant payments.
	

	
	
	
	
	

	
	
	

	

	

	Ethnic Origin
☐ African                           
☐ Arab
☐ Bangladeshi
☐ Caribbean
☐ Chinese
☐ Gypsy or Traveller
☐ Indian
	☐ Irish
☐ Not known 
☐ Other Asian background
☐ Other Black background
☐ Other Ethnic background
☐ Other Mixed background
☐ Other White background
☐ Pakistani 
	☐ Prefer not to say 
☐ White British
☐ White and Asian
☐ White and Black African
☐ White and Black Caribbean
	This information is used to identify any areas of differential impact on grounds of race and to assist in drafting plans to address this. We require this information to comply with our responsibilities under the Equality Act 2010. This information is also used by the Higher Education Statistics Agency (HESA) to monitor trends in Higher Education employment.
	

	

	

	Marital Status
☐ Civil Partnership      
☐ Divorced
☐ Estranged
	☐ Married
☐ Not specified
☐ Other 
☐ Partner 
	☐ Single 
☐ Unknown
☐ Widowed

	This information is used to identify any areas of differential impact on grounds of marital status and to assist in drafting plans to address this. We require this information to comply with our responsibilities under the Equality Act 2010.
	

	

	

	Nationality
	This information is used to identify any areas of differential impact on grounds of nationality and to assist in drafting plans to address this. We require this information to comply with our responsibilities under the Equality Act 2010. This information is also used by the Higher Education Statistics Agency (HESA) to monitor trends in Higher Education employment.
	

	
	
	
	
	

	
	
	

	

	

	Religion
☐  Any other religion or belief
☐  Buddhist
☐  Christian 
	☐  Hindu
☐  Jewish
☐  Muslim
☐  No religion 
	☐  Prefer not to say 
☐  Sikh

	This information is used to identify any areas of differential impact on grounds of religion and/or belief and to assist in drafting plans to address this. We require this information to comply with our responsibilities under the Equality Act 2010
	

	

	

	Sexual Orientation
☐ Asexual
☐ Bi    
☐ Gay or Lesbian                         
	☐ I use another term   
☐ Prefer not to say      
☐ Queer
☐ Straight/Heterosexual
	This information is used to identify any areas of differential impact on grounds of sexual orientation and to assist in drafting plans to address this.  We require this information to comply with our responsibilities under the Equality Act 2010. 
	


	

	

	What gender do you identify with? 
☐ I use another term   
☐ Man      
	☐ Non binary 
☐ Prefer not to say
☐ Woman      
	Gender identity is as a person’s innate sense of their own gender which may or may not correspond to the sex assigned at birth. The University recognises and celebrates trans (including non-binary) identities. This information is used to identify any areas of differential impact on grounds of gender identity and to assist in drafting plans to address this. 
	

	

	

	Are you trans?
☐ No   
☐ Prefer not to say    
	
☐ Unsure
☐ Yes

	Trans is an umbrella term to describe people whose gender is not the same as, or does not sit comfortably with, the sex they were assigned at birth. This information is used to identify any areas of differential impact on grounds of gender reassignment and to assist in drafting plans to address this. We require this information to comply with our responsibilities under the Equality Act 2010. 
	

	

	

	Criminal convictions
Do you have any unspent conditional cautions or convictions under the Rehabilitation of Offenders Act 1974?

☐ No
☐ Yes    

If yes please provide the date(s), nature of offence(s) and sentence(s) passed:

	Applicants will be considered on their ability to perform the duties of the position applied for and convictions will only be taken into account if they are relevant to that type of work.

The amendments to the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 and 2020) provides that when applying for certain jobs and activities, certain convictions and cautions are considered 'protected'. This means that they do not need to be disclosed to employers, and if they are disclosed, employers cannot take them into account

Where a position is subject to a Disclosure and Barring Service check specific details will be provided.
	

	
	

	
	
	

	
	
	

	


	School/Service Declaration
School/Service contact to complete the relevant declaration section below

	I can confirm that a Right to Work Check has been completed correctly and in the prescribed manner, as listed in the Right to Work Checks guidance document.   
	☐

	Full Name:
	

	Signature:
	

	Date:
	

	Right to Work Check completed by:

	Name of checker (if different to the above):
	

	Date Right to Work Check was undertaken:
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	Human Resources
Visiting Lecturer Claim Form

	Please note:  A Right to Work Check must have been completed before undertaking any work and submitting a claim. There are no exemptions to these checks for Visiting Lecturer claims.

	Personal Details

	Surname
	
	Title
	☐  Dr 
☐  Mr      ☐  Mrs
	☐  Miss         ☐  Ms
☐  Mx

	Full Forename(s) 
	

	Full Postal Address
	

	Contact Telephone Number
	

	Contact Email Address
	

	Date of Birth
	

	National Insurance Number
	

	Bank Details / HMRC Information
Please complete the following details to enable payment to your bank or building society account. 
Incorrect details could delay payment for any claim forms submitted.

	Bank/Building Society Name
	

	Bank/Building Society Postal Address
	

	Bank Sort Code
	

	Bank Account Number
	

	Account Name
	

	Roll Number with Building Society (if applicable)
	

	Foreign Account Details (if applicable)

	SWIFT/BIC Number
	

	IBAN or Account Number
	

	Routing Number (if required)
	

	Any details relating to an Intermediary Bank
	


	Does the bank accept GBP transfers?
	Yes  ☐
	No  ☐


	
The University needs the following information to tell HMRC about you and help them use the correct tax code.  Please complete the details below.

Please select only one of the following statements, A, B or C.


	A
	This is my first job since last 6 April and I have not been receiving taxable Jobseeker’s Allowance, Employment and Support Allowance, taxable Incapacity Benefit, State or Occupational Pension.
	☐

	B
	This is now my only job but since last 6 April I have had another job, or received taxable Jobseeker’s Allowance, Employment and Support Allowance or taxable Incapacity Benefit.  I do not receive a State or Occupational Pension.
	☐

	C
	As well as my new job, I have another job or receive a State or Occupational Pension.
	☐


	Current Staff/Student Status

	Are you a current member of staff at the University of Huddersfield? Current members of staff should not be undertaking work as a Visiting Lecturer. 
	Yes  ☐
	No   ☐

	Are you a current student at the University of Huddersfield? Current students are not able to use this form to receive payment.  Please speak to your manager. 
	Yes  ☐
	No   ☐


	Work Details

	Full Period of Claim
	From:
	To:

	Exact Dates of Lectures
	


	School
	

	Was the work undertaken for Higher Degree level courses or students? 
	Yes  ☐
	No  ☐

	Fee Details
	Description
	£   :   p

	
	
	

	
	Cost
	£

	Travel Expenses
	Mode of Travel
	£   :   p

	
	
	

	
	Miles @              p per mile
	

	
	Cost
	£

	Subsistence
	Description
	£   :   p

	
	
	

	
	Cost
	£

	Other Expenses
	Description
	£   :   p

	
	
	

	
	Cost
	£

	Total Claim
	£

	Claimant’s Declaration

	I confirm that I have completed the Application Pack and undertaken a Right to Work Check before commencing any work
	☐

	I agree that for the purposes of current data protection legislation the information given may be recorded and processed by the University of Huddersfield for the purposes of HR/Employee Administration
	☐

	I confirm that the information I’ve given on this form is a correct record of necessary expenditure and within the conditions applying to my engagement 
	☐

	I confirm that the form has been fully completed and all appropriate receipts are attached
	☐

	Claimant’s Full Name
	

	Claimant’s Signature
	

	Date
	

	Please use this section to provide any notes: 



	FOR COMPLETION BY BUDGET HOLDER

	I authorise payment as claimed above and certify that the amounts are in accordance with the terms of engagement. 
	☐

	Budget Holder Signature
	

	Full Name
	

	Date
	

	Telephone Number
	

	Cost Centre
	
	Nominal
	

	Amount
	

	
Once complete:

Schools: Send the form to the general Finance email address for your School. You do not need to send the Right to Work Check to Finance. 

· Applied Sciences: sappfinance@hud.ac.uk
· Arts and Humanities: sah.finance@hud.ac.uk
· Business, Education and Law: busfinance@hud.ac.uk
· Computing and Engineering:  sce-por@hud.ac.uk
· Human Health and Sciences: hhs-finance@hud.ac.uk 

Once Central Finance have confirmed you can proceed, you must upload the Application Pack & Claim Form document and Right to Work Check to the Fee Paid Claims SharePoint site.

An email must also be sent to Payroll (email payroll@hud.ac.uk) to advise that documentation has been uploaded for processing.

Services:  Follow your internal process for finance checks and once ok to proceed you must upload the Application Pack & Claim Form document and Right to Work Check to the Fee Paid Claims SharePoint site.

An email must also be sent to Payroll (email payroll@hud.ac.uk) to advise that documentation has been uploaded for processing.
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