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	Human Resources

Visiting Lecturer Process Flowchart

	
This flowchart relates to the engagement and payment of Visiting Lecturers.  
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Visiting Lecturer completes the Visiting Lecturer Application Pack and 

sends that to their School contact 

School contact checks the form has been fully completed and determines what 

type of right to work check needs undertaking (using the statement in the 

Application Pack as a guide) 

Right to work check completed by School (prior to any work being undertaken). 

If the right to work check is time-limited, a record of the expiry date should be 

kept within the School.  A follow up right to work check will be required before the 

current visa expires if the work is still being undertaken.

Completed Visiting Lecturer Application Pack and right to work check 

submitted to Payroll.

Payroll check the Visiting Lecturer Application Pack and Right to Work Check 

have been completed correctly.

Payroll check that the work hasn¶t been undertaken before the right to work 

check date.  If ok and the rest of the form has been completed correctly, payment 

will be processed. 

If the right to work check was undertaken after the work took place, payment 

cannot be made. 

Visiting Lecturer Claim Form completed, after work has been undertaken and 

submitted to Payroll

Record ended on the Payroll system

Yes

Any further claims to be made?

No further action 

required

No
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If the right to work check is time-limited, a record of the expiry date should be kept within the School.  A follow up right to work check will be required before the current visa expires if the work is still being undertaken.
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