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September 2021

CONFIDENTIAL
Overseas Working Questionnaire – 
Request to work overseas

The purpose of this form is to:
- 	Outline the details of an overseas working arrangement 
- 	Ensure the Faculty/Department understands and accepts the risks and costs associated with global mobility
- 	Confirm the Faculty/Department's agreement in principle and their acceptance of the possible risks and costs incurred prior to undertaking any global mobility analysis and requesting any external advice (incurring costs)
- 	Provide the HR & Payroll teams with the required information to assess and implement the arrangement (if approved)

The details provided in this form will be shared with our external global mobility service provider to ensure they can accurately assess the obligations arising from the University employing an individual to work outside of the UK.

This form should be completed by the line manager in conjunction with the relevant HR Business Partner/Advisor and the individual making the request regarding their University of Bath assignment only.

	
	 1. Background information about the individual

	1.1. 
	Name 
	

	1.2.
	Department
	

	1.3.
	Job title
	

	1.4.
	Email address
	

	1.5.
	Address
	

	1.6. 
	Date of birth 
	 

	1.7.
	Place of birth
	

	1.8. 
	Nationality (If dual national, please provide details) 
	 

	1.9. 
	Marital status 
	 

	1.10. 
	Which country does individual currently reside in (i.e. home country)?  (and State/Province/Canton, if applicable) 
	

	1.11.
	If resident in this country for less than 4 years, please provide residency details for the last 4 years
	

	1.12.
	If individual has social security numbers in these countries, please provide details
	

	1.13
	Has the individual ever been a UK tax resident?
	


 
	
	2. Current employment details (if currently employed by the University of Bath)

	2.1. 
	Does the individual work full time for the University? (If not full time, please provide details of other current employer(s) or self-employment) 
	


	2.2. 
	When did the individual’s employment commence for the University? 
	

	2.3. 
	Current role, including brief outline of main work activities performed (e.g. research, teaching, training) 
	

	2.4.
	Is the individual a member of the University pension scheme? If so, please provide details (USS or LGPS)?
	

	2.5.
	Does the individual want to stay in the USS pension scheme if permitted by the scheme rules?
	



Basic information required for review of income tax, social security and immigration obligations

	
	3. Proposed overseas working arrangement

	3.1.
	Is this a secondment / fixed term or permanent post? 
	

	3.2. 
	What is the reason for the overseas working request? 
	 

	3.3. 
	How can the role be reasonably carried out from overseas?
	 

	3.4. 
	What effect, if any, will the proposed arrangement have on your work/service, department/faculty, colleagues and customers? 

	 

	3.5.
	What is the expected start date in overseas location / start of overseas working arrangement?
	

	3.6. 
	What is the expected duration of assignment / overseas working arrangement or expected end date (if applicable)?
	 

	3.7. 
	Will the individual be accompanied by their spouse/partner/children? 
(If so, what date will they arrive in overseas location?) 
	 

	3.8.
	Will the overseas assignment be continuous or consist of several trips overseas?   

	

	3.9.
	Will the individual’s time be split between the UK and overseas? 
	

	3.10.
	In which overseas country or countries (i.e. host country) will the individual be undertaking work?  
	

	3.11.
	Please give a breakdown of proportional time spent working in each country [split of days or %].  Include any UK work days for each year if applicable.
	

	3.12.
	In which country will the individual be residing, if different to answer in 3.10.?

	

	3.13.
	Is the individual required or expected to return to the UK (or their home country if different) at the end of the assignment?  If so, on what date are they due to return to the University?
	

	3.14.
	Will the individual continue to work for and be paid by the University of Bath during this time?  
	

	3.15.
	Will the individual receive any funds from overseas or work for any other employer(s) during the period working overseas? If so, please provide details
	

	3.16.
	What is the funding source(s) for the position and the travel overseas?  (For example UoB or EU)
If the position is funded by a grant please provide details.
	

	3.17. 
	Where will the individual receive their salary? (i.e. UK/overseas bank account) 
	

	3.18. 
	Whilst working overseas, please provide details of expected travel arrangement.
(Please include expected % split in each locations, including State/Canton/Province where applicable, purpose of visits (work/personal)) 
	


	3.19. 
	Will any additional allowances/subsistence/ flights/accommodation benefits etc be paid to the individual whilst working overseas? If so, please provide details and the name of the entity that will provide them/ bear the cost.
	 

	3.20. 
	If the individual has been overseas for > 12 months has the individual reported their employment income on their tax return in their home country in the last three years?
	

	3.21. 
	Does the individual have a permit/visa for work in the overseas country? If so, please provide details of the visa/work permit 
	 

	3.22.
	Permit obtained and dates valid to/from 

	

	3.23. 
	Will the individual work for any other employer(s) during the period working overseas? If so, please provide details 
	 



Basic information required for review of Permanent Establishment position

	
	4. Overseas activity/collaboration 

	4.1. 
	What duties will the individual be undertaking for the University overseas? (please give a brief outline and include activity type such as research, teaching, training etc)
	 

	4.2.
	Is the individual undertaking duties for the benefit of any other third party? 
(i.e. overseas joint venture/institute/ other university/research body?) If so, please specify
	

	4.3. 
	Is there a contract to which the activity relates? If so, please provide a copy
	

	4.4. 
	Will the individual be signing or negotiating contracts as part of the overseas role on behalf of the University? 
	 

	4.5. 
	Where will the employee be based in the overseas location when performing their work? (E.g. at their home address, rented office, another university etc) 
	 

	4.6.
	Who instructs the individual and where do they report to?
	

	4.7.
	Is the activity likely to generate income?  Is there likely to be a surplus (profit) made on the activity?
	

	4.8. 
	Are there other individuals/activities being performed in the same country? 
	 

	4.9. 
	Does the University have any premises, offices or other space available in the host country? 
	 

	4.10. 
	Does the University have an existing overseas entity or branch in the overseas country? 
	 




Confirmation and Signatures: (An electronic or typed signature may be used)

Employee:

I declare that the information I have provided is accurate at the date of completion.
· I acknowledge that this request is conditional upon and subject to approval of my line manager, Head of Department (HoD) and OWG Review.
· I acknowledge that the University may refuse my request for an overseas working arrangement on reasonable operational grounds.
· I am aware that working overseas may result in additional salary deductions for me. I understand that my department will pick up the employer costs of working overseas, but I will be required to pay all employee costs and to provide all required documentation to the relevant authorities. This would include payment of income tax and social security contributions (if applicable) in the overseas country, filing of personal tax returns, if required, and seeking and paying for professional tax advice, if necessary.
· If approved, I understand that a review may be put in place to ensure the operational needs of the department can continue to accommodate the overseas working arrangement.
· I consent to the details provided in this form being shared with the University’s external global mobility service provider, for the purposes of obtaining their assistance in the University’s assessment of my request.
 
Signature:                                               Date:      


Line Manager:

I confirm that the information on this form is accurate at the date of completion.


Signature:                                               Date:      
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