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Part A: Overseas Working Review Form
Before completing this form, please read the overseas working guidance ‘Process for considering requests to work from overseas’ and ask the individual to complete an ‘Overseas Working Questionnaire’.
Line Managers: Please seek advice from your HR Business Partner/Advisor in the first instance and complete the relevant sections of the Overseas Working Questionnaire.  Please complete the ‘Line Manager Review’ section of this form and email it to your Head of Department (HoD) along with the individual’s completed Overseas Working Questionnaire for their consideration in the first instance.  If the overseas working arrangement is for less than 3 months, please complete your review section below and email this form along with the individual’s Overseas Working Questionnaire directly to the Staff Immigration Team for Immigration Review. 
Heads of Departments: Please review this form carefully and discuss the request with your HR Business Partner/Advisor.  Where you support the request, please complete the ‘HoD Review’ section and email it to the Staff Immigration Team along with the completed Overseas Working Questionnaire. 
	Name of employee:
	

	Department:
	

	Line Manager:
	



	LINE MANAGER REVIEW

	I confirm that I have received the Overseas Working Questionnaire and request and have reviewed this information and completed the relevant sections of this form. 

Please provide a rationale for the business case below (in particular, please specify why you require the individual to undertake the work overseas as opposed to in the UK, whether the job can reasonably be done from overseas and the benefits of such an arrangement):

     




	If a research role, are there any grant conditions which would prevent the individual carrying out their role in the overseas location?

	Yes: ☐ 
	No: ☐ 

	N/A: ☐


	If ‘yes’, please provide details:
     



	Having checked with RIS, does the grant cover the set-up and ongoing additional costs for overseas working?
	Yes: ☐
	No: ☐
	N/A: ☐


	If ‘yes’, please provide details:
     





	Global Mobility Estimated Set-Up Costs

Table of Global Mobility Costs
	
	EU/US/Canada/ Australia/New Zealand
	Other EU/Commonwealth/Asia (not China)
	South/Central America/Africa/China

	External Costs:
	
	
	

	Initial advice and one-off set-up (including VAT)
	£11,399
	£13,323.6
	£13,878.75
 

	Annual Recurrent costs & shadow payroll (including VAT) - cost for first 12 months
	£7,259
 
	£7,969.5
	£9,056.25


	A) Total Cost for external advice
	£18,658
	£21,293.10
	£22,935.00

	B) Global Mobility Manager Internal recharge (one off cost per case)

	£4,000
	£4,000
	£4,000



Please Note: 
1. In addition to the professional service fees incurred in many overseas jurisdictions (in particular the EU) the cost of employing staff (and terminating them) can be higher than in the UK and the department will need to cover these costs.  The same might apply to the individual where social security charges can be higher than the UK and the University will not cover these costs through higher payments to the individual.
2. An individual may be ineligible to continue with their membership of the USS Pension Scheme when working overseas. 
3. Some commercial research activity might give rise to the creation of a permanent establishment in an overseas jurisdiction and with this a liability to corporate tax in that jurisdiction.  This would have to be funded by the department along with the associated professional service fees (likely to be expensive and on an annual basis).

Based on the above costs, I confirm that:
☐ I can support the overseas working business case.
☐ I will be recharged internally £4,000 for global mobility advice and the budget is available*.
☐ I will fund the initial advice and one-off set-up costs for overseas working as per above Table of Global Mobility Costs. 
☐ I will fund the annual recurring cost as per above Table of Global Mobility Costs.
Or
☐ I cannot support the overseas working request.

*The Global Mobility Manager costs will be recharged to the department the month after the start of their overseas working. 

If you support the costs, please provide a Purchase Order (PO) number for the total cost of the external advice as detailed in the table above and the project code to be used for the £4,000 internal recharge.

Project code for internal recharge:      
PO Number:      
(The PO number will only be used by the service provider once formal approval for the arrangement has been granted)

Agresso Codes to be used:
Supplier ID: 188298
Cost-code: 4158
Product Code: P-REA-05


	Length of Overseas Contract

I will support the overseas working arrangement on the following basis:

☐ 3 months or less
☐ More than 3 months


	Declaration

☐ Yes, I support the consideration of the request to proceed to HoD Review (or proceed to Immigration Review if overseas working arrangement is for 3 months or less).
☐ No, I reject the request.

If ‘no’, please provide an explanation below:

     


Signed:      

Job Title:      

Dated:      




	HOD REVIEW

	Based on the Overseas Working Request, I have reviewed the information and can confirm the following:

☐ Yes, I have discussed the request with my HRBP/HRA
☐ Yes, there is budget in place to support this request and it is considered value for money as set out above.
☐ Yes, the role can be reasonably carried out from overseas.

Declaration

☐ Yes, I approve the request to proceed to Immigration Review. 
☐ No, I reject the request.

If ‘no’, please provide an explanation below:

     


Signed:      

Job Title:      

Dated:      




Part B: Overseas Working Review Form
	IMMIGRATION REVIEW

	Are you satisfied the requestor has the legal right to live and work in the overseas location?
	Yes: ☐
	No:  ☐

	If ‘yes’, please provide a detailed explanation of how this has been evidenced:
[bookmark: Text1]     




	Does the individual have the legal right to live and work in the UK (if applicable)
	Yes: ☐
	No:  ☐

	If ‘yes’, please provide a detailed explanation of how this has been evidenced:
     

If a UK visa holder, please provide the following information:
Visa type:
Dates of validity:


	Will the overseas work present a risk to the individual in retaining their continued right to live and work in the UK (if applicable)?
	Yes: ☐
	No:  ☐
	N/A:  ☐

	If ‘yes’, please provide a detailed explanation:
     


	Will the overseas work create any reporting obligations to the University?
	Yes: ☐
	No:  ☐
	N/A:  ☐

	If ‘yes’, please provide a detailed explanation:
     




	Will those reporting obligations be likely to create any risk to the University as a sponsor?
	Yes: ☐
	No:  ☐
	N/A:  ☐

	If ‘yes’, please provide a detailed explanation:
     




	Based on the above information, does the request pass Immigration Review:

☐ Yes, the request is Approved by Immigration Review and can proceed to Payroll, Tax & Social Security Review
☐ Yes, the request is Provisionally Approved by Immigration Review (subject to Service Provider review) and can proceed to Payroll, Tax & Social Security Review
☐ No, the request is Rejected by Immigration Review

Signed:        (Amy Vallender, Head of HR Operations and Staff Immigration)

Dated:      




	PAYROLL, TAX & SOCIAL SECURITY REVIEW

	Where is the requestor resident for tax purposes at the start of the assignment?

	UK: ☐ 
	Overseas country where the role is performed: ☐
	Other
country: ☐ 

	If other than ‘UK’, please specify:
     


	For contracts lasting less than 6 months and where the individual is relocating from the UK, is there a Double Taxation Treaty between the UK and the country where the role will be performed? 
	Yes: ☐
	No: ☐
	N/A: ☐

	If ‘yes’, please provide details:
     


	If the individual is relocating from the UK, is there a Social Security Agreement in place between the UK and the country where the role will be performed?
	Yes: ☐
	No: ☐
	N/A: ☐

	If ‘yes’, please provide details:
     


	Where the individual’s income is subject to overseas tax and/or social security, does the employer have tax withholding obligations in the overseas country?
	Yes: ☐
	No: ☐
	N/A: ☐

	If ‘yes’, please provide details:
     

If ‘no’, please provide details of the alternative arrangements for reporting and settling of the employer liabilities:  
     


	Would this overseas assignment increase a risk of creating a Permanent Establishment in the overseas country?
	Yes: ☐
	No: ☐
	N/A: ☐

	Please provide details:
     







	Based on the above information, does the request pass Payroll, Tax and Social Security Review:

For requests up to 3 months:
☐ Yes, the request is Approved by Payroll, Tax and Social Security Review and can proceed to Final Approval
☐ No, the request is Rejected by Payroll, Tax and Social Security Review

For requests for more than 3 months:
☐ Yes, the request is Approved by Payroll, Tax and Social Security Review and can proceed to Service Provider Review
☐ Yes, the request is Provisionally Approved by Payroll, Tax and Social Security Review (subject to Service Provider review) and can proceed to Service Provider
☐ No, the request is Rejected by Payroll, Tax and Social Security Review

Signed:       (Jana Whitfield, Head of Financial Operations)

Dated:      




Part C: Overseas Working Review Form
	GLOBAL MOBILITY SERVICE PROVIDER REVIEW

	I confirm that all relevant information in relation to the overseas working request has been forwarded to the Service Provider:

☐ Yes
☐ No

Date sent to provider:      

Signed:       (Nikisha Mathew, Global Mobility Manager)

Dated:      


	Outcome

Date initial report received from provider:      
Date sent to HoD for consideration:      

Based on the Service Provider initial report the HoD has confirmed that they:

☐ Approve the request subject to final approval stage.
☐ Reject the request.

If the HoD has rejected the request, please provide an explanation below:

     




	FINAL APPROVAL

	Declaration 

Based on the Service Provider initial report, I have reviewed the information and can confirm the following:

☐ Yes, I approve the request. 
☐ No, I reject the request.

If ‘no’, please provide an explanation below:

     


Signed:       (Peter Eley, Deputy Director of HR / Rebecca King, Director of Financial Operations)

Dated:      
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