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[NAME OF VISITOR]
[ADDRESS OF VISITOR]
[DATE]
Re: Invitation for a Business Visitor to the University of Bath

Dear [FULL NAME OF VISITOR AS IT APPEARS ON THE PASSPORT]
We are pleased to inform you that the University would like to offer you the opportunity to visit our campus to ………[INSERT DETAILS OF WHAT THEY WILL BE DOING]………………… in the Department of [DEPARTMENT] for a fixed period from [START DATE] to [END DATE], subject to the conditions outlined below.

You invitation to visit the University is subject to the following terms and conditions, so please read them carefully as you will be expected to comply with them whilst you are at Bath:
· Confidentiality

During your visit or as a result of it, confidential or commercially sensitive information pertaining to the University, may be disclosed to you or you may otherwise access it. Please be mindful of this and ensure that you do not disclose (accidently or otherwise) any information pertaining to the University, that is disclosed to you or that you otherwise become aware of, if it is or might be considered to be confidential or sensitive in nature or is of a commercial nature. This clause shall remain in place for a period of 2 years after your visit has ended.

· Data Protection

To facilitate your visit, you must consent to the University holding and processing your personal data. We take our Data Protection obligations very seriously and we will ensure that your personal data is held in accordance with the Data Protection Act 2018, (for example, we will hold it securely to avoid it being inadvertently accessed and we will not unlawfully disclose it to third parties). 

During your visit or as a result of it, you may have access to personal data pertaining to members of the University, and their data must also be processed in accordance with the Data Protection Act 2018. We ask that you are also mindful of this and you must therefore also ensure that you do not disclose (accidently or otherwise) any personal data pertaining to members of the University. 

· Intellectual Property

Any invention or other intellectual property which is made wholly or partially by you, at any time during the course of your visit to the University, and which is made as a result of the visit, shall vest in the University. You acknowledge that any such intellectual property shall belong to the University to the fullest extent permitted by law and that no renumeration shall be payable to you in respect of any such intellectual property. You further promise to give any required assistance to the University, to enable it to enforce or protect its intellectual property rights.
· University Policies and Rules

The University has a number of rules, regulations and policies with which its staff, students and other members must comply. We ask that you read and familiarise yourself with the following documents in particular, our Dignity and Respect Policy, our other HR related policies, our Health and Safety Policy, our Data Protection Policy, our Research Policies and our Financial Regulations. You must ensure that you comply with them at all times during your visit. 
· Business Visitors may be required to submit a brief written report to the Department in which they are based, providing details of activities undertaken by them during their visit. If you are asked to provide such a report, it should be submitted to the Head of Department at the end of your visit. 
· For insurance purposes, you will be covered against liability in respect of any authorised tasks undertaken by you on behalf of the University.
· The University’s Financial Regulations require that to avoid any conflict of interest, no member of the University shall, without the express written approval of the Vice-Chancellor take or hold any financial or any other beneficial interest in any commercial entity, whether incorporated or unincorporated, with which the University has, or may reasonably be expected to enter into, a commercial relationship.  For the purposes of this regulation the term “entity” shall include a commercial activity by an individual acting as a sole trader.  The term “interest” shall include any right or entitlement to share in the commercial profit/losses of such entity, other than by way of a shareholding in a public limited company listed on a recognised Stock Exchange.  You are therefore required to disclose any such material interest, by writing in the first instance to the Director of Human Resources. Please let us know immediately if this applies (or might apply) to you.
[REMOVE VISA REQUIREMENTS AND VISIT CONDITIONS SECTIONS IF NOT APPLICABLE]
Visa Requirements
You will enter the UK as a Business Visitor under a Standard Visitor Visa.  
The purpose of the visit is [delete the below as appropriate]: 
(a) To attend a meeting, conference, seminar or interview [delete as appropriate].

(b) To give a one-off or short series of talks/speeches provided these are not organised as commercial events and will not make a profit for the organiser. 
(c) To negotiate and sign a deal or contract.
(d) To attend a trade fair, for promotional work only, not directly selling.

(e) To carry out a site visit or inspection.

(f) To gather information for your employment overseas.
(g) To be briefed on the requirements of a UK based customer, provided any work for the customer is done outside of the UK.
It is important that you read and understand the conditions of your visit overleaf and check what documents you will need to submit as part of your Standard Visitor Visa application.  You can check the visa requirements for your particular circumstances via the Standard Visitor Visa webpages.  
You may find it helpful to have a copy of this letter with you when you travel to the UK.
Your host for your visit is [HOST NAME] and their contact details are [HOST EMAIL ADDRESS AND TEL. NO].
As your visit is subject to the terms and conditions outlined above, we ask that you sign and return one copy of this letter, to confirm that you understand and accept these terms and conditions. 
We look forward to welcoming you to the University and hope that your appointment is both interesting and productive.
Yours sincerely

[SIGNATURE AND PRINT NAME]

__________________________________________________________________________________
I confirm that I understand and agree to comply with the terms and conditions outlined above and undertake to read and familiarise myself with the policies and other documents mentioned above and ensure that I comply with them during my visit to the University. I also consent to the University holding and processing my personal data for reasons connected with my visit and for other legitimate purposes. 

Name 
………………………………………………………


Date ………………………………………..

Signed …………………………………………………………………………..
Visit Conditions

To visit the UK under the Standard Visitor Visa, you must observe the following conditions:

1. You will only visit the UK for up to six months.
2. You will leave the UK at the end of your visit.
3. You will not live in the UK for extended periods through frequent or successive visits or make the UK your main home.
4. You are genuinely seeking entry or stay for a purpose that is permitted under the visitor route.
5. You will not undertake any prohibited activities.
6. You must have sufficient funds to cover all reasonable costs in relation to your visit without working or accessing public funds, including the cost of your return or onward journey, any costs relating to your dependants, and the cost of planned activities such as private medical treatment. 
7. You will not receive payment from a UK source for any activities undertaken in the UK, except in respect of payment of reasonable expenses to cover the cost of travel and subsistence (if applicable).

8. You do not intend to work in the UK, which includes:
a) taking employment in the UK or work which amounts to you filling a role or providing short-term cover for a role within a UK based organisation (where you are already paid and employed outside of the UK you must remain so.
b) doing work for an organisation or business in the UK 
c) establishing or running a business as a self-employed person
d) doing a work placement or internship
e) direct selling to the public
f) providing goods and services
9. You do not intend to study in the UK.
10. You do not intend to access medical treatment.
11. You do not intend to get married or form a civil partnership or give notice of intention to marry or form a civil partnership.
12. You are not in transit to a country outside the common travel area. 
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