ROYAL HOLLOWAY

University of London

ACADEMIC VISITOR FORM

This form should be used for all academic visits of at least one month’s duration.  Departments must keep a record in a visitors book of the details of any academic visitor to the department whose visit is for less than one month.
Name of Academic Visitor 




Country of 

Prof/Dr/Mr/Mrs/Ms/etc  _________________________________
Origin        ________________________

College/University/other institution  ________________________  
Position held ______________________

Reason for visit:  ____________________________________________________________________________

Benefits to Department/College  ________________________________________________________________

Category of Academic Visitor (see definitions overleaf)  _____________________________________________

(If  category 1 or 2 please see section 2.1 of the ‘Guidelines for Departments’

I recommend that this applicant be offered a place from  _____________________ to _____________________

To work with ________________________________________  Department  _____________________________

or
We are unable to offer this applicant a place.  Please notify him/her accordingly __________________________

Is the Academic Visitor aware that he/she has to find his/her own residential accommodation?  _______________

Will a work permit/visa be required?  ______________________

Will  he/she make use of stationery, photocopying, telephones (UK and abroad), secretarial or technical assistance?  Please detail any unusual requirements:

Financial contribution to be made by the Academic Visitor:  


£ _________________

Academic Visitors are expected to make a financial contribution towards overheads (normally £100 per calendar month).  If the department waives a fee, the costs will be charged to departmental funds.

Signed:  _________________________________________________ 
    
Date:  _____________________




(Head of Department)

_____________________________________________________________________________________________

Please return this form to the HR Office

Authorised  _______________________________________________

Date:  ____________________




(Vice-Principal)


Date passed to Finance Office for charging:  __________________________________
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ACADEMIC VISITORS

DEFINITION

Academic Visitors are individuals who would normally hold appointments at other Universities or equivalent institutions and who would be involved in research (NB  any applicants who are postgraduate students rather than academic visitors should be passed to the Registry).

METHOD AND PERIOD OF APPOINTMENT

A letter confirming a person’s status as an Academic Visitor is issued by the HR Office on the advice of the Head of Department.  The visit should last for a minimum of one month and no longer than one year.  A financial charge is usually made.

CATEGORIES OF ACADEMIC VISITORS

Category 1 - those individuals who wish to spend time located at College whilst carrying out their own individual research.

Category 2 - those individuals who are sponsored by an award from their own country or from the British Council or similar.  In some cases, the basis for the award is that they are required to work with a named individual in the department.  These visitors will normally require contact time with the named member of staff in terms of supervision and advice and will possibly sit in on some classes.

Category 3 - those individuals who wish to spend time in a department collaborating in a research project with an individual member of staff or a research group.

