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	Overseas Working 
Request Form 



In order to comply with University of Manchester regulations and procedures, this should be completed by the line manager in conjunction with the relevant People Partner and the employee regarding the employee’s University of Manchester assignment. 

Please submit via General Request in People Connect, selecting Global Mobility and the Overseas Working. 

	[bookmark: _Hlk166745870]OW1 Section: Details of the Individual and Assignment



	[bookmark: Text1]First Name
	
	Surname
	

	Staff number  
	
	Nationality 
	

	Assignment start date
	DD / MMM / YYYY 
	Assignment end date
	DD/ MMM / YYYY 

	Job Title
	
	Faculty / Directorate
	

	Current country of residence 
	
	Host country / countries 
	

	Assignment status
	Ie. Pending funding / Live 
	Full Time Equivalent 
	I.e. hours per week. 

	Are they currently a UoM UK Employee?
	Ie. Current UoM employee / Individual selected but not hired yet / Speculative request 

	UK & Overseas 
working pattern
	Details:   XX % of UoM workdays will be spent in the UK. 	Comment by Sydney Smelt: Please confirm the percentage of your time which you will work or live in each country, adding any other relevant details as required
                 XX % of UoM workdays will be spent in the host country. 

	Host country Immigration arrangements  
	Ie, I am a national of the host country, or 
My work visa will be sponsored by XX institution for the duration of the assignment.

	Reason for assignment
	Details: 	Comment by Sydney Smelt: Ie, Research / Permanent place of work / paid or unpaid sabbatical / Personal 

	Why the role cannot be completed in the UK 
	Details:         	Comment by Sydney Smelt: Please elaborate on why the role cannot be done in the UK.                                                                             

	UoM Assignment duties & brief job description 
	Details: 	Comment by Sydney Smelt: Describe your duties and activities while on the overseas assignment or attach a Job Description.                                                                                                                

	Specific UoM activities
	Specific activities confirmation:  
- This is a research role: Yes / No 
- Will there be any teaching & training overseas: Yes / No
- Signing contracts on behalf of the University: Yes / No
- Activities for the commercial benefit of a third party: Yes / No
- Who instructs the assignee and where do they report to? UoM / Third party 
- Is the activity likely to generate income, i.e. surplus (profit)? Yes / No 
- Where is the activity carried out:  i.e. Rented office / home / Third party location 

	Salary and employment arrangements 
	- The individual continues to work for and be paid by the UoM: Yes / No
- Will the individual have dual employers during this assignment: Yes / No 
- There is a recharge of the costs between the foreign entity and UoM: Yes / No  

	Do you anticipate any additional costs / payments 
	
Details: 	Comment by Sydney Smelt: Will any additional benefits be provided such as living allowances or accommodation? If so, please list the benefit to be provided and the name of the entity that will provide them / bear the cost. 


	Source of funding
	Details: 	Comment by Sydney Smelt: Please provide details of where the funding for this assignment is coming from and the basis on which it is being provided.                                                                 

	Does individual wish to opt out of the USS 
	Details: 	Comment by Sydney Smelt: NOTE: The host country will typically not provide tax relief on the USS pension contributions, so host country taxes will usually be due on these. Opting out will only be possible where the individual arranges for a personal pension in the host country instead, which would provide them with the respective host country tax relief.                                                                                                                                 

	Would you like to discuss any concerns related to laws, discrimination, or general safety in the destination country regarding LGBTQIA+ status in the host country?  (Please leave blank if preferred) 
See FCDO for further details: https://www.gov.uk/guidance/lesbian-gay-bisexual-and-transgender-foreign-travel-advice 
	Optional:  	Comment by Sydney Smelt: If preferred, leave blank or call Syd Smelt directly on 0161 306 5486   

	Submitting this form confirms that the individual has agreed to continue to settle their personal liabilities on their income. 
Should you wish to discussion possible tax and social security implications please reach out to Syd Smelt. 
	 Confirmed. 	Comment by Sydney Smelt: This refers to any income tax and social security liabilities which you may be personally liable to both in the UK and in the host country. Please feel free to schedule a call with Syd Smelt should you wish to learn about how these matters usually work.  

	Submitting this form confirms that you have reviewed the Export Controls and will take any steps and measure as required to ensure you comply with these rules.  
(https://www.staffnet.manchester.ac.uk/export-controls-info/) 
	Confirmed. 

	Submitting this form confirms that you have reviewed the rules around taking laptops overseas and will take any steps and measure as required to ensure you comply with these rules (https://www.staffnet.manchester.ac.uk/export-controls-info/travelling-abroad/email-abroad/) 
	Confirmed. 

	As many of these requests are tentative or dependent on grant funding, you are responsible for keeping the Global Mobility team updated on any developments. 
Before commencing the overseas working arrangement, you must contact the Global Mobility team with the fully approved Overseas Working Request Form and the confirmed start and end dates. This will enable the team to issue an Assignment Letter prior to your departure. 
	Confirmed.  

	I have read and understood Policy on Responsible International Research Activities and Collaboration, and familiarised myself with the information in the Research Security Hub. 
	Confirmed.  





	Is it expected that the Dean (for Faculty assignments) or Registrar (for PSS assignments) will provide their approval? 
	 

	Which activity code should be used for any external professional fees incurred relating to this assignment (not P or R codes)?
	Details: 	Comment by Sydney Smelt: An activity code may be required if we need to engage external professional services for advice, to file applications or assist with the international compliance obligations. 




	Signed and approved by Line Manager 
	
	Date
	DD / MMM / YYYY 



	Signed and approved by People Partner
	
	Date
	DD / MMM / YYYY 



End of Form  


Please submit via a General Request in People Connect, selecting Global Mobility and the Overseas Working. 

The Global Mobility team will provide a risk assessment and provide further information before advising if this process can move forwards to the next stage.  









	OW2 Section: Overseas Working Assessment 

	Internal use only: This section of the form is to be completed by the Global Mobility Team.  




This section provide the assessment findings from the Global Mobility team, based on the information submitted above.  

If the overseas assignment is to proceed following advice provided here, this form must be signed by the Dean (for Faculty assignments) or Registrar (for PS assignments) and returned to the Global Mobility Team at people.globalmobility@manchester.ac.uk with confirmation of the start dates of the assignment.

Please note: if any of the information from the submitted OW Form changes, the Global Mobility Team must be informed immediately by either the employee, the manager, or the People Partner - as it may impact the liabilities for the university and the employee.


	The request was for:

	Research Activities
	
	Field Work
	
	Other Strategic Related Activities
	

	Teaching overseas
	Yes / No 
	Personal reasons 
	



	[bookmark: _Hlk166749319]Overview of reasons for request to work overseas

	
 



 
	[bookmark: _Hlk95921345]Risk Rating of Request 



	This is a:
	Final Assessment
	
	Interim Assessment
	

	Note: for interim assessments further legal advice is required, we will need your permission to engage with the solicitor 



	Was external legal advice sought as part of this assessment?
	Yes
	
	No
	

	

	Is any or further external legal advice required in addition to this assessment?
	Yes
	
	No
	

	



	Overall risk associated with the case is:
	Summary notes relating to risk rating (if applicable):

	Very High
	
	. 

	High
	
	

	Medium
	
	

	Low
	
	



	Following assessment, the Global Mobility team’s recommendation that this overseas assignment takes place is:
	Yes
	
	No
	

	











	[bookmark: _Hlk169620074]Findings from Assessment 



	Summary of key findings of the assessment

	PE Risk rating: 
Immigration UK: 
Immigration Overseas: 
Payroll obligations UK: 
Payroll obligations Overseas: 
Tax obligations: 
Social security obligations: 
FCDO Country Guidance: 
UOM risk country list: 
UOM travel insurance: 
Activity Code required: 
	 



	Permanent Establishment (PE) / Corporate Entity Risks

	Is there a risk of creating a Permanent Establishment in the host country?
	Yes
	
	No
	

	
Ref: https://www.gov.uk/government/collections/tax-treaties 

	Very High
	
	High
	
	Medium
	
	Low
	




	Does the individual have a Right to Work in the host country?
	Yes
	
	No
	
	Not Known
	x

	



	Are we required to set up a local entity in the host country?
	Yes
	
	No
	x
	Not Known
	

	



	Are we required to set up a local bank account in the host country?
	Yes
	
	No
	
	Not Known
	x

	



	Will a shadow international payroll be required for this assignment?
	Yes
	
	No
	
	Not Known
	

	
 

	NOTE: Where an overseas shadow payroll is required, the Director of Faculty Finance should approve this request to ensure that the additional administration and expenditures required are in line with the strategic vision of the University. This approval should be sought ahead of sending this form for final approval to the Dean. Please attach a copy of their approval via email. 



	Income Tax Information

	Is there a tax treaty exemption available?
	Yes
	
	No
	
	Not Known
	

	



	Social Security / National Insurance Information

	Can we apply for a Social Security exemption?
	Yes
	
	No
	
	Not Known
	

	



	Actions or Further Information Required



	Actions or further information required by the Global Mobility team before an assignment can commence:

	Action or further information required:
	Date required by:

	
	

	
	

	
	



	Assessment Completed


This assessment has been completed by the Global Mobility Team, if this is an interim assessment then a further updated assessment will follow if permission to seek legal advice has been given.

	Name
	XXX
Global Mobility 
	Signature
	


	Date
	DD / MMM/ YYYY 






	[bookmark: _Hlk95984446]Approval of Assignment Section 



If the overseas assignment is to proceed following review of the advice and assessment provided, this form must be signed by the Dean (for Faculty assignments) or Registrar (for PS assignments) and returned to the Global Mobility Team with confirmation of the start dates of the assignment.

	Approval for Assignment to Proceed: Dean of Faculty or Registrar

	Name
	
	Signature*
	
	Date
	DD / MMM/ YYYY



* If you are completing this form electronically you can type your name in the signature box as we will accept your email/an email chain as confirmation of your signature, or you can save the form as a PDF and electronically sign the document
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