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	Visa Fee & Immigration Health Surcharge (IHS) Reimbursement Claim Form


For queries and to submit your completed form go to the People Connect Portal at People Services - General Request Form - Connect and in the ‘Request Details’ select ‘Global Mobility’ and ‘Visa Fees or Loans’.  You must also upload copies of all receipts/invoices showing confirmation of payments.

	APPLICANT DETAILS:

	First Name
	

	Surname
	

	Staff ID Number
	

	Faculty /Directorate
	

	School / Department
	



	PLEASE CONFIRM THE REASON WHY YOU APPLIED FOR A VISA:

	To start working at the University from overseas
	

	To start working at the University from within the UK, and switched to a Skilled Worker/Global Talent visa
	

	To extend a Skilled Worker/Global Talent visa to continue working at the University 
	

	To switch to a Skilled Worker/Global Talent visa from another visa type to continue working at the University
	



	DETAILS OF CLAIM:

	Visa Type
	Details of Reimbursement
	Amount Claimed
	
	GM to complete

	
	
	Foreign Currency
	GBP £
	
	£ approved for payment

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	TOTAL
	
	
	
	



	RESIDENECY & TAX DECLARTION:

	The reimbursement of visa fees is deemed as earnings by HMRC and is subject to UK Tax and National Insurance deductions, except in specific circumstances.  These circumstances include new employees who have applied for their visa outside of the UK and meet residency criteria. 
This section must be completed to enable us to process your reimbursement within HMRC regulations.



	I declare that I have been resident in the UK since (‘arrival date’ as month and year): 
Note: this includes time spent in the UK on other visa types e.g. working for other employers and studying etc
	



	Has this expense has been incurred within five years of the date that you first arrived in the UK?
Note: this includes time spent in the UK on other visa types e.g. working for other employers and studying etc
	Yes
	

	
	No
	



	Have you been
· Present in the UK for any purpose in the two-year period prior to your ‘arrival date’; or
· Resident in the UK for tax purposes (e.g. working) in either of the two UK tax years prior to your ‘arrival date’  See Guidance Notes for help on this section
	Yes
	

	
	No
	



	APPLICANT DECLARATION:

	· I confirm that the information I have provided on this form is true and accurate, and that The University may request additional information to consider and process the claim.
· I confirm the costs on this claim were incurred by me to apply for and obtain the appropriate visa to take up or to continue employment at The University.
· I understand that the amount I receive back may be less than the amount I have paid to UK Visas & Immigration (UKVI), and this is due to HMRC regulations regarding UK Tax and NI deductions.
· I understand that reimbursements are treated as a decreasing loan, and if my employment ends within two years of appointment or before the end of a fixed‑term contract, I must repay a proportion of the reimbursement received, based on the length of my employment or contract worked.
· I consent to you making any such necessary deductions from my salary in accordance with the Visa Fee Reimbursement & Visa Loan Policy.

	Signature of Claimant:
	
	Date:
	



	APPROVAL: TO BE COMPLETED BY GLOBAL MOBILITY



	
	£ Amount
	Pay Element
	Account Code
	IE Code

	Taxable Reimbursement
	
	3005
	
	

	Non-taxable Reimbursement
	
	3001
	
	

	Once approved you must input the amount and codes onto the ‘Relocation & Visa Expenses Submission’ sheet which can be found here.



	Comments:

	



	Authorised by (Signature):
	
	Date:
	

	Authorised by (Print):
	
	
	





Guidance Notes for Claimants
· Only ‘standard’ application costs for the employee for Skilled Worker or Global Talent visa can be claimed, along with the NHS Immigration Health Surcharge (IHS) fees
· More information can be found on the Global Mobility StaffNet page here, and in the Visa Fee Reimbursement & Visa Loan Policy here 
· All data collected on this form is processed in accordance with the privacy notice.
· Residency and Tax Declaration
· The Residency and Tax Declaration section helps us determine if UK Tax and National Insurance should be deducted from your claim to comply with HMRC regulations.  You must provide us with your ‘arrival date’ that you first came to the UK to reside.  This includes as a student, working or any other immigration type, not the date you started working at The University (unless they are the same).
· UK tax years run from 6 April each year.
· Where we ask for your residence in the previous 2-year period, this is the 2-year period ending on the day before your ‘arrival date’ which is the date you passed through UK immigration on your visa
· For any purpose: this means being present for any reason which includes on holiday, conferences, visiting academic, study etc.
· For tax purposes: you would be resident for tax purposes if you spent 183 days or more in a tax year in the UK in a relevant tax year.  To help identify if you are tax resident in the UK you can use the .gov tool: Which tax year do you want to check your UK residence status for? – Guidance – GOV.UK.
· Tick yes in this section if the total is 183 or more.
[bookmark: _Hlk196995178]Submitting your completed form to Global Mobility via the People Connect Portal
· Completed forms should be uploaded to the People Connect Portal here:  People Services - General Request Form - Connect
· In the request details on the online submission please complete as below: 
· What is this request/query regarding? = Global Mobility
· Which aspect of the above selection does your request/query concern = Visa Fees or Loans
· Attach your completed form and receipts to the request and submit
· All claims must be accompanied by high quality legible scanned/photographed receipts or invoices.  We may request originals following a claim submission so please ensure you retain the originals.  Credit card statements, registration or application forms, cheque stubs etc DO NOT qualify as receipts/invoices.
· All receipts must be official receipts on letter headed paper where applicable and fully annotated and in the claimant’s name where applicable.
· Claims must be submitted within THREE MONTHS of incurring the expenditure.  Claims submitted after this period may not be reimbursed.  Reimbursements will be made directly to you with your next salary depending on the date the form was submitted.  Payroll deadlines can be found here.
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