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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, emails or invoices showing confirmation of payments.

	SECTION 1: APPLICANT DETAILS

	First Name
	

	Surname
	

	Employee ID Number
	

	Faculty / Directorate
	

	School / Department
	



	SECTION 2: DETAILS OF CLAIM (only complete the currency column that you paid for your visa in)

	Visa Type
	Details of Reimbursement
	Amount Claimed
	
	GM to complete

	
	
	Date Cost Incurred
	Foreign Currency
	GBP £
	
	£ approved for payment

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	TOTAL
	
	
	
	



	SECTION 3: PLEASE CONFIRM THE REASON WHY YOU APPLIED FOR A VISA (tick one only)

	A.
	I was living outside the UK and applied for a visa from outside the UK, so I could travel to the UK and start working for the University.
	

	PLEASE NOW GO TO SECTION 4



	B.
	I was already in the UK on a visa (e.g. studying/working/etc) and started my employment with the University in the UK, and needed to switch to a Skilled Worker / Global Talent Visa
	

	C.
	I was already working for the University in the UK on a Skilled Worker / Global Talent visa and need to extend my visa
	

	D.
	I was already working for the University in the UK on a valid visa and needed to switch to a Skilled Worker / Global Talent visa
	

	PLEASE NOW GO TO SECTION 5



	SECTION 4: RESIDENCE & 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.  To determine if you meet the necessary criteria for the reimbursement to be exempt from UK Tax and National Insurance, we require confirmation of the following information.



	A.
	Your ‘Arrival Date’ in the UK (DD/MM/YYY):
We assume you will become tax resident in the UK from this date
	





	Please tick which ONE of the statements below is CORRECT for you 

	B.
	I have NOT been ‘UK tax resident’ in either of the previous 2 ‘tax years’ from my ‘Arrival Date’
Please see links in the Guidance Section on the Statutory Residence Test
	

	C.
	I have NOT been present in the UK for ‘any reason’ in the 2-year period ending on the day before my ‘Arrival Date’
	

	D
	None of the above are true for me 
	



	SECTION 5: 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 National Insurance 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/R Code
	IE Code

	Taxable Reimbursement
	
	3005
	
	4161

	Non-taxable Reimbursement
	
	3001
	
	4161

	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 the ‘standard’ application costs for the employee for Skilled Worker or Global Talent visa can be claimed (not priority or premium service), 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.
· Please complete only the currency column that matches the currency shown on your receipt and used to pay for your visa. You do not need to complete both amount columns. For any approved claims made in a foreign currency, the University will apply a standard currency conversion at the point of payment. We use Oanda to calculate the exchange rate based on the date of your application: https://www.oanda.com/currency-converter/en
RESIDENCY AND TAX DECLARATION SUPPORTING NOTES
SECTION 4A: Your ‘Arrival Date’ in the UK for this purpose should be the date you first arrived in the UK to perform duties of an employment in the UK for which you are being paid.  Please note that this may not be your first day of work for the University but the day you entered the country ahead of commencing your UK employment.
SECTION 4B: ‘UK Tax Resident’ in the UK, the Statutory Residence Test is used to determine whether you are a tax resident of the UK. This is a series of tests that link to the number of days you have spent in the UK in a specific tax year (as well as other criteria).
The UK tax year is 06 April to the following 05 April.  Generally, where you have spent more than 183 days in the UK in a tax year you will be considered a UK tax resident.  
More information can be found on the flow chart on the next page and on the HMRC Tax on foreign income: UK residence and tax - GOV.UK  which also includes the ‘residence status checker’ Which tax year do you want to check your UK residence status for? – Guidance – GOV.UK
Tax Resident in previous 2 ‘tax years’.  An example would be if you arrived in the 2025/26 tax year this covers the period 06 April 2025 to 05 April 2026. The previous 2 tax years are as follows:
· 2024/25 - 06 April 2024 to 05 April 2025
· 2023/24 - 06 April 2024 to 05 April 2025
SECTION 4C: Present in the UK for ‘any reason’ in the last 2 years means being present in the UK for any reason, including: holiday, conferences, visiting as an academic, training, study, research, work for another employer etc.
If your ‘Arrival Date’ is 01 September 2026, you would need to consider the period from 01 September 2024 onwards.
SECTION 4D: Select this option if none of the two statements (4B and 4C) apply to you.
[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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Flowchart for individuals
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Days spent

An individual spends a day in the UK for SRT
purposes if he s n the UK at the end of the day.

However, he is not reated as spending a day n the.
UK ifthe day is considered a ranst day with no
work or the individual s in the UK due o specified
exceptional crcumstances beyond his contro for a
maximum of 60 days. In certain circumstances an
individual will be deemed to spend a day in the UK.
even though he is notin the UK at the end of the
day.

Ful-time work overseas (FTWO)

The individual must work suffcent hours overseas
(average of 35 hours per week disregarding certain
defined days) in the tax year with no significant
breaks from overseas work and spend fewer than 91
days n the UK and work (n this instance for more
than three hours a day) i the UK for fewer than 31
days.

All homes are in the UK

An incividual wil be regarded as residentf the
individual has a home i the UK for more than 5
days in which the individual is present on at least 30
separate days in the relevant tax year. In addifon for
91 consecutive days, ateast 30 of which are i the.
tax year, the indiidual must have no home overseas
in which the indiidual i present on 30 separate
days n the tax year. If the individual has more than
one home in the UK, the fest must be met in relation
10 atleast one of those homes when considered
separately from the other home(s).

Fulltime work in the UK (FTWUK)

The individual must work sufficient hours in the UK
over a 365 day period (average of 35 hours per
week disregarding certain defined days where all or
part of the 385 day period s in the curent tax year)
with no_ significant breaks from UK work. More than
75% ofthe days inthe period when the individual
does more than three hours work per day must be:
worked n the UK and the individual must work for
more than three hours n the. UK on at least one day.
in the curent tax year.

mg.comiuk

¥ino

Workdays

A workday in the UK for the purposes of the SRT is
 day on which more than three hours work is
performed. Work includes incidental and non-
incidental duties and most ravel. There s
complcated test to determine whether an individual
works suffcient hours in the UK or overseas for the
FTWO o the FTWUK tests.

Although the distincion between incidental and
substanive duties is not relevant for the purposes of
the SRT, the distincion remains important for the
purposes of calculating the tax iabilty of employees.
When the employee is regarded as being non-UK.
resident, incidental duties wil continue to be deemed
1o be performed offshore and only substantive UK
duties are taxabe.

Sufficient ties test

When an individual meets none of the automatic:
overseas tesis nor any of the automatic UK tests,
the individuals residence wil depend upon the
number of UK ties (or connecions) the individual
has and the number of days spent i the UK.

UK resident family

A familytie exists f a person's spouse, civil pariner
or minor chid s resident i the UK in the relevant
tax year. A person with whom the indvidual s iving
as husband and wife or as ifthey were civil partners.
is included.

Where a minor chid s UK resident because they are
in fulltime education in the UK, they will not be-
treated as UK resident for family tie purposes uniess.
they spend more than 20 days in the UK outside of
term tme curing the tax year.

Spit years.

Although an individual can only be regarded as
resident for a complete tax year, special rules apply
when an individual commences or ceases residence
which are outside the scope of this flowchart The
tax year may be spil o an overseas part and a UK
partfor certain purposes.

T informaton contined heren i of 2 generalnature and s not nterded 1o 3ddress the crcumstances of any paricular
i or enty. AhoUGh we S avOuR 10 proVRle. accurte 1 ey nfmton.(hre. e b 1> guararke tht such

information & accurate 25 ofthe date = recsived or that  wilconinue o be accurs: nthe fturs. No one showld et on
‘S inormation without ppropratsprofessional vice e 3 norough examination of the pariclar Shision.

©2023 KPMG LLP. 2 UK it ity partnership and 2 member m ofthe KPMG gfobal organisaion of independert.
mmisr fms i std with KPMG Inerhatonai Limded, 3 prvat Engih company hented by guaranic. All ighs reserved.

The KPUG name and logo are trademak, used underTicense by th independent member fims o the KPMG global





image4.png
G&I Mobility




