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Academic/Research Visitors
Application Form 
		
[bookmark: _GoBack]Use this form to request approval for an Academic Visitor to visit the School of Mathematical Sciences at Queen Mary University of London. 

Instructions: Please read the associated Policy & Procedure document prior to completing this form. This form should be completed by the host (must be a member of QMUL staff) and authorised by relevant parties before formal arrangements are made.  

Section 1 (to be completed by host):

	1.1 Visitor Personal Details 

	Title:
	     
	Surname:
	[bookmark: Text20]     

	Forenames:
	[bookmark: Text38]     

	Nationality:
	[bookmark: Text39]     

	Home Address:
	[bookmark: Text40]     



	Contact Email Address:
	     

	Contact Tel No:
	     

	Present Employer (or most recent):
	[bookmark: Text41]     


	Work Address:
	[bookmark: Text33]     



	1.2 Host Details

	Title:
	     
	Surname:
	     

	Forenames:
	     

	Position in the School:
	[bookmark: Text61]     

	Contact Email Address:
	     

	Contact Tel No:
	     

	1.3 Visit Information

	Visitor status:
	|_| Academic
	|_| Student → do not use this form, contact Katie Hale (PhD) or Education Services Team at  maths@qmul.ac.uk (MSc)

	Is the visit primarily for the purpose of:
	[bookmark: Check18]|_| Teaching
	[bookmark: Check19]|_| Research
	|_| Other

	Please briefly describe the research, teaching or other activity to be undertaken during the visit :
	



	Start date of visit:
	     
	End date of visit:
	     

	*For all visits, the maximum period is 1 academic year

	1.4 ATAS Requirement

	1. Is the individual an ATAS exempt national? If yes select from drop down list:
 Choose an item.
If exempt, please skip questions 2 & 3 as ATAS clearance is not required for exempt nationals
If no to Q1, please continue to questions 2-4

	2. All Academic and Research roles will be expected to be undertaking research activities at PhD level or above. For Engineering-related and Technician roles only, please confirm if the role will include an element of research at PhD level or above?
Choose an item.

	3. Is the field of research in a subject set out in the list of Academic Subjects/Fields of Research relevant to ATAS – select from *drop down list below?
Choose an item.

	4. Where answers for 1, 2 & 3 indicate that ATAS is required: 
Please provide a research statement, 6-7 lines in length, summarising the research activities the individual will undertake. The individual will need to submit this information when they apply for their ATAS certificate. Examples of research statements are available for reference.

v     

	1.5 Requirements 

	Is a formal letter of invitation required:

	|_| Yes   |_|  No

	Is accommodation required:

	|_| Yes   |_|  No  
(if yes, please complete the authorisation & booking enquiry form available here and return it with this form)

	Will accommodation be funded by QMUL:

	|_| Yes (provide budget code)   |_|  No
	Budget Code (if applicable):
	     

	Will expenses (travel/subsistence) be reimbursed by QMUL:
(If yes, any claims will need to be in line with the QMUL Travel and Expenses Policy and Procedure)

	|_| Yes (provide budget code)   |_|  No
	Budget Code (if applicable):
	     

	Please indicate which of the following will be required:

	|_| No Facilities Required
|_| Desk (subject to availability – please await confirmation from The PA to the Head of School)
|_| PC (Standard Windows Desktop)
|_| QMUL ID Access Card (For visitors staying for more than 1 week)
|_| QMUL IT Account (For visitors staying more for than 1 week)
|_| Library Access







Section 2 (to be completed by visitor)


	2.1 Personal Details (complete all sections)

	Full Name: 
	     

	2.2 Emergency Contact Details

	Name: 
	     
	Relationship:
	     

	Address:
	     
	Post code:
	     

	Home phone:
	     
	Mobile:
	     
	Work:
	     

	2.2 Agreement

	I confirm I understand the Terms and Conditions of my visit. I understand this is a non-stipendiary visit and I will not make any claims for travel, accommodation or subsistence unless otherwise agreed.

	Signature:      	
	Date:
	     



Section 3 (to be completed by Host, HoG/Budget Holder & School Office)

	3.1 Agreement

	I confirm that the above named visitor can be housed within the School’s existing accommodation and there will be no additional call on the School or College resources in respect of this visit.
Where no claim for funding is made, only a signature from the host is required. 

	Host Signature:
	     
	Date:
	     

	Budget Holder/HoG Signature*:
	     
	Date:
	     

	3.2 Approval (For Office Use only)

	PA to HoS**:
	     
	Date:
	     

	Desk Space:
	|_| Yes   |_|  No
	Desk Nr:
	     

	Head of School Signature***:
	     
	Date:
	     



*If different from Host | 
** If desk space is required |
*** For visits of 2 weeks +, desk requirement, or funding from School budget. 
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		Sept 2021 V1.5	
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