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	Head of School/Unit:

	Stage 1:
	Complete Sections A, B and C and pass to your Principal’s Office report for approval.

	Stage 2:
	Pass form following approval to Human Resources for action.



Section A: Business Case

	Please set out below the rationale for the overseas assignment and benefits to be gained. 

	



Section B: To be completed with input from employee as appropriate

	Name of employee to be based overseas
	

	Employee ID
	

	School/Unit
	

	Job Title
	

	Employment start date
	

	FTE
	

	Salary (unless Grade 9 which should not be specified)
	

	Overseas Location
	

	Institute based if relevant
	

	Where will the duties be undertaken
	

	Date overseas assignment commences
	

	Date overseas assignment ceases
	

	What type of work will the employee do during the period overseas, e.g. teaching, training, research. Please provide a description of the activities to be carried out.
	

	What is the scope of the activities e.g. lab analysis, statistical analysis, presentation of findings.
	

	What are the aims of the research?
	

	How will the output from the activities be used, e.g. journal or publication, create IT programme?
	

	Who is funding the research and what are their motives?
	

	What is the contractual terms of the funding, e.g. FEC +?
	

	Is there any other source of income associated with the research grant or activity? 
	

	Is the person employed by the University for the duration of the overseas assignment period?
	

	In which country is the individual a national?
	

	In which country is the individual resident?
	

	How long has the individual lived in the country of residence?
	

	Periods to be spent in the UK during the overseas assignment, please provide dates.
	

	What periods has the individual spent in the host country in the 4 years prior to the start of this assignment/visit?
	

	In which country will the individual receive his salary/compensation, e.g. into a UK or non-UK bank account?
	

	Will any additional benefits be provided (e.g. living allowance, accommodation, etc.)?  If so, please list the benefits to be provided and the name of the entity that will provide them/bear the cost, e.g. pension provision?
	

	Does the individual have a work permit/visa for entry into the host country?  

What visa/work permit has been obtained?
	Yes/No

	What is the validity period of the visa/work permit?
	






Section C: Authorisation

	I confirm that I am supportive of this proposal and accept responsibility for the costs involved on behalf of the School/Unit.


The cost centre to be charged is:  ______________________________


	

Signed ___________________________________

	

Date ____________________________

	(Head of School/Unit)


	

	I confirm that I am supportive of this proposal in principle and a due diligence exercise should commence.


	
Signed ____________________________________

	
Date ____________________________

	(Principal’s Office)

	




Section D: HR Use
 
	Country of relevance

	

	Tax withholding via payroll

	

	Tax payments due:

	

	Calculation:
	Being paid how and when:

	

	Calculation:
	Being paid how and when:

	Social security withholding via payroll
	Yes/No


	Social Security payments due:

	
	Calculation:
	Being paid how and when:

	
	Calculation:
	Being paid how and when:

	Statutory filing and payment methods
	Yes/No

If yes, actions required:


	Payslip required
	Yes/No

	Monthly Filing deadlines:

	Taxes:
Social Security:

	Annual Filing deadline:
	Employer:
Employee:

	Requirement to register
	Yes/No

	Pass to T&T for a Permanent Establishment (PE) review
	Yes/No 
Ensure PE answer is sought before committing to engaging overseas person. 

	T&T PE review 
	Low / Med / High Risk
Reason:                                                                                           

	Statutory Insurance

	Checked with EHSS re compulsory insurances?
	Yes / No
Referred by:
	Date:
Spoke to:

	[Please attach EHSS emailed territory insurance summary to this form and share a copy of the form with EHSS when complete]

	Workers Comp (or equivalent)
Relevant - Yes / No
	Arrangements:
	Start Date:
Renewal date:

	Private Health Insurance
Relevant - Yes / No
	Arrangements:
	Start Date:
Renewal date:

	Personal Accident Insurance
Relevant - Yes / No
	Arrangements:
	Start Date:
Renewal date:

	Other: 
Relevant - Yes / No
	Arrangements:
	Start Date:
Renewal date:

	Other: 
Relevant - Yes / No
	Arrangements:
	Start Date:
Renewal date:

	Have we instructed agent in country to deal with Insurance?
	Yes / No

	Total annual insurance costs paid by EHSS
	£

	Motor Third Party liability 
Relevant - Yes / No
	University requirements notified to employee? Yes / No

	On contract termination / completion…
Instructed EHSS to cancel insurance specific to this individual? Yes / No
	Referred by: 
Spoke to: 
Date: 

	Any other information/requirements
	



Section E: HR Data (Only)

	Staff ID:

	
	Name:
	

	Country:

	
	Start Date:
	
	End Date:
	

	Post (* delete as appropriate):

OVERSEAS (Staff wholly located overseas and on a shadow payroll) * 
OVERSEASSA (Staff who are normally based overseas but wholly undertake their University work in St Andrews) *
OVERSEASNL (Staff who are based and working overseas but no liability in overseas country) *
OVERSEASRL (Staff who are based and working overseas on Research Leave or undertaking research but no liability in overseas country) *
OVERSEASUK (Staff who are based and working overseas but are UK legislation) *
OVERSEASNS (Working overseas but no liability in UK and self assessing in overseas country) *
OVERSEASCV* (Temporarily working overseas due to Covid restrictions)*

	Post Reason:
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