



School of Engineering and Informatics
REQUEST TO AWARD/EXTEND HONORARY/VISITOR/ASSOCIATE STATUS
For visit extensions, please complete section B
Personal details
	Family name
	

	Forename(s)
	

	Title (Dr/Mr/Ms etc)
	

	Date of birth
	

	Nationality* all applicants must complete an identity check for UKVI compliance
	

	Address for correspondence
	

	Telephone number for contact 
	

	Email address
	


Section A: Proposed title and details of visit
See page 3 for HR criteria.  If visitor does not meet these categories, use “School Associate”.

	Title
	

	Department (please note room)
	

	Start date
	

	End date (initial maximum 3 years)
	

	Visit funded by:
(e.g. Royal Society/Self-funded or N/A)
	 FORMCHECKBOX 
 N/A

	Charge bench fee at the rate of:
See http://www.sussex.ac.uk/ei/internal/forstaff/visitor-policy for fee information
	£                    for the period of the title or per month/term/year/other 
 FORMCHECKBOX 
 N/A


Insurance (only applies to Visitors who will be based on campus)
See guidance on page 4 before ticking the box that applies:
 FORMCHECKBOX 
 I will be covered by the University’s insurance for the duration of my visit.

 FORMCHECKBOX 
 I will arrange my own insurance cover for the duration of my visit.

 FORMCHECKBOX 
 N/A – off-campus.
Approval for title

	If appropriate, request initiated by
	Signed                                             Date

	Endorsed by Head of Department
	Signed                                             Date

	Approved by Head of School 
	Signed                                             Date 


Please return this form to the HoS Co-ordinator together with the applicant’s CV
Section B
Dept details and extension dates

	Title
	

	Department (please note room)
	

	Extension start date
	

	Extension end date* visitors may not stay beyond any visa-imposed period. 
	

	Extended visit funded by:
(e.g. Royal Society/Self-funded/N/A)
	£                    for the period of the title or per month/term/year/other 
 FORMCHECKBOX 
 N/A

	Charge bench fee at the rate of
	£                    for the period of the title or 
per month/term/year/ other 


Approval for extended visit

	If appropriate, request initiated by
	Signed                                             Date

	Endorsed by Head of Department
	Signed                                             Date

	Approved by Head of School 
	Signed                                             Date 


Please return to the HoS Co-ordinator 

THE UNIVERSITY OF SUSSEX
TITLES FOR ACADEMIC APPOINTMENTS

From the Ordinances and Regulations: Summary of paragraphs relevant to non-salaried appointments Updated March 2017 
Titles are authorised for use in the University for academic appointments. Titles are awarded for up to a maximum, but renewable, period of three years except Emeritus titles which are for life. 
VISITING FACULTY 
1. The title ‘Visiting’ will precede the titles listed below and will be awarded to individuals who are employed by another HEI (either based at the University for a time-limited period or not based at the University but have regular contact with and make a contribution to the University). 
2. There should be a mutual benefit in the award of titles to Visiting faculty. 
3. The individual cannot be in receipt of a salary or fee from the University. 
4. The title should be at a level equivalent to the academic’s current post held with their employing HEI. 
Visiting: Professor, R
eader, Senior Lecturer, Lecturer, Tutorial Fellow, Lecteur/Lectrice Professorial Fellow, Senior Research Fellow, Research Fellow, Research Officer, Senior Fellow, Fellow. For clinically qualified academics ‘Clinical’ to be added. 
ASSOCIATE FACULTY– Appointment Title ‘Associate Faculty’, see criteria below 
1. Staff of independent institutes located in the University Park, carrying out regular, substantial academic duties in the University 
2. Non-teaching faculty, in post at least five years, teaching substantially above level normal for non-teaching faculty 
3. Former teaching faculty, retired, not employed full-time by another academic institution, contributing to teaching and research in the University on an agreed and regular basis, or whose future contribution would be facilitated by the granting of associate status 
4. Not employed by the University but assisting the work of a University unit in an advisory capacity and whose future contribution would be facilitated by the granting of associate status 
5. Normally subject to a formal contract specifying the terms of the individual’s relationship with the University 
HONORARY: 
1. The title ‘Honorary’ will precede the titles listed below and will be awarded to individuals who do not work for an HEI. 

2. They should be leaders in their chosen field and should have an association with the University. 

3. There should be a mutual benefit in the award of titles to Honorary faculty. 
4. The individual cannot be in receipt of a salary or fee from the University. 

University of Sussex and IDS: Professor, Reader, Senior Lecturer, Lecturer, Tutorial Fellow, Senior Research Fellow, Research Fellow. For clinically qualified academics ‘Clinical’ to be added. IDS only: Professorial Fellow 
TEACHING FACULTY WORKING IN CENTRES AND UNITS Title - Associate Fellow 
Teaching faculty actively participating in the work of a University centre or unit 
EMERITUS – to be awarded by Human Resources only Emeritus Professor and Reader 
Awarded automatically to Professors and Readers employed by the University on their retirement from the University or by request to Human Resources by the Head of School. 
AUTHORITY TO AWARD OR RENEW TITLES 
Honorary Titles and Visiting Titles Emeritus titles 
Heads of Schools, Dean of BSMS 
Automatically on retirement of a Professor/Reader or by request to Human Resources by the Head of School. 
UNIVERSITY INSURANCE

Interns (and anyone) contracted to the University and working under our control and supervision will be covered by the University’s insurance.  Anyone working under their own volition or for another organisation or upon whose advice and expertise we are relying, would be insured under the other organisation’s policy or should have their own insurance in place. 
Whether someone will be covered under the University’s policy, under another organisation’s policy, or whether they would need their own policy will depend on the following: 
1. Are they working under the control and supervision of the University, for a UoS-sponsored project? (Insured under Sussex policy) 
2. Who is the substantive employer? (Employers’ or UoS’ policy depending on a) above) 
3. Are we paying the substantive employer for the person’s time? (Insured under own Employer’s insurance) 
4. Will they be contracted as a contractor and UoS is relying on their expertise? (Should have own Professional Negligence insurance)  
�Do we assume all dept and location details remain the same for the extension and remove from here?   What about funding and fees – do we remove that from here too?
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