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Queen Mary University of London has a legal obligation to ensure that all prospective employees and casual workers have the right to work in the UK before they commence employment and work within any restrictions prescribed by their visa. It is the responsibility of workers who hold a Tier 4 or Student visa and their line manager to ensure compliance with visa conditions. 

This form must be completed by the visa holder and provided to the recruiting manager.

	Personal Details

	First Name
	     
	Surname
	     

	School/Institute
	     

	Employee Number
	     
	Visa No
	     

	Start Date of Visa
	     
	Expiry Date of Visa
	     

	Maximum no of hours permitted to work per week during term time as per the conditions of your visa 
	 FORMCHECKBOX 
 10 hrs per week
	 FORMCHECKBOX 
 20 hrs per week

	 FORMCHECKBOX 
 Undergraduate
	 FORMCHECKBOX 
 Postgraduate
	 FORMCHECKBOX 
 PhD


	Details of Studies

	Name of institution sponsoring your visa
	     

	Course of Study  
	     

	Programme level 
	     

	Course/ programme start date 
	     

	Course/ programme end date
	     


	Other work commitments

	Please provide details of any paid/unpaid work you are already doing or plan to do during the next 12 months. Please include both work for Queen Mary as well as work for any other employers. Continue onto a separate sheet if necessary. 

	Name of department/ college/external employer
	     
	Number of Hours per week
	     

	Date work commenced / will commence
	     
	Date work will end
	     


	Evidence of Term dates (To be completed by Hiring Manager)

	 FORMCHECKBOX 
 Undergraduate
	Undergraduate Students please provide a copy of the programme specific term dates covering the full duration of your degree programme

	 FORMCHECKBOX 
 Postgraduate
	Postgraduate Taught students (masters): Letter of term dates covering the full duration of your degree programme issued by Student Records  office (Request a letter via email and attach it to this form)

	 FORMCHECKBOX 
 PhD
	Research (PhD) students are considered to be term-time throughout their programme. When you have completed all academic requirements (when your final PhD thesis has been submitted), you will need to request a letter from Student Records office via email, the letter will then be sent to both you and your recruiting manager

	 FORMCHECKBOX 
 Students sponsored by another education institution
	If you are a student sponsored by another institution please attach one of the following to this form:
· A printout from your education institution’s website or other material published by the institution setting out its timetable covering the full duration your course/programme; or
· A copy of a letter or email addressed to you or the recruiting manager from your education institution confirming term time dates covering the full duration of your course/programme




	Student Declaration

	In accordance with the conditions of my visa I am aware that I am not permitted to work more than the maximum number of hours stated above during the relevant term time for my programme of study. 

I can confirm that by agreeing to take on the work being offered to me I have not and will not exceed the maximum hours ticked above in any given week (recorded as Monday to Sunday) during term time.

I understand that I am permitted to work up to 35 hours per week during vacation periods and that these are determined by my place and programme of study as well as the conditions of my visa. If the work being offered to me is during a vacation period, I have provided the required evidence.
I understand that any work (or voluntary work) I have outside the University also counts towards this limit.   

I understand that any breach of my visa conditions (e.g. working more than 20 hours per week during term-time) is considered a serious immigration offence, will be reported to UK Visas & Immigration (UKVI), which may result in my visa being curtailed, and must be declared on any future UK visa applications

	Signature
	Date
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