
Guide to Visitor documentation – School responsibilities 

Introduction 

When schools have visiting academics from overseas there is a requirement for the hosting 
department to view and retain copies of some documentation for the duration of the visit. This is 
a Home Office requirement and non-compliance can have serious consequences.  

Definition of a visitor 

A visitor will most likely have honorary status and will be unpaid. They cannot do paid or unpaid 
work whilst in the UK, however there are permitted activities which include research and 
collaboration. A visitor can come in as a Standard Visitor for up to 6 months or an Academic 
Visitor for up to 12 months. Certain nationalities must apply for a Visitor visa in advance of 
coming to the UK, all other nationalities can enter without an advance visa but will need to apply 
for an ETA (Electronic Travel Authorisation). 

Considerations 

Depending on the nature of the visit, and the nationality of the visitor, an ATAS certificate may be 
required. Please contact the Staff Immigration Team to help determine this.  

If you are unsure if the person you are hosting falls into the visitor category please complete this 
form and the Staff Immigration Team will advise you further. In some circumstances a 
sponsored Temporary Worker Government Authorised Exchange (GAE) visa will be required, or 
activities could be covered by a Student visa or the Permitted Paid Engagement provision. 

Responsibilities of the School 

- Ensure the visitor is a genuine visitor and is not doing any activities not permitted under 
the Visitor visa. 

- Copy the necessary documentation and retain for the duration of the stay.  

Documentation required – All documents must be retained for the duration of the stay 

- A copy of the invitation letter.  
- A copy of the photo page of the passport. 
- If a visitor vignette has been put in the passport, a copy of this must be taken. An 

example of this is included in this guide. 
- If an ATAS certificate is required a copy of this must be taken immediately on arrival. You 

should check the relevant information including issue and expiry dates. An ATAS 
certificate is valid for 6 months and the visitor should enter the country during this 6 
month period. It does not matter if it expires whilst they are here. An example ATAS 
certificate is included in this guide.  

 

Please contact the  Staff Immigration Team if you have any queries.  

 

https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-visitor-permitted-activities
https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-visitor-permitted-activities
https://www.gov.uk/guidance/apply-for-an-electronic-travel-authorisation-eta
https://www.gov.uk/guidance/academic-technology-approval-scheme
mailto:staff-immigration-team@bristol.ac.uk
https://www.bristol.ac.uk/media-library/sites/hr/documents/resourcing/Student,%20temporary%20worker%20or%20visitor%20visa.pdf
https://www.bristol.ac.uk/media-library/sites/hr/documents/resourcing/Student,%20temporary%20worker%20or%20visitor%20visa.pdf
mailto:staff-immigration-team@bristol.ac.uk







