
Working Abroad Request process

1. A request to work abroad identified Individual/Recruiting or Line 
Manager

Recruiting or Line Manager/SDA2. Information is obtained from Work Abroad 

webpage and Work Abroad checklist 

downloaded.

Recruiting/Line manager
3. Form completed and agreement secured 

from Head of School/Department

Working Abroad5. Form received by Working Abroad. 

7. External Legal Advice required?

10. Information collated with confirmation 

of:

 Right to work in host country

 Tax/Social security position

 Pension position

 Costs of obtaining external legal 

advice for a contract with terms and 

conditions of host country, if 

required*. 

 

Working Abroad

4. Work Abroad checklist submitted, along with 

e-mail confirmation of agreement by Head of 

School/Dept, by e-mail to 

WorkingAbroad@ed.ac.uk

Manager/SDA

Working Abroad/Direct Tax 
Manager/Pensions

6. Right to work in host country assessed

12. Confirmation of approval received by e-

mail to WA.

9b. Pensions team 

to assess access to 

the pension 

scheme.

9a. Direct Tax 

Manager assesses 

the tax/social 

security position

7a. Requirement to obtain fee quote for which 

there is a cost.  Financial approval given from 

employing School/Dept.  

7b. Fee quote obtained and 

supplied to manager.

7c. Manager wishes to proceed 

with legal advice and informs WA

7d. Legal advice obtained

12. Confirmation of not going 

ahead by e-mail to WA

12a. SDA requests contract through P&M 

(ensuring WA box ticked).  

12b. Case recorded as closed on 

WA tracker

18. Working abroad information recorded on 

WA tracker.

Individual due to return to the UK

Individual returns to 

UK on expected date, 

ie working abroad end 

date

8a Individual 

cannot be 

employed in 

host country

7e. Individual has right to work in 

host country?

Manager/Working Abroad

Working Abroad

Manager

Working Abroad

7f. Individual can 

apply to obtain 

permission to work 

in host country?

8b. Individual 

applies for 

relevant visa to 

work in host 

country.  

Application 

successful?

Head of College/PS/Manager

Contract amended, confirming start and 

end of period of work in host country.

If entire duration of employment to be 

spent in host country, local terms 

reviewed, with input from external legal 

advice if required, and contract created.   

Manager notified of specific terms.  

Includes request for individual to update 

home address/contact details on P&M.

Individual

SDA

14. New starter/transfer to new post 15. Current member of staff

17. Individual has a UK sponsored visa?

17b. HR Operations 

(Immigration) report change of 

location on SMS within 10 days 

of change.

Check for contract request from SDA. 

Generate UK contract for WA to review in 

context of working abroad.

Change in T&Cs? 

11. Information provided to Manager (cc 

HR Partner) requesting confirmation from 

Head of College/PS of approval or 

notification of not going ahead.

* A contract with local terms and conditions is required if an individual is working in the host country for the entire duratio n of 

their employment

Working Abroad

Working Abroad

Working Abroad

HR Operations

Checklist sent to HR Operations, by e-mail
Working Abroad

16. Drafted contract/letter returned to HR 

Operations by e-mail to follow usual 

contract issue process.

17a. HR Operations 

(Immigration) notified of change 

of location.

Working Abroad

Working Abroad

19. Legal costs re-charge work done Working Abroad/HR Business 
Support Team

Individual returns to UK, 

previous working abroad 

assessment not undertaken, 

ie due to Covid

Plan to extend working 

abroad beyond expected 

end date.

 Payroll notified of 

date of return cc 

Working Abroad.

 If employee is 

sponsored 

service request 

raised to HR 

helpline to notify 

of change of 

location.

Check 

whether on 

NT code and 

if so normal 

tax code 

reinstated.

Update WA 

tracker with 

return date.

Working abroad checklist 

completed for retrospective 

assessment to be 

undertaken.  (Return to point 

3 of this process map)

Working abroad checklist 

completed for re-

assessment to be 

undertaken. (Return to point 

3 of this process map)

Yes No

Yes

Yes

No

YesNo

No

Yes

No

Checklist sent to HR Operations by 

e-mail

Yes

HR Operations

Yes

No

Information received from manager:

Update WA tracker 

with progress

No

Template letter 

amended by WA and 

emailed to SDA/

manager to be signed 

by line manager.

Letter generated by HR 

Ops to confirm new 

T&Cs.

9c. Insurance team to 

assess University 

employers’ liability 

insurance cover.

No

Amended in relation to 

work overseas.
Working Abroad

Letter sent to individual 

and copy uploaded to 

Sharepoint

Payroll/Pensions 

informed cc WA

SDA/Manager

Individual entering UK for the first time following working abroad

HR Operations

Individual enters the UK

 UK RTW check undertaken before any work is 

done in the UK.

 Payroll notified by e-mail cc WA

 If sponsored employee, service request raised 

to HR Helpline to notify change of location

RTW checker/SDA/Manager

HR Operations (Immigration) report change of 

location on SMS within 10 days of change.
HR Operations

SDA/Manager

Payroll

Working 
Abroad

9. Working Abroad Liaises with other areas to 

assess the feasibility of the request.

Yes

https://www.edweb.ed.ac.uk/human-resources/working-abroad


Cost XXX XXX

Quote for external right to work legal advice XXX XXX

Cost of External Legal Advice XXX XXX

XXX XXX XXX

Anticipated cost calculator

The table below provides a summary of anticipated costs of an individual working abroad.
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