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1. Purpose and Scope 
 
1.1 The process of recruitment and selection must be fair, systematic, efficient and 

effective, ensuring equality of opportunity in line with the School’s approach to 
mainstreaming equality. 

Our approach will be to ensure GSA effectively employs people with the appropriate 
skills and at the appropriate time. No job applicant or employee will receive less 
favourable treatment because of their race, sex, religion or belief, disability, marital 
or civil partnership status, age, pregnancy or maternity, sexual orientation, gender 
reassignment, or caring responsibilities, or will be disadvantaged by conditions or 
requirements which cannot be justified. 

It is the responsibility of each Executive Group member/Head of Department to 
ensure that this policy and procedure is carefully followed within their 
area/department. All Executive Group members/Heads of Department should make 
members of their staff aware of the obligation to familiarise themselves with and 
follow this policy. 

1.2 Appointments must be made in accordance with the procedures outlined and must, 
therefore, be subject to advertisement and interview. Requests to waive the 
requirement to advertise an appointment in exceptional circumstances may be 
considered (see: Section 2.1 – Vacancy Approval Process).   

1.3 When employing temporary or casual staff on a short-term basis, the principles of 
good practice outlined in this document should be followed. In summary, these are 
that selection must be on the basis of appropriate criteria and merit and that a 
record of the process and decision must be kept.  

 
2. Recruitment and Selection Procedure 

2.1  Vacancy Approval Process - Authority to Appoint   

The Recruiting Manager1 should seek formal authorisation to fill a vacancy before 
commencing the recruitment and selection process by completing an Authority to Appoint 
(ATA) form (see: Appendix 1).   

Prior to progressing with the ATA form, consideration should be given both to the 
requirement to fill the vacancy and to identify any changes to job content. At this stage, the 
Finance Office should be consulted in respect of each School or department’s available 
budget.  

Recruiting Managers are advised to consider the following questions:  

                                                           
1 The Recruiting Manager is the post holder who will line manage the occupier of the vacant post 
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• Is it a direct replacement or a new post required? 
• Does the work carried out by the previous jobholder need to continue to be 

undertaken? 
• Re-configuration of post - should any of the work required be re-allocated? 
• Could the job be carried out under different working arrangements e.g. part-time, 

term-time only or job-share? 
• Is the vacancy a potential redeployment opportunity for any staff facing 

redundancy? (check with HR) 
• Do any anticipated future changes suggest that a temporary fixed term position 

could be objectively justified? 

HR will assign the appropriate member of HR staff to provide advice and manage the 
vacancy in partnership with the Recruiting Manager.  The HR staff member will advise on 
elements such as salary, hours, contract length and probation period. 

The Recruiting Manager should ensure that the ATA form is authorised by the relevant Head 
of Department/Head of School, Finance and the relevant Executive Group member.   

Once this approval has been obtained, the Recruiting Manager should submit the ATA form 
to the designated member of HR staff who will submit the request to the next available 
Executive Group meeting for approval.  Forms without all necessary approvals will not be 
submitted to the Executive Group for consideration.  It is the responsibility of the Recruiting 
Manager to ensure that all approvals are in place and evidenced to HR. 

The above process should also be adhered to when proposing any contractual changes in 
relation to existing staff (i.e. increase in hours, extension to fixed term contracts). 

Final approval for ATA will be by the Executive Group.  Fully completed recruitment 
paperwork forms must be submitted to HR one week prior to Executive Group meeting 
date.  Dates of scheduled Executive Group meetings can be obtained from HR.  The ATA will 
not go forward for Executive Group approval until the job description and grade for the role 
has been finalised (see section 2.2). 

2.2 Job Description and Advert 

The Recruiting Manager is responsible for providing both the job description and advert for 
the vacant post. Standard templates are available for this purpose to download and 
guidance and support will be provided by the designated member of HR staff in the 
production of these documents. 

The job description should be produced or updated and must clearly and accurately reflect 
the duties and responsibilities of the post.  The person specification section should clearly 
state the essential and desirable criteria in terms of skills, aptitudes, knowledge, 
qualifications and experience required to competently undertake the role and how this will 
be judged (e.g. application form, interview, assessment etc.).   
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Care must be taken to ensure that the job description and person specification accurately 
reflect the job requirements and that no potential applicant could be disadvantaged by any 
condition which cannot be justified, as each applicant will be assessed against the criteria 
within the job description and person specification. 

Generic role descriptors are available for the following roles:  Lecturer, Technician, 
Administrative Officer and Library Assistant.  Guidance will be provided by HR on the use of 
these generic descriptors. 

For replacement posts, a copy of the existing job description can be obtained from HR. 

The designated member of HR staff will review the job description. Where the vacant post 
has changed significantly since the last time the post was advertised or if it is a new post, 
then the role will require to be evaluated through job evaluation (HERA), prior to 
advertising, to determine the grade.   HR will also advise on the appropriate type of contract 
depending on the nature of the role. 

For high profile roles the Recruiting Manager may be required to consult the Marketing 
department regarding the published materials for the vacancy and this should be factored 
into the recruitment timeline by the Recruiting Manager. 

2.3 Panel Selection 
 

Panel composition must be agreed by the Recruiting Manager and their line manager 
(normally an Executive Group member). The Recruiting Manager will usually be the panel 
convenor, unless their line manager is present on the panel. Their line manager would then 
be the panel convenor.  Due regard should be given to selecting panel members who have 
undertaken appropriate training in recruitment and selection.   The panel should generally 
consist of 3-5 members, depending on the seniority/grade of the role.  Best practice is that 
there should be a gender balance on the panel, and normally no panel members should be 
of a lower grade than that of the role advertised.   
 
For senior academic roles the Director and Head of Research, or their nominees, must also 
be invited to be a panel member.  For all senior roles, it is also good practice to have a 
representative from another academic/support area within GSA, as well as external 
representation from an appropriate peer institution. 
 
2.4 Publishing the vacancy 

Once all documentation is finalised and approved, HR will proceed to publish the vacancy.  
All vacancies must be advertised and posts advertised as temporary must be re-advertised if 
the role later translates to permanent. 
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As a minimum, all vacancies will be advertised on the GSA online recruitment 
system https://gsa.engageats.co.uk/ and on jobs.ac.uk.  The designated member of HR staff 
can advise on alternative recruitment sources should this be considered appropriate.  

In line with UK Visas and Immigration requirements, all vacancies should be advertised for a 
minimum of four weeks.  There will be instances where this does not apply.  Further 
guidance can be sought from HR in this respect.  

Due regard will be given to accessibility and appropriateness of sites or publications being 
used for advertising.  HR will advise on these issues also. 

3. Selection Process  
 
3.1       Online Recruitment System (Engage) 

Once the advert has been published, the designated member of HR staff will issue the 
interview panel members with access, login details and user manual for the online 
recruitment system (Engage).  This will allow the panel members access to view applications 
as soon as they are submitted.   

3.2 Selecting Applicants for Interview - Shortlisting process 

The selection criteria will be taken from the person specification of the job description, and 
the designated member of HR staff will upload this onto the online recruitment system. 

Shortlisting should be carried out by all panel members after the closing date and the panel 
may meet to discuss and agree a list of preferred candidates for interview based on the 
shortlisting outcomes.  All applications must be considered both fairly and objectively in line 
with the assessment criteria for the post, ensuring no applicant could be disadvantaged by 
any condition which cannot be reasonably justified.  

Each applicant should be scored/assessed against the essential/desirable selection criteria 
and the panel should record any comments and make recommendations, as follows: 
“Schedule for Interview”, “Schedule for On Hold” or “Schedule for Regret”. 

The Recruiting Manager will be assigned the role of panel convenor on the online system.  
The convenor will be able to view the other panel members’ recommendations following 
the shortlisting process, and should submit their recommendations last, as this will generate 
the final recommendation for the candidates. The short list should be finalised within one 
week of the closing date and the Recruiting Manager should make arrangements to agree 
the final shortlist with panel members before making the final online submission.   

Once shortlisting is completed, the Recruiting Manager should record the outcomes on 
Engage and then make contact with the designated HR staff member to discuss next steps in 
relation to shortlisting outcomes.  

https://gsa.engageats.co.uk/
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The Recruiting Manager is responsible for ensuring that written feedback is supplied to 
candidates who have requested it.  Further guidance on providing feedback should be 
sought from HR. 

3.3  Selection and Interview 

The Recruiting Manager is responsible for determining interview arrangements in 
conjunction with HR.  Consideration should be given to any additional selection methods 
which may be appropriate depending on the nature and grade of the role (for example 
presentation or practical tests).  Due regard must be given to the practical arrangements of 
the interview process to ensure there will be no disadvantage for any candidates. Access to 
facilities, design and format for any additional selection exercises must also be considered.  

Where candidates have advised of a requirement for any reasonable adjustments to be 
made to assist them with the interview process, these adjustments must be taken into 
account. 

The Recruiting Manager is responsible for finalising the interview questions, which should 
correspond with the essential and desirable competencies required for the role in line with 
the job description and person specification. 

Selection methods and interview questions must be composed in a manner that does not, 
intentionally or unintentionally, advantage or disadvantage a particular candidate or group 
of candidates and questions must be fair to all candidates. Practical tests or presentations 
must only test the skills/knowledge for the role as per the job description/person 
specification and be appropriate for the level of role being recruited for. The objective of the 
presentation/test and skills to be measured must be absolutely clear and scoring must be 
identified and agreed with the designated member of HR prior to use. 

In this regard, the interview questions and assessment criteria in relation to any 
presentations or practical tests should be sent to the designated member of HR staff for 
review prior to interview, who will discuss any suggested amendments with the Recruiting 
Manager. The designated member of HR staff will then add the interview questions to the 
Interview Assessment Form, which the panel must use to record candidates responses. 

Ideally, candidates must be given at least one week notice of interview. More notice may be 
required if candidates reside outside the UK. 

There may also be circumstances where a medium such as Skype/video link is more 
appropriate than conducting the interview in person - the HR department will provide 
further guidance in this regard. 

It may also be appropriate to invite involvement of other team members in the selection 
process by way of departmental orientation for candidates.  In this situation a member of 
staff should be nominated to provide informal feedback to the interview panel. 
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If any further information is to be issued to candidates to aid them at interview stage, the 
Recruiting Manager should pass this information to the HR department prior to the 
candidates being invited to interview.  

3.4  Panel Member Preparation  

Before the interview, the panel members should prepare for the interview by familiarising 
themselves with the job description and person specification, the criteria being assessed 
and the short-listed applications.  (Please note:  copies of all relevant paperwork will be 
provided by HR on the day of interviews.  Panel members are at liberty to print copies 
directly from Engage should they wish to do so beforehand, provided that the hard copies 
are securely returned to HR for disposal immediately following interviews.) 

The Recruiting Manager as convenor will have responsibility for managing the interview 
process and ensuring that each panel member completes the Interview Assessment Form 
during and immediately following the interviews. The interview scoring and interview notes 
will support the final decision regarding the interview outcome.  

The Recruiting Manager should ensure that all forms are securely returned to HR 
immediately following the interviews. 

4.0  Appointment Process 

Following completion of the selection process, with a successful candidate having been 
identified, the Recruiting Manager will confirm interview outcomes to the designated 
member of HR staff, who will confirm whether any references are outstanding.  At this stage 
the Recruiting Manager should also discuss with HR the terms of the offer being made. 

The Recruiting Manager is responsible for contacting the successful candidate to orally 
inform them that they have been successful and make an oral offer of employment. If 
employment references have not been taken up at this stage, any oral offer is subject to 
receipt of satisfactory references. 

Salary will normally be assigned at the first point on the grade for the role.  Should the 
individual’s current salary be higher than the first point of the relevant grade, a higher point 
may be considered.  Any salary offers made above the first point of the grade must be 
approved by a senior member of HR staff.  

The Recruiting Manager is responsible for contacting successful candidates to inform them 
of the interview outcome, ideally by telephone.  HR will inform unsuccessful external 
candidates by following up the outcome of interview with written confirmation.  Where 
feedback is sought by unsuccessful candidates, the Recruiting Manager will be responsible 
for providing this in writing.  This feedback should be both constructive and succinct – 
further guidance can be sought from HR in this regard. 
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Where an internal member of staff has applied for a role, and is unsuccessful at either 
selection or interview stage, the Recruiting Manager is responsible for meeting with the 
applicant to discuss the outcome of their application, as a professional courtesy. 

The completed Interview Assessment forms, in addition to other paperwork used in the 
selection process must be returned to the designated member of HR staff and this will be 
held securely for at least six months. Please note that candidates can request access to all 
information in relation to the recruitment process under the Data Protection Act 1998, 
including any notes taken.  

4.1.1 Successful Candidate and Pre-employment checks 

The Recruiting Manager must contact the designated member of HR staff to progress the 
written offer of employment and next steps.  All offers of employment will be subject to 
eligibility to work in the UK and receipt of satisfactory references. Once start date and salary 
have been agreed verbally with the candidate, the Recruiting Manager should liaise with HR 
who will prepare a written offer of employment.  The Recruiting Manager is responsible for 
ensuring that suitable desk space and equipment are available on or before the start date. 

Right to Work  

In accordance with the Immigration, Asylum and Nationality Act 2006, any successful 
candidate must be able to demonstrate their eligibility to undertake employment in the UK. 

Failure to conduct the appropriate checks resulting in the employment of someone who is 
not entitled to undertake the work in question is a criminal offence and will result in 
significant consequences for GSA. Prospective employees must provide original 
documentation to prove their identity and right to work in the UK and all checks will be 
undertaken by HR in advance of the start date and any visa requirements identified. 

Please note that where permission to work in the UK is required, the start date of the 
prospective employee could be delayed by up to two months.  An individual may not start 
work at GSA until clearance is granted and verified. 

Further guidance on permission to work in the UK can be found in Appendix 5.  

Employment References  

Candidates are asked to provide the names and addresses of two referees, one of whom 
must be the current or most recent employer. Academic referees are also acceptable where 
an employment reference cannot be provided. References will be requested and reviewed 
by the designated member of HR staff, and thereafter progressed to the panel for 
consideration.  
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Qualifications 

Relevant qualification certificates are requested by HR in advance of individuals starting 
work, and copies are retained in their personal file. 

Protection of Vulnerable Groups (PVG) 

Recruiting Managers must discuss with HR any posts which will involve working with 
children and/or protected adults to ensure that appropriate Protection of Vulnerable 
Groups Scheme membership checks are undertaken prior to that person starting work.  A 
list of those roles at GSA eligible for registration under the PVG Scheme can be provided by 
HR. 

5. Recruiting staff in Singapore 

This policy and procedure also applies to the recruitment of posts in Singapore.  As soon as 
the panel has decided on the successful candidate, the Recruiting Manager should liaise 
with the appropriate member of HR staff for guidance.  Should the successful applicant not 
be a resident of Singapore, HR will apply for a work permit on behalf of GSA. 

Please note that where permission to work in Singapore is required, the start date of the 
prospective employee could be delayed by up to two months.  

6. The Glasgow School of Art is committed to the following objectives: 
 

a) Training  

Training will be made available to all staff who are likely to be involved in the recruitment 
and selection process, underpinned by the principles of equality and diversity. 

b) Retention of records 

All applications submitted to the on-line recruitment system, together with feedback from 
the shortlisting process and the interview assessment form will be retained for 6 months 
following date of interview. All information relating to unsuccessful applicants will be 
removed after this period. Information relating to the person appointed to the post will be 
transferred into their personal file. Under the Data Protection Act 1998, candidates can 
request all information pertaining to themselves in relation to recruitment processes, 
including any notes taken.  

All other material/printed copies of applications should be securely returned to HR for 
disposal.  

 

 

 



February 2016 11 

c) Monitoring and Review  

The HR Department will monitor the quality, transparency and consistency of all 
recruitment and selection practices and processes and work towards continuous 
improvement. 

To ensure that this policy is operating effectively, GSA will maintain records and produce 
statistical reports on the equal opportunities data provided by applicants.  

d) Questions  

Clarification on the terms or operation of this Policy & Procedure may be obtained from a 
member of the HR Department.  

7. Appendices 

Appendix I Authority to Appoint/Alter Staffing Form 

Appendix II Staff Recruitment: FAQ’s 

Appendix III Recruitment Process Map 

Appendix IV Visiting Staff Guidelines 

Appendix V UKVI Policy and Procedure 

Appendix VI UKVI Process Map 

Appendix VII Recruitment of Ex-offenders Policy 
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Authority to Appoint/Alter Staffing 
 
SECTION 1: TO BE COMPLETED BY RECRUITING MANAGER 

 
TYPE OF REQUEST: 

☐ New appointment    ☐Replacement post       ☐ Extension to contract       ☐Increase in FTE  
 

POSITION DETAILS 
GRADE FTE 
                                               ZERO HOURS:   ☐ 
WORK PATTERN (1 full day = 7 hours) 
Monday Tuesday Wednesday Thursday Friday Saturday Sunday 
       
RECRUITING MANAGER  DEPARTMENT 
  
TYPE OF CONTRACT 
Permanent   ☐    Fixed Term    ☐   
IF FIXED TERM  
Reason for being fixed term  
Duration of contract  
EXTENSION TO CONTRACT ☐Yes       ☐ No 
If yes, please state duration:   
INCREASE IN HOURS ☐Yes       ☐ No 
Increased FTE   
Duration of increase  
IF REPLACEMENT POST:  
Present Post 
Holder Leaving ☐ Date: 

 
Name: 
 

Comment: 

If replacement, confirm the FTE  
If temporary cover, please state type  ☐Maternity   ☐Secondment   ☐Illness  
 
Signed:  ------------------------------------------             --------------------------------------------     
 Recruiting Manager     Head of Department/School 
 
Signed:  ------------------------------------------             Date: ----------------- 
 Executive Group Member   

JOB TITLE EXECUTIVE GROUP AREA 
  

BUSINESS CASE 
Please provide a detailed explanation of the reason(s) why you are putting forward this request: 
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  SECTION 2 : TO BE COMPLETED BY FINANCE 
Estimated Cost of Post (£)  
Funds Available (£)  
Source of Funding  
Cost Centre/Nominal code   
Is the post research funded? ☐Yes         ☐No 
Comments  
 
 
 

 

 
 
Signed: ---------------------------------------------------  Date: -------------------------   
                  Head of Finance/Management Accountant 
 
 

Signed: ---------------------------------------------------  Date: -------------------------  
 Deputy Director of Finance and Resources  

 
Signed: ------------------------------------------------------ Date: -------------------------- 
                 Human Resources   
 
Signed: ------------------------------------------------------ Date: -------------------------- 
                 Head of Research (if applicable)   
 
DATE OF EXECUTIVE GROUP MEETING:     ------------------------ 
    
     

 
POST EXECUTIVE MEETING  
TO BE COMPLETED BY HUMAN RESOURCES 
HR Recruitment Lead   
Approved by Executive Group  ☐Yes           ☐No 
Job Description  ☐Yes           ☐No 
Job Advert  ☐Yes           ☐No 
Grade  ☐Yes           ☐No 
Type of Contract  ☐HE2000   ☐Support 
Applicable SOC Code  
Is this opportunity suitable to be considered for 
redeployment for an existing member of staff?  

Comments 
 
 
 

GLAARP (if applicable)   
 
Signed: ------------------------------------------------------ Date: -------------------------- 
                  Human Resources  
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Appendix II 

Staff Recruitment - FAQs   

Who is the Recruiting Manager?  

The Recruiting Manager is the person who has management responsibility for ensuring that the 
vacancy is filled and will take ownership of the recruitment process, working in partnership with the 
designated member of HR staff. 

Who is the designated member of HR? 

When the Recruiting Manager contacts HR, the appropriate team member will be designated to 
support the Recruiting Manager with the recruitment process and manage the vacancy in 
partnership with the Recruiting Manager: 

• Grades 1 -7: Assistant HR Officer and HR Officer 
• Grades 8 and above: Senior HR Officer 

How do I start the process to recruit a new member of staff? 

The Recruiting Manager should consider whether there is a need to fill the vacancy as per section 2.1 
of the procedure. Where it is considered there is a need to fill the vacancy, the approval should be 
obtained through completing the Authority to Appoint (ATA) form. 

What is the approval process? 

The Recruiting Manager should ensure the ATA form is approved by the Head of Dept/Head of 
School, Finance and the relevant Executive Group member. The relevant Executive Group member is 
the senior staff member who represents the department on the Executive Group. The Recruiting 
Manager should then submit the ATA to HR to be forwarded for Executive Group approval which is 
the final approval stage.  

When does the Executive Group meet? 

The Executive Group generally meet every 2 weeks.  

How will I be informed if my ATA has been approved by the Executive Group? 

The designated member of HR staff will contact you to confirm if your ATA has been approved. 

What if my ATA has not been approved by Executive Group? 

It is the responsibility of the Recruiting Manager’s department’s representative on the Executive 
Group to inform the Recruiting Manager if an ATA has not been approved and the reasons for this. 

Whose responsibility is it to provide the Job Description and Advert for the post? 

It is the Recruiting Manager’s responsibility to provide both the job description and advert for the 
post. HR can provide generic role descriptors for some roles which may assist and guidance on the 
use of these.  There are also templates for job description and adverts which are downloadable. 
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How will I ensure Job evaluation takes place if required? 

Where the post is new, or there have been significant changes to the role (if required), the job 
description will require to be evaluated through HERA job evaluation to determine grade.  The 
Recruiting Manager must discuss this with the designated member of HR staff who will ensure the 
post is evaluated as necessary. 

What documents have to be finalised before I can advertise a vacancy? 

ATA approved by Executive Group; job description; job evaluation outcome for the role; and advert. 

Where will the vacancy be advertised? 

The designated member of HR staff will arrange to advertise the vacancy on gsa.ac.uk, jobs.ac.uk 
and post via twitter. HR will advise on alternative recruitment sources where appropriate. 

How long should a vacancy be advertised for? 

In line with UK Visas and Immigration requirements, all vacancies should be advertised for a 
minimum of 4 weeks. Where a post is not at a level (appropriate skill required and salary level as per 
UKVI guidance) which would allow GSA to apply for Certificate of Sponsorship for a non-EEA resident 
(see UKVI guidelines), it would usually be advertised for 2 weeks. The designated member of HR 
staff will provide guidance.  

What other information do I to need to provide my designated HR contact at this stage? 

The Recruiting Manager should also confirm the interview panel members and the proposed 
interview date. Shortlisting should be completed within one week of the vacancy closing date and 
candidates are required to be given at least one week’s of interview, therefore these timescales 
should be factored in when determining the interview date. 

Who is responsible for identifying the interview panel and how should the panel be represented? 

The interview panel composition must be agreed by the Recruiting Manager and their line manager 
(normally an Executive Group member). The Recruiting Manager will usually be the panel convenor 
on the day of interview, unless their line manager is present on the panel. Their line manager would 
then be the panel convenor.  Due regard should be given to selecting panel members who have 
undertaken appropriate training in recruitment and selection.   The panel should generally consist of 
3-5 members, depending on the seniority/grade of the role.  Best practice is that there should be a 
gender balance on the panel, and normally no panel members should be of a lower grade than that 
of the role advertised.  Normally for grade 5 and above, a member of the HR team will be part of the 
panel. 

For senior academic roles the Director and Head of Research, or their nominees, must also be invited 
to be a panel member.  For all senior roles, it is also good practice to have a representative from 
another academic/support area within GSA, as well as external representation from an appropriate 
peer institution. 
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What is Engage? 

Engage is our on-line recruitment system. Applications are submitted online via Engage and each 
stage of the recruitment process is recorded through Engage. 

How do I access Engage? 

The designated member of HR staff will issue panel members with log in details and user guide for 
Engage. Panel members can therefore view applications as soon as they are submitted. 

What is the shortlisting process? 

The shortlisting process is where all applications are assessed against the selection criteria by each 
member of the selection panel, and will inform which applicants meet the criteria and will therefore 
be invited for interview. 

What will the selection criteria be? 

The selection criteria will be taken from the person specification section of the job description. The 
designated member of HR staff will upload the selection criteria onto Engage to allow the 
shortlisting process to take place.  

Who is responsible for carrying out shortlisting? 

Shortlisting will be carried out by all panel members on Engage within one week of the post closing 
date. All applications must be considered fairly and objectively and scored against the selection 
criteria. The Recruiting Manager will be recorded as the panel convenor. The panel convenor should 
submit their recommendations last as this will generate the final shortlisting outcome for each 
applicant.  

When should shortlisting be carried out? 

The shortlisting should be finalised within one week of the post closing date. 

What is the next stage following shortlisting? 

Once the panel have completed shortlisting and confirmed those applicants who will proceed to 
interview via Engage, they should notify the designated member of HR staff. 

How are applicants informed of their application outcome following shortlisting? 

The designated member of HR staff will notify the applicants via Engage whether they have been 
scheduled for interview or scheduled for regret.  

Who is responsible for preparing interview questions? 

Interview questions should be prepared by the Recruiting Manager and should correspond to 
gaining evidence of the candidate’s abilities for the post in line with the selection criteria.  The 
questions should not disadvantage any particular candidate or group of candidates.  

Can other selection methods as well as interview be used? 
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Yes, additional selection methods such as a presentation to the panel or written exercise may be 
included as part of the selection process. Details of any additional selection method must be 
provided to allow clear instructions to be issued to the candidates. 

How much notice of interview should candidates be given? 

Candidates should be provided with at least one week’s notice of interview.  

How are interview timeslots allocated? 

The Recruiting Manager should advise the designated member of HR staff of the interview schedule 
(the amount of time to be allocated for each interview), taking into account the use of any additional 
selection methods. The designated member of HR staff will include the timeslots for interview to 
candidates through Engage and candidates will book their preferred interview slot online.  

What if a candidate is unable to make the interview date, should I offer an alternative? 

Whilst it is good practice to offer an alternative interview where possible, the Recruiting Manager 
should determine on a case by case basis whether this can be accommodated. This is likely to be 
dependent on the number of candidates who have confirmed attendance and the availability of the 
interview panel to reconvene. The designated member of HR staff can provide further guidance.  

Who will arrange the room booking and catering for interviews? 

The designated member of HR staff will arrange catering and room booking where appropriate. 

As a panel member, how should I prepare for interview? 

Panel members should review the job description, the criteria being assessed and the short-listed 
applications prior to interview. 

What will be included in the interview pack and when will I receive it? 

The designated member of HR staff will prepare the interview pack which will include interview 
schedule (times candidates have confirmed they will attend); copies of the application forms; 
interview assessment forms for each candidate including interview questions; presentation 
assessment form where required; and any references received. A pack will be provided for each 
panel member and will be made available on the day of the interviews by the designated member of 
HR staff. Interview panel members can print copies of applications from Engage for review in 
advance should they wish. 

Who will undertake interview candidate meeting and greeting? 

The Recruiting Manager will be responsible for meeting and greeting interview candidates. If for any 
reason this is not practical, the designated member of HR staff may assist. Access to buildings and 
candidate waiting areas should be given consideration.  

What is the interview assessment? 

Each interview panel member should score each candidate individually via the interview assessment 
form. Once scoring is completed for each candidate, and after all the interviews are concluded, a 
discussion should take place and consensus reached between the panel members to identify the 
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order of preference for selecting the successful candidate - the candidate who has achieved the 
highest combined score. 

What if no appointable candidate was identified? 

Seek advice from the designated member of HR staff regarding options which may include re-
advertising the post and considering other publications if appropriate.  

Who should notify the successful candidate of the interview outcome? 

The Recruiting Manager should contact the designated member of HR staff for the candidate’s 
telephone number then call the successful candidate to verbally offer the post; subject to receipt of 
two satisfactory references and permission to work in UK. 

Who should notify unsuccessful candidates of the interview outcome? 

The Recruiting Manager should also contact unsuccessful candidates to inform them of the interview 
outcome and provide verbal feedback which should be constructive and succinct. The Recruiting 
Manager may wish to confirm that the successful candidate is happy to accept the verbal offer 
before contacting the unsuccessful candidates, in case there is any need to offer a reserve candidate 
the post, should the successful candidate decide not to accept the verbal offer. 

Following confirmation from the Recruiting Manager that each of the unsuccessful candidates has 
been verbally informed of their interview outcome, the designated member of HR staff will follow up 
with an e-mail via Engage to confirm that they have been unsuccessful at interview.   

Who is responsible for providing feedback following interview? 

The Recruiting Manager is responsible for providing feedback following interview. This should be 
verbal feedback, by telephone, and should be constructive and succinct. Guidance will be provided 
from the designated member of HR staff, if required. 

What should I do with the completed Interview Assessment Forms? 

The Recruiting Manager is responsible for ensuring all completed Interview Assessment forms, in 
addition to other paperwork used in the selection process, are returned to the designated member 
of HR staff and these will be held securely for at least 6 months. Please note that candidates can 
request access to all information in relation to the recruitment process under the Data Protection 
Act 1998, including any notes taken.  

Who is responsible for requesting references? 

The designated member of HR staff is responsible for requesting references. Where details of 
employment referees have been provided by candidates and permission given that contact can be 
made prior to offer of appointment, these will be requested in advance of interview and provided to 
the panel where available. 

What if an existing staff member applies for a post?  

Where a staff member is unsuccessful at either shortlisting or interview stage, the Recruiting 
Manager should meet with the applicant to discuss the outcome of their application. 
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Following acceptance of the oral offer of employment, what is the next stage in the appointment 
process? 

The oral offer of employment is subject to 2 satisfactory references, permission to work in the UK 
and qualifications check. When the designated member of HR staff receives the references, these 
will be forwarded to the Recruiting Manager for confirmation that they are satisfactory. Guidance 
will be provided from the designated member of HR staff. Following receipt of 2 satisfactory 
references, the Recruiting Manager should contact the successful candidate and agree a suitable 
start date. The Recruiting Manager should then notify the designated member of HR of the agreed 
start date and at this stage, the designated member of HR staff will issue a written offer and 
contract.  

What will the successful candidate’s salary on appointment be? 

The starting salary will normally be the first point on the grade for the post. Should the successful 
candidate’s current salary be higher than the first point of the relevant grade, a higher point may be 
considered. Guidance must be sought from the designated member of HR staff where this is the case 
before any offer is made.   

When is an interview via Skype appropriate as an alternative to attending in person? 

Candidates can request to be interviewed using Skype rather than attending in person as this is an 
option when applications are submitted via Engage. The interview panel may also offer interview via 
Skype if the candidate has difficulty attending in person. Further guidance will be provided from the 
designated member of HR staff. 

 

 

 

 

 

 

 

 

 

 

 

 

 



February 2016 20 

Appendix III 
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Appendix IV 

Visiting Staff – Guidelines 

1. Purpose and Scope 
 

In line with employment legislation and best practice, it has been agreed that these arrangements 
will operate in future for the group of casual staff previously known as Visiting Lecturers (VLs).  Due 
to the wide range of academic and support activity which this group includes, in future the term 
Visiting Staff will replace VL, with an appropriate title assigned, according to the role.  Appropriate 
variations to the title may be made to more accurately reflect the nature of the role, e.g. Visiting 
Tutor, Visiting Teaching Assistant, etc.   

Key to this new set of arrangements are the requirements laid out by the Home Office in relation to 
workers from outside the European Economic Area (migrant workers), following the introduction of 
the points-based immigration system.  These requirements are set out under Arrangements for 
International Visiting Staff section and are further detailed in Appendix III.  

2. Who are Visiting Staff? 
 

The term Visiting Staff applies solely to non-contracted, hourly paid, casual staff.  It is recognised 
that there will be a variety of circumstances where GSA may engage Visiting Staff and it is envisaged 
that they will undertake short-term activity in response to short-term or unpredictable demands, or 
to meet the regular need for occasional days of input.  

It is expected that Visiting Staff will be engaged in a variety of activity which includes the following 
(not an exhaustive list): 

• To provide small scale specialist input to courses; 
• To provide input to courses from current practitioners; 
• To cover elements of others’ role while they are engaged in other activities; 
• To deliver short courses; 
• To cover short term sickness or other unpredictable absences. 
 

Usually Visiting Staff should not be engaged in assessment, unless core contributors, directly 
involved in curriculum delivery. 

If the worker you are engaging is self-employed and will invoice for their services, they should not be 
considered to be Visiting Staff.  Please refer to Employment Status Guidelines (see Appendix III). 

3. How often can I engage Visiting Staff? 
 

Visiting Staff can be engaged as required up to, but not exceeding 12 weeks in any twelve-month 
period.  Anyone expected to be engaged over this threshold should not be considered as a casual 
member of staff and should be issued with a contract of employment (please see Appendix I). 

 



February 2016 22 

4. How do I engage Visiting Staff? 
 

Authority to engage Visiting Staff remains delegated to Heads of School/Department (or equivalent), 
or their nominees, who may engage non-contracted Visiting Staff directly out with the School’s 
Recruitment and Selection procedure.  The frequency and duration of their engagement, however, 
must not exceed the above threshold.  While such occasional roles need not be subject to 
advertising, line managers are required to comply with equal opportunities policy and ensure all 
Visiting Staff are interviewed, and provide at least one satisfactory reference. 

Those engaging Visiting Staff should contact Payroll for a Visiting Staff pack.   

5. How do I determine rate of pay? 
 

By providing HR with a role description (please see Appendix II), departments will be advised as to 
the appropriate rate of pay to be applied.  HR will compare the role description to generic role 
profiles and match the role to an appropriate grade. The Visiting Staff member will then be paid at 
an hourly rate based on the grade allocated.  Occasionally spot rates may be appropriate for Visiting 
Staff.    

The School expects that Visiting Staff will be paid at the minimum point of any comparable grade 
although a higher placing may be agreed in recognition of previous relevant experience.  Subject to 
role requirements, the Visiting Staff rate will be in complete compensation for all associated duties 
including preparatory or development work.   

6. How do I pay Visiting Staff? 
 

GSA is no longer able to process ‘one-off’ payments for those individuals who only undertake work 
on one occasion.  This means that all visiting staff must be logged on to the GSA payroll. 

In advance of the person being engaged, the line manager must complete a VS1 form and forward to 
HR, along with role description, for approval.  This ensures that the correct rate of pay is established 
in advance and that HR are able to advise on any permission to work issues (see:  Arrangements for 
International Visiting Staff). 

Timesheets should then be submitted to Payroll once the work has been undertaken.  If Payroll staff 
cannot match the timesheets to a pre-approved VS1 Form, they will not be in a position to process 
payment. 

If the individual is self-employed or working for a company, please see Appendix III – Employment 
Status Guidelines. 

7. Arrangements for International Visiting Staff 
 

As outlined above there are certain requirements that must be adhered to in relation to Visiting Staff 
who are not residents of the European Economic Area (EEA), known as migrant workers.  As a 
licensed sponsor, the School has the ability to issue a ‘Certificate of Sponsorship’ (under Tier 5 of the 
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Points Based Immigration System) to anyone wishing to enter the UK to undertake work of a 
temporary nature, for anywhere up to twelve months. 

There are also various other visa options available to those visiting the UK for short-term work and 
guidance in this respect should be sought from HR before inviting anyone to the UK to undertake 
work.  It is likely that a visitor will be prevented from entering the UK if they do not have the 
relevant clearance.  

It is absolutely essential that the School adheres strictly to the requirements set out by the Home 
Office and must complete relevant right to work checks before commencement of work.  Roles and 
responsibilities in this respect are summarised in Appendix III – International Visiting Staff 
Guidelines. 

7.1   Tier 4 – Working on a Tier 4 student visa 

International students who are studying on a course at degree level or above in the UK may be 
allowed to:  

• work for up to 20 hours per week during term time;  
• work full-time during vacations;  
• do a work placement as part of their course (i.e. learning in a working environment for a 

period of two weeks or more);  
• work as a student union sabbatical officer for up to 2 years. 

 
7.2 Academic Visitors 

Individuals who will be visiting the UK from outside the EEA for up to one month can undertake 
certain activities under a Standard Visitor Visa provided they are eligible and the activity is 
permitted.  Please note that visitors are not permitted to undertake any activity that constitutes 
‘work’ (paid or unpaid), including teaching, under this type of visa unless it is listed as a Permitted 
Paid Engagement by UKVI (as outlined in Section 5 of the UKVI Policy & Procedure) . 

8. What if I need to engage a member of staff for more than 12 weeks? 
 

Should you need to engage an individual for more than twelve weeks, the vacancy should be 
progressed in line with the procedure outlined in the Staff Recruitment Policy and Procedure.  In 
short, the vacancy will need to be approved and advertised (see Appendix I). 

9. Protection of Vulnerable Groups (PVG) 
 

Line Managers must discuss with HR any posts which will involve working with children and / or 
protected adults to ensure that appropriate Protection of Vulnerable Groups Scheme membership 
checks are undertaken prior to that person starting work.  A list of those roles at GSA eligible for 
registration under the PVG Scheme can be provided by HR. 
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Appendix I 

 

Description Requirement Process 

 

Visiting Staff 

 

 

Casual member of staff required: 

 

• To engage in short term activity (as 
outlined on Page 1) 

 

AND 

 

• Anticipated to be engaged for less than 
twelve weeks over a twelve month period 

 

 

• Role Description (Appendix II) to be completed and passed to 
HR for allocation of rate of pay, unless previously allocated, 
and VS1 form completed and sent to HR 

• Individual identified and interviewed by Head of School/Dept. 
(or nominee)  

• Individual to be asked to complete and return all information 
required (all relevant forms available from Payroll/HR) before 
work commences, including those documents outlined in 
International Visiting Staff Guidelines.  If migrant worker, 
individual must also complete steps outlined in 
International Visiting Staff Guidelines (Appendix III) 

• Individual paid hourly and timesheets to be submitted for 
hours worked 

 

 

Contracted staff 

 

Short-term member of staff required: 

• To engage in medium to long term activity  
 

AND 

• Expected to be required for more than 
twelve weeks within a twelve month period 

 

 

• Process for appointing must be undertaken in line with the 
Staff Recruitment Policy and Procedure. 
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Department [Division / Faculty / School] 

 

Role Code Role Title 

 

Responsible to Responsible for 

 

Role purpose 

 

Principal duties or key objectives 

1 

2 

3 

4 

5 

6 

 

 

Activities Examples of role requirements 

1    Communication 

 

 

 

 

2    Teamwork and Motivation  
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3    Liaison and Networking  

 

 

4    Service Delivery  

 

 

5    Decision Making P and O  

 

 

6    Planning and Organising Resources  

 

 

7    Initiative and Problem Solving  

 

 

8    Analysis and Research  

 

 

9    Sensory and Physical Demands  

 

 

10  Work Environment  

 

 

11  Pastoral Care and Welfare  
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12  Team Development  

 

 

13  Teaching and Learning Support   

 

 

14  Knowledge and Experience 

 

 

Any other significant activities not listed above? 
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Sponsored International Visiting Staff – Guidelines 

In 2009 the new Points Based Immigration System (PBS) was introduced by the Home Office (UKVI).  
Under the new system, anyone looking to come to the UK to work will need to pass a points-based 
assessment before they are given permission to enter or remain in the UK.  The number of points 
awarded for visiting staff will depend on whether a Certificate of Sponsorship has been issued by 
GSA (see below) and whether the individual is able to demonstrate the ability to support themselves 
financially for the duration of the visit.     

The PBS only covers migrants from outside the European Economic Area (EEA) and Switzerland.  EU 
citizens are not affected. 

This document summarises the roles and responsibilities of all interested parties when engaging 
visiting staff, in light of the UKVI requirements. 

1. Sponsorship 

Under the PBS GSA must issue a Tier 5 Certificate of Sponsorship to anyone from outside of the EEA, 
known as a migrant worker, wishing to enter the UK to undertake short-term work (paid or unpaid).  
In doing so GSA is offering a guarantee to the Home Office that the worker is: 

• seeking entry to the UK to work or perform in the relevant sector; 
• not intending to base themselves in business in the UK; 
• posing no threat to the resident labour force; and 
• willing to comply with the conditions of the permission to stay and leave the UK when it 

expires. 

As the sponsor, GSA must fulfil the following requirements: 

1.1  Record keeping duties: 

• a photocopy or electronic copy of each sponsored migrant’s passport or UK immigration 
status document showing his/her entitlement to work; 

• each sponsored migrant’s contact details (UK residential address, telephone number and 
mobile telephone number); 

• a copy of the ID card which is being introduced this year for foreign nationals. 
 

1.2 Reporting duties:   

GSA must report the following information or events to the UKVI within strict specified timescales: - 

• if a migrant worker does not turn up for their first day at work; 
• if the migrant worker is absent from work for more than 10 working days without reasonable 

granted permission; 
• if the migrant’s employment ends (includes if they resign or are dismissed); 
• any significant changes to the migrant’s circumstances, e.g. change of job, or salary; 
• if the School suspects that the migrant is breaching the conditions of their leave; 
• if the School suspects the migrant is engaging in terrorism or any other criminal activity. 
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1.3 Complying with the law: 

To ensure that we are complying with immigration laws, GSA is also required to fulfil the following 
duties: 

• not to employ a migrant if the conditions on the migrant’s leave (or the migrant’s lack of 
leave) mean that s/he is not allowed to undertake the work in question; 

• only to issue certificates of sponsorship to migrants who, to the best of our knowledge and 
belief, will meet the requirements of the tier or category of the PBS under which the 
certificate is issued, and are likely to comply with the conditions of their permission to enter 
or stay in the UK. 

Recruiting Managers 

In order to ensure that GSA is able to fulfil the obligations outlined above, it is essential that 
Recruiting Managers follow these steps, without exception: 

a) Ensure that HR has been informed of the intention to engage the visiting staff member, 
including an outline of the nature and duration of the assignment, so that a Certificate of 
Sponsorship can be issued.  The visitor should also be referred to HR so that all relevant 
information can be obtained (see below); 

b) Ensure that the Visiting Staff member attends the Payroll Office with a copy of his/her 
passport  with a view to completing the necessary paperwork (see below Forms to be 
Completed section), before commencement of work; 

c) Ensure that HR have been alerted immediately should any of the events outlined in 2. above 
occur. 

Migrant Worker (Visiting Staff) 

Having agreed to undertake the work outlined by the Recruiting Manager, the visiting staff member 
must, without exception: 

a) Contact the relevant member of the HR department with the following information: 
• a brief career summary or current CV; 
• length of intended visit, including dates, and any activities planned not related to the 

GSA; 
• a declaration that the conditions of permission to stay are fully understood and will be 

adhered to. 

b) Attend the Payroll Office upon arrival at GSA to provide a copy of his/her passport and ID 
card and to complete all relevant forms (see below Forms to be Completed section), before 
commencement of work. 

c) Ensure that the Recruiting Manager is alerted, without delay, should he/she: 
• be unable to attend work when scheduled to do so; 
• make any changes to his/her contact details (i.e. address, telephone number) during the 

period of engagement; 
• not intend to complete the work assignment and/or be planning to alter the agreed end 

date. 
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Forms to be Completed 

The following forms must be completed by Visiting Staff upon their arrival at GSA and before 
commencement of work: 

• Personal Details/Equal Opportunities Monitoring;  
• Bank Details; 
• Disclosure Scotland Declaration; 
• P46 (Inland Revenue). 

 

It is absolutely essential that the procedures outlined within this document are adhered to 
without exception.  Failure to do so could lead to GSA’s Sponsorship License being revoked by the 
UKVI, the implications being that GSA would no longer be able to employ international staff or 
recruit international students. 

If you require any further guidance when engaging international staff please contact the HR 
Department on 0141 353 4463 or hr@gsa.ac.uk. 
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Employment Status Guidelines 

Determining Employment Status   

The Glasgow School of Art is required to ensure that payments to individuals who provide a service 
to the School are treated appropriately in respect of personal tax and national insurance deductions. 

The following information is about employment status, a term we use to mean whether an 
individual is employed or self-employed.  It will help you check that employment status is correct. 

Employment status is not a matter of choice and is based on the terms and conditions of the 
agreement an individual has with who they engage in work for.  

In most cases employment status will be straightforward.  In general terms, you are employed if you 
work for someone and don’t have the risks of running the business.  You are self-employed if you are 
in business for yourself and are responsible for the success or failure of that business. 

To help determine the employment status of an individual, they should answer the following 
questions.  If they have more than one job the same questions apply for each job: 

Employed – if you answer yes to most of the questions you are likely to be employed: 

• Do you have to do the work yourself? 
• Can someone tell you where to work, when to work, how to work or what to do? 
• Can someone move you from task to task? 
• Do you have to work a set number of hours? 
• Are you paid a regular wage or salary? 
• Can you get overtime pay or bonus payments? 
• Are you responsible for managing anyone else engaged by the person or company that   you 

are working for? 
 

Self-employed – if you answer yes to one or more of the questions you are likely to be self-
employed: 

• Can you hire someone to do the work, or take on helpers at your own expense? 
• Can you decide where to provide the services of the job, when to work, how to work and 

what to do? 
• Can you make a loss as well as a profit? 
• Do you agree to do a job for a fixed price regardless of how long the job may take? 
 
If you can’t answer yes to any of the above questions, you are likely to be self-employed if you can 
answer yes to most of the following questions: 

• Do you risk your own money? 
• Do you provide the main items of equipment (not the tools that many employees provide 

for themselves) needed to do the job? 
• Do you regularly work for a number of different people and require business set up in order 

to do so? 
• Do you have to correct unsatisfactory work in your own time and at your own expense? 
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The HMRC  Employment Status Indicator (ESI) tool enables GSA to check the employment status of 
an individual or group of workers – that is whether they are employed or self-employed for tax, 
National Insurance contributions(NIC’s) or VAT purposes. 
 
The engager and worker should complete HMRC Employment Status Indicator (ESI) prior to the first 
engagement.  For workers undertaking work in multiple departments, this must be completed each 
time.  Please see: www.hmrc.gov.uk/calcs/esi.htm 
 
Employment status affects the type of tax and NICs paid by an individual and how it is paid.  If they 
are employed the employer will collect tax & NICs from their pay and pay it to HMRC.  If they are 
self-employed they will be responsible for completing a tax return each year and paying the amount 
of tax owed directly to HMRC. 
 
In order to be treated as self-employed you must be registered with HMRC and completion and 
return of above ESI questionnaire and result confirming ‘self-employed’ must be returned with any 
invoices submitted.  The invoice must also detail the UTR number issued by the Inland Revenue. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.hmrc.gov.uk/calcs/esi.htm


 
 
 
VS1 FORM 

VS1 FORM 

 

VISITING STAFF FORM – VS1 
Please forward this form to HR before commencement of work 

Please note: Payroll will be unable to process payment unless this form has been provided to HR in advance. 
If you require any guidance at all, please advise a member of the HR Team. 

Name of visitor:  

Role:  

Department:  

Right to work in the UK?:  
 FOR ALL VISITORS : PLEASE ENCLOSE A SCANNED COPY OF VISITOR’S  I.D   

(Passport, national identity card, birth certificate with supporting documents*. If 
individual is not a resident of the European Economic Area, a scan of their Visa must also 

be included.) 
 

By ticking one of the boxes below, you confirm that you have physically checked original 
documents for identification, copied, signed and dated (copy attached). 

 
 

YES NO (See International Staff guidelines) 

Working pattern/hours:  

Start Date: End Date: 

Will the visiting staff member be working with people under 18 and/or vulnerable adults? 
 

YES (If yes, please contact HR to ensure PVG is obtained prior to commencement of work.) 
 

NO 

Generic Profile Match: 
 

(please tick one box having referred 
to Visiting Staff generic profiles) 

1. Visiting Lecturer/Tutor              2. Continuing Education   
                                                                                Tutor 

 

3. Life Model 4. External Examiner 
 

5. Administration Asst 6. Shelving Asst 
 

7. Exhibitions Asst 8. Technician 
 

9. Match does not apply 
(please complete section below) 

Allocated Rate of Pay: 
 

(please see applicable rates in 
relation to above allocation) 

£ per hour 

 
Match does not apply 
Please give a brief outline of the reasons for applying a negotiated fee: 

 
 
 
 
 
 

Line Manager    
Authorisation Name Signed Date 

 
HR 
Authorisation Name Signed Date 

 
     *Right to work checklist further information : https://www.gov.uk/government/publications/right-to-work-checklist 

https://www.gov.uk/government/publications/right-to-work-checklist
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Appendix V 

UK Visas and Immigration Policy & Procedure 

1.  Purpose and Scope 

This policy establishes The Glasgow School of Art’s (GSA) approach to Home Office visa and 
immigration compliance.  UK Government and Home Office policies (see section 6) are not 
superseded by this policy. 

In order to recruit non EEA nationals to work in the UK, GSA must hold valid Tier 2 and Tier 5 
Sponsor Licences which are issued and approved by the Home Office under the direction of the UK 
Government. 

GSA must apply for Tier 2 and Tier 5 licences every four years and must ensure compliance with 
Government legislation and that the responsibilities of being a sponsor are being upheld. Moreover, 
it must be able to provide evidence of compliance if requested to do so by the Home Office (by way 
of a visit or audit) and failure to do so can result in the immediate suspension or revocation of the 
licence. 

2. Permission to work in the UK 

An individual who is not an EEA resident is only permitted to work in the UK if they hold a valid visa.  
There are different types of visa, and the way in which they can be obtained varies according to the 
purpose of the visa. 

2. 1 Types of visa 

(a)   Tier 2 - Long term employment (see Section 3) 

The Tier 2 immigration route allows GSA to apply for a certificate of sponsorship (CoS) for non EEA 
skilled workers to undertake positions of employment at GSA which cannot be filled by a ‘settled’ 
worker.  A ‘settled’ worker is an individual with leave to remain in the UK.  Once GSA has applied for 
and secured permission to sponsor, the worker can use the sponsorship number to apply for the 
relevant visa.  Not all roles at GSA meet the criteria for Tier 2 sponsorship (see Section 3 for further 
details).  

(b)   Tier 5 - Short term employment (see Section 3) 

The Tier 5 immigration route allows GSA to sponsor non EEA temporary workers to fulfil short term 
contracts/engagements in the UK. GSA has a licence to sponsor workers under the Creative and 
Sporting category which is intended for creative artists, sports persons and entertainers to come to 
the UK to fulfil short term contracts/engagements.  Once GSA has applied for and secured 
permission to sponsor, the worker can use the sponsorship number to apply for the relevant visa. 

(c)  Tier 4 – Working on a Tier 4 student visa (see Section 4) 

UK students who are studying on a course at degree level or above and have Tier 4 sponsorship may 
be permitted to undertake work with certain restrictions. 
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 (d) Standard Visitor Visa (see section 5) 

Individuals who will be visiting the UK from outside the EEA for up to one month can undertake 
certain activities under a Standard Visitor Visa provided they are eligible and the activity is 
permitted.  Please note that visitors are not permitted to undertake any activity that constitutes 
‘work’ (paid or unpaid), including teaching, under this type of visa, unless listed by UKVI as a 
Permitted Paid Engagement (as outlined in Section 5). 

(e) Other 

There may be occasions when non EEA residents have individually obtained the right to work in the 
UK (e.g. spousal visa).   

2.2 Application 

In all circumstances, as soon as the Recruiting Manager decides that they intend to make an offer of 
work (paid or unpaid) to a non EEA resident, they must liaise with an appropriate member of HR 
staff for guidance in the first instance. If a non EEA resident does not have permission to work in 
the UK, they cannot undertake any work (paid or unpaid) at GSA under any circumstances. 

All tier 2 and tier 5 CoS applications will be made by an appropriate member of HR staff, on behalf of 
GSA. 

3. Sponsorship Visas (Tiers 2 and 5) 

3.1 Long term employment (Tier 2) 

GSA can apply for a certificate of sponsorship on behalf of an individual provided: - 

• The position is at the appropriate skill level, which for the majority of roles is degree level; 
• A resident labour market test has been completed (the post has been advertised for a minimum 

of four weeks using at least two national advertising sources), or the position is a skilled job 
where there is a shortage of workers in the UK (as defined by the UKVI Shortage Occupation 
list); 

• The position is paid at an appropriate salary level (current minimum is £25,000); 
• The individual meets the required level of English as determined by the Home Office; 
• The individual can demonstrate that they have a minimum of £945 in savings, which has been in 

their bank account for ninety days before the application. 

Length of stay 

An individual can reside and work in the UK with a Tier 2 (General) visa for a maximum of five years 
and fourteen days, or the time given on their certificate of sponsorship plus one month, whichever is 
shorter. 

An individual must start their employment with GSA no more than 14 days before the start date on 
their CoS.   

They must register with the police if the total stay in the UK will be more than 6 months and they are 
a national of a country listed in Appendix 2 of the Immigration Rules. 
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Terms and conditions 

An individual can: 

• work for their sponsor in the job described in their certificate of sponsorship; 
• do a second job in the same sector and at the same level as their main job for up to 20 hours 

per week; 
• do a job which has a shortage of workers in the UK for up to 20 hours per week; 
• do voluntary work; 
• study as long as it doesn’t interfere with the job they are sponsored for; 
• travel abroad and return to the UK; 
• bring family members with them. 

An individual cannot: 

• own more than 10% of their sponsor’s shares (unless they earn more than £155,300 a year); 
• get public funds; 
• start working before they get their visa 
• apply for a second job until they’ve started working for their sponsor; 

 
3.2 Short term employment (Tier 5) 

GSA can apply for a certificate of sponsorship on behalf of an individual provided: - 

• they’ve been offered work as a sports person or creative worker; 
• The individual has a minimum of £945 in savings - this is to prove they can support themselves. 

They must have had this in their bank account for 90 days before they apply. 

Length of stay 

An individual can reside and work in the UK with a Tier 5 visa for a maximum of up to 12 months, or 
the time given in their certificate of sponsorship plus up to 28 days, whichever is shorter. 

An individual must start their employment in GSA no more than 14 days before the start date on 
their certificate of sponsorship. 

Terms and conditions 

An individual can: 

• study (for some courses they’ll need an Academic Technology Approval Scheme certificate); 
• work for their sponsor in the job described in their certificate of sponsorship; 
• do a second job in the same sector and at the same level as their main job for up to 20 hours 

per week; 
• do a job on the shortage occupation list for up to 20 hours per week; 
• bring their family. 

An individual cannot: 

• get public funds; 
• start their own business. 

https://www.gov.uk/government/publications/tier-2-shortage-occupation-list-from-6-april-2013
https://www.gov.uk/tier-2-general/family-members
https://www.gov.uk/government/publications/public-funds--2
https://www.gov.uk/tier-5-temporary-worker-creative-and-sporting-visa/eligibility
https://www.gov.uk/academic-technology-approval-scheme
https://www.gov.uk/government/publications/tier-2-shortage-occupation-list-from-6-april-2013
https://www.gov.uk/tier-5-temporary-worker-creative-and-sporting-visa/family-members
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3.3 Documents an individual must provide 

There are a number of documents that an individual must provide to GSA when applying for 
sponsorship  

• a current passport; 
• a current visa (if switching categories); 
• qualification certificates; 
• bank statements showing proof of a minimum £945 in savings continuously over the last 90 

days; 
• proof that they meet the English requirement (Tier 2 only); 
• Tuberculosis test results if the individual is from a country where they need to take the test 

(See section 6). 
 

3.4 Application 

Once the appropriate member of HR staff has received notification from UKVI that a CoS application 
has been successful, they will contact the individual and provide them with a CoS number. A CoS 
number is a reference number which holds information about the job and their personal details.  
The individual will use this number to apply for their visa. 

HR will prepare an Offer of Employment to the individual, as they will also require this in order to 
apply for their visa.  The offer is subject to the satisfactory confirmation of their entitlement to work 
in the UK, and will state that a start date is to be confirmed. Please note that where permission to 
work in the UK is required, the start date of the prospective employee could be delayed by up to two 
months.  HR will provide necessary updates to the line manger throughout the process.   

Should a CoS application be denied by UKVI for any reason, then GSA cannot proceed with the 
employment of the individual. 

3.5 Fees 

GSA will pay for the CoS, but the individual will pay for their visa.  The individual will also have to pay 
a health surcharge (see section 6). The cost of the visa depends on individual circumstance, and an 
appropriate member of HR staff will be able to advise which one of the below is applicable in each 
case: 

 

 

 

  Apply (outside 
the UK) 

Extend or switch in the 
UK 

Extend or switch in person in the UK 
(premium service) 

Tier 2 General (up to 3 
years) 

£564 £651 £1,051 

Tier 2 General (up to 3 
years) - shortage 
occupation 

£428 £428 £828 

Tier 2 General (more 
than 3 years) 

£1,128 £1,302 £1,702 

Tier 2 General (more 
than 3 years) - shortage 
occupation 

£856 £856 £1,256 

Tier 5 
 

£225 
 

£225 
 

£625 

https://www.gov.uk/tier-2-general/knowledge-of-english
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3.6 Commencement of Employment 

On commencement of employment, the Line Manger must ensure that the staff member reports to 
HR on their first day.  An appropriate member of HR staff will identify and check the validity of the 
following original documents of all Tier 2 and Tier 5 sponsored employees: 

• Passport; 
• Visa; 
• Qualifications. 

 
A copy of the above documentation will be kept with the migrant’s contact details (UK residential 
address, home and mobile telephone numbers) on the employee file for audit purposes. 
 
In circumstances where Tier 5 sponsored employees are not subject to the normal recruitment 
process, they must also provide HR with: - 

• A brief career summary or current CV; 
• Details of length of intended visit including dates and any activities planned which are not 

related to GSA; 
• A declaration that the conditions of permission to stay are fully understood and will be adhered 

to. 

3.7 Line Manger Responsibilities 

The Line Manger must also ensure the migrant is fully aware of their responsibilities as a sponsored, 
migrant worker and follow GSA attendance management procedures at all times. Adequate records 
of all authorised absences and annual leave should be submitted and retained for audit purposes. 

The Line Manger must advise HR immediately if the migrant worker: - 

• Does not turn up for their first day of work; 
• Is absent from work for more than 10 working days without reasonable granted permission; 
• Employment ends; 
• Has significant changes to their circumstances (e.g. change of job or salary); 
• Is suspected of breaching the conditions of their leave or engaging in terrorism or any other 

criminal activity. 

3.8 Migrant Worker (Employee) Responsibilities 

The migrant worker must, without exception: - 

• Liaise with HR prior to any job offer being made to ensure adequate information is provided for 
a sponsorship application; 

• Report to HR with the original documentation listed above; 
• Follow GSA attendance management procedures by telephoning their line manager on the first 

day of any sickness absence and seeking authorisation in advance of any annual or business 
leave; 

• Inform HR of any change to their contact details as soon as the change occurs; 
• Inform their line manager and HR in writing of any intention to resign from employment at GSA. 
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3.9 Sponsor Duties 

Tier 2 and Tier 5 sponsored employees are subject to standard employee attendance requirements 
which satisfy the visa requirements.  

HR are required to report the following information to the Home Office via the Sponsor 
Management System (SMS): - 

• The sponsored migrant does not turn up for their first day of work; 
• If a sponsored migrant’s contract of employment is terminated; 
• If a sponsored migrant is absent from work for more than 10 consecutive working days without 

permission; 
• If sponsorship of the migrant is ceased for any other reason; 
• There are significant changes to the sponsored migrant’s circumstances (e.g. a promotion or 

change in job title or core duties, change of salary, change in location or contract is shortened); 
• The migrant’s employment is affected by Transfer of Undertakings (Protection of Employment) 

or a similar provision being triggered; 
• Any information which suggests that the sponsored migrant is breaching conditions of their 

leave; 
• Where a migrant is suspected of engaging in terrorism or other criminal activity, information 

should be provided to the police; 
• Details of any third party or intermediary whether in the UK or abroad that has assisted in the 

recruitment; 
• Any significant changes to the business e.g. cease trading, merge or are subject to a take-over, 

or become insolvent or enter administration. 
 

4.   Tier 4 – Working on a Tier 4 student visa 

International students who are studying on a course at degree level or above in the UK may be 
allowed to:  

• work for up to 20 hours per week during term time; 
• work full-time during vacations; 
• do a work placement as part of their course (i.e. learning in a working environment for a period 

of two weeks or more); 
• work as a student union sabbatical officer for up to 2 years. 
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5. Visitors  

Visitors to GSA are permitted to undertake certain activities under a Standard Visitor Visa, but must 
not receive payment.  These activities are: 

• attend meetings, conferences, seminars, interviews; 
• give a one-off or short series of talks and speeches provided these are not organised as 

commercial events and will not make a profit for the organiser; 
• negotiate and sign deals and contracts; 
• attend trade fairs, for promotional work only, provided the visitor is not directly selling;  
• carry out site visits and inspections;  
• gather information for their employment overseas;  
• be briefed on the requirements of a UK based customer, provided any work for the customer is 

done outside of the UK. 

Under this type of visa the individual must not intend to work in the UK, which includes the 
following: 

• taking employment in the UK; 
• doing work for an organisation or business in the UK; 
• establishing or running a business as a self-employed person;  
• doing a work placement or internship;  
• direct selling to the public;  
• providing goods and services;  

However, there are certain types of paid work that is permitted under this type of visa, referred to as 
Permitted Paid Engagements (PPE).  Individuals’ can apply for a Permitted Paid Engagement visa to 
do specified work at GSA if they: 

• are 18 or over; 
• are visiting the UK for less than 1 month; 
• will leave the UK at the end of their visit; 
• have enough money without help from public funds to support and house themselves; 
• can pay for their return or onward journey; 
• are not in transit to a country outside the UK, Ireland, Isle of Man and the Channel Islands. 

An individual must apply for a Permitted Paid Engagement visa online themselves before them come 
to the UK.  They will need a formal invitation from GSA in order to apply.  This will be provided by 
the line manager, under the guidance of an appropriate member of HR staff.   

An individual can apply for a visa up to 3 months before their date of travel to the UK.  They should 
get a decision on their visa application within 3 weeks.  The cost of the visa is £87, and will be paid 
for by the individual. 
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Terms and conditions (PPE) 

An individual can: 

• be a student examiner or assessor; 
• take part in selection panels for the education, arts or research organisation they’re invited by 

as a highly qualified academic; 
• give lectures at a higher education institution, as long as it’s not a part-time or full-time role 
• take part in arts, entertainment or sporting activities including broadcasting; 
• take part in fashion modeling assignments; 
• do minor activities related to their work or business overseas, e.g. meetings. 

An individual cannot: 

• do specific paid work unrelated to their main job or area of expertise at home or sell 
merchandise, other than what’s allowed by their visa; 

• extend this visa or switch to another visa; 
• live in the UK for extended periods; 
• get public funds;  
• study - except for 30 days of incidental study; 
• marry or register a civil partnership, or give notice of marriage or civil partnership; 
• bring family members (‘dependents’) with them on their application - they must apply 

separately. 

Commencement of employment 

On commencement of employment, the Line Manger must ensure that the visitor reports to HR on 
their first day.  An appropriate member of HR staff will identify and check the validity of their 
passport and visa.  A copy of the above documentation will be kept on file for audit purposes. 
 

5. Questions 

Clarification on the terms or operation of this Policy and Procedure may be obtained from a member 
of the HR Department.  

6. Useful links: 
 

• UKVI website: https://www.gov.uk/government/organisations/uk-visas-and-immigration 
• Policy and Law: www.UKVI.homeoffice.gov.uk/policyandlaw 
• Tier 2: https://www.gov.uk/tier-2-general 
• Tier 5: https://www.gov.uk/tier-5-temporary-worker-creative-and-sporting-visa 
• Visitors: https://www.gov.uk/permitted-paid-engagement-visa 
• TB Test: https://www.gov.uk/tb-test-visa/overview 
• Healthcare Surcharge: https://www.gov.uk/healthcare-immigration-application/pay 

 

https://www.gov.uk/government/publications/public-funds--2
https://www.gov.uk/government/organisations/uk-visas-and-immigration
http://www.ukba.homeoffice.gov.uk/policyandlaw/
https://www.gov.uk/tier-2-general
https://www.gov.uk/tier-5-temporary-worker-creative-and-sporting-visa
https://www.gov.uk/permitted-paid-engagement-visa
https://www.gov.uk/tb-test-visa/overview
https://www.gov.uk/healthcare-immigration-application/pay
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Appendix I 

Countries in the EU and EEA 
The European Union (EU) is an economic and political union of 28 countries. It operates an internal 
(or single) market which allows free movement of goods, capital, services and people between 
member states. 

EU countries 

The EU countries are: 

• Austria 
• Belgium 
• Bulgaria 
• Croatia 
• Republic of Cyprus 
• Czech Republic 
• Denmark  
• Estonia 
• Finland 
• France 
• Germany 
• Greece 
• Hungary  
• Ireland 
• Italy 
• Latvia 
• Lithuania 
• Luxembourg 
• Malta 
• Netherlands  
• Poland 
• Portugal 
• Romania 
• Slovakia 
• Slovenia 
• Spain 
• Sweden  
• UK 

The European Economic Area (EEA) 

The EEA includes EU countries and also Iceland, Liechtenstein and Norway. It allows them to be part 
of the EU’s single market. 

Switzerland is neither an EU or EEA member but is part of the single market - this means Swiss 
nationals have the same rights to live and work in the UK as other EEA nationals. 
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Appendix VI 
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Appendix VII 

POLICY ON THE RECRUITMENT OF EX-OFFENDERS 
Policy Statement  

 
1. The Code of Practice (“the Code”) is published by Scottish Ministers under section 122 of Part V 

of The Police Act 1997 (“the 1997 Act”).  The Code identifies obligations which registered 
bodies, counter signatories and other recipients of disclosure information issued under the 
1997 Act and the Protection of Vulnerable Groups (Scotland) Act 2007 (“the 2007 Act”).  

 
2. The Glasgow School of Art (GSA) complies with the Code, the 1997 and 2007 Acts regarding the 

treatment of individuals who are subject to Disclosure Scotland checks. GSA undertakes not to 
discriminate unfairly against the subject of a disclosure on the basis of conviction or other 
information revealed.  

 
3. GSA will provide a copy of this policy and the Code to anyone who asks to see it.  
 
4. GSA is committed to equality of opportunity, to following fair practices and to providing a 

service which is free from unfair and unlawful discrimination.  The School ensures that no 
applicant or member of staff is subject to less favourable treatment on the grounds of offending 
background. GSA actively promotes the right mix of talent, skills and potential and welcome 
applications from a wide range of candidates, including those with criminal records. The 
selection of candidates for interview will be based on skills, qualifications and experience.  

 
5. GSA will use a Disclosure Scotland check only where this is considered proportionate and 

relevant to the particular position or type of regulated work. This will be based on a thorough 
risk assessment of the position or work and having considered the relevant legislation which 
determines whether or not a Standard or Enhanced Disclosure under the 1997 Act or a Scheme 
Record under the 2007 Act is applicable.  

 
6. Where a disclosure application or request is deemed necessary, individuals will be made aware 

that the position or work will be subject to a Disclosure Scotland check and that the nature of 
the position or work entitles us to ask about spent and unspent convictions.  

 
7. GSA will ask individuals to complete a criminal record self-declaration form as part of the 

application process and will stress to individuals that they should be honest in their response. 
This form will be returned under separate, confidential cover, to the HR department within our 
organisation and we guarantee that this form will only be seen by those who need to see it as 
part of the decision-making process. 

 
8. At interview, or under separate discussion, GSA undertakes to ensure an open and measured 

discussion on the subject of any offences or other matters that might be considered relevant for 
the position or work concerned.  

 
9. GSA undertakes to discuss any matter revealed in a certificate1 issued under the 1997 Act or a 

Scheme Record issued under the 2007 Act with the subject of that disclosure before a decision 
is made.  

 
10.  GSA ensures that all those who are involved in the decision making process have been suitably 

trained to identify and assess the relevance and circumstances of disclosure information and to  
ensure that they have received appropriate guidance and training about providing work for ex-
offenders.  
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