Guidance on Bench Fees for Visiting Researchers and Academic Collaborators
This guidance applies to all requests from academic and research staff from external  Institutions who wish to visit Birkbeck to collaborate with academic and research colleagues here for a fixed period of time. It is in addition to, and should be read alongside the affiliates appointments policy which can be found here https://www.bbk.ac.uk/about-us/policies/birkbeck-affiliate-appointments-procedure. 
This guidance relates to the implementation of the Affiliates appointment policy and to Visiting Professors and Visiting Research Fellows and any Honorary appointment who may want to visit Birkbeck as part of their affiliation. The rights and responsibilities documentation which can be found in the affiliate appointments policy will need to be signed before any visit can commence. This guidance does not apply to visiting PhD students or collaborators working through a research grant which lists Birkbeck as a collaborating institution.
All requests for visiting researchers must be approved in advance by the Faculty Executive.
All visiting researchers must be nominated by a Birkbeck employee who will then act as a sponsor for the duration of their visit. The role of the sponsor is to act as a point of contact for the visitor and to help them to embed into the culture of the institution, but also to maintain oversight of the visitor’s contribution to Birkbeck, and if relevant, to highlight any concerns.
All visiting researchers who live in the UK must have the right to live and work in the UK and a right to work check must be undertaken before the visit commences. This will require the visitor to bring a physical copy of their passport to the Faculty Office. This will apply even if the visiting researcher is employed at another university in the UK.
All visiting researchers from overseas will need to demonstrate that they have the right to work in the UK or hold or be eligible to apply for a visitors’ visa and this must be the appropriate visa fr the planned programme of work. The appropriate checks must be undertaken before their visit. 
Anyone who wishes to use the visitor visa route and needs to apply for a visa specifically for their visit to Birkbeck will need to be provided with a letter of invitation from the Faculty confirming the arrangements. This letter can only be provided by the Faculty Office.
Visiting Researcher appointments should only be made for the length of time that access to Birkbeck facilities is required. 
Visiting Researchers will be expected to pay a bench fee of £500 per term. This fee may be reduced pro-rata for shorter visits and could be waived for visits of less than two weeks. For visits of over two weeks the bench fee can only be waived in exceptional circumstances and only with the written approval of the Executive Dean. The exception to this is where, through USB, the College agrees to offer specific scholarships.
This bench fee will normally entitle visitors to:
· A Birkbeck ID card giving access to appropriate Birkbeck buildings and facilities
· A Birkbeck email address for the duration of their visit
· A shared, agile workspace within the appropriate Faculty or School for the duration of their visit 
· Access to the Birkbeck library 

If the Visiting Researcher needs access to consumables, for example for lab work, an additional charge may be made and will be determined by the Faculty as appropriate.
Where the visitor is coming for a very short visit access and facilities may need to be determined on a case-by-case bases in discussion with the academic host and based on what it is feasible to provide.
Income raised from bench fees charged will all be credited to the appropriate Faculty to be used to support research applications to FSRIF.
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