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WILLIAM EVANS FELLOWSHIP
INFORMATION FOR DEPARTMENTS




Work Visa
The Immigration Department has advised the University that Visiting Fellows require a work visa to cover their time at the University.  We have requested the Fellow apply for the visa, and provided supporting information – Human Resources will need to see the work visa before journaling the allowance to the Department.


Timing of Visit
Some Fellows do not indicate exact dates of their visit when the application is made.  Once dates are finalised, please inform the William Evans Fund Administrator*, so our records can be kept up-to-date.

If the Fellow needs to change their visit dates, likewise please inform the William Evans Fund Administrator*.  If the change is minimal, (within one month of the original dates), and is within the teaching semester, there should not be any problems.  However, if the dates of the visit change significantly, it will be referred to the Deputy Vice-Chancellor (Academic) for consideration.  Changes to dates which extend the visit outside the timeframes as set out the in the Terms and Conditions will only be approved in exceptional circumstances.


Airfares
Airfares can be booked either by the Fellow for reimbursement on arrival in Dunedin, or by the Department.  You may enquire with your usual travel agent to check whether or not airfares would be cheaper booked by the University, as in some cases they may be.  Airfares may be invoiced through the Department, to be deducted from the Fellow’s grant.  


Reimbursement of Grant

The grant awarded to the Fellow is based on estimated economy return airfares, plus reasonable expenses for accommodation and other living expenses, up to a maximum of $25,000.  The exact amount that has been approved for each individual Fellow, in accordance with these guidelines, will be detailed in the letter of invitation.

Upon receipt of a copy of your work visa by the William Evans Fund Administrator*, the amount that has been awarded to the Fellow will be transferred from the William Evans Trust Account to the Department, who will then administer reimbursement and payment of receipts against the grant.

If the Fellow requires assistance with making travel and accommodation arrangements they should make contact with their host in the Department and/or the Departmental Administrator who will be responsible for the administration of the grant.


Please note importantly that the Fellow is required to retain receipts for expenses incurred and must provide these to the Departmental Administrator for a reimbursement claim to be processed.  This is necessary for taxation reporting purposes.

The reimbursement can be credited directly to their home bank account, usually at the completion of their visit.  Therefore, they will need to bring bank account details (bank name, branch, account number, account name) for this to be processed.

I have attached a Statement of Expenditure form that should be completed by the Departmental Administrator or person in the Department who will be processing the reimbursement claims etc.  This will then need to be returned to the William Evans Fund Administrator*, and any unspent monies journalled back to the William Evans Trust account.  


Advertising
When a visit is imminent, please provide a brief résumé of the visiting Fellow to Marketing and Communications for publication in the Otago Bulletin.  The information might include details of seminars and public lectures scheduled to be given by the Fellow.


Reports
After the Fellow’s visit, the Department must submit a report to their Pro-Vice-Chancellor which assesses the benefits of the visit.  The Fellow may also wish to provide a report.  The standard report format is available on the web.  Please ensure that the report matches/reflects the expected outcomes as set out in the original nomination form.

Please note that the Guidelines for the Fellowship state that further applications will not be considered if there are reports outstanding from previous William Evans Fellowships.  Therefore, it is essential that reports be provided as soon as possible.

It is recommended that the Pro-Vice-Chancellor (or nominee) responsible for the host Department should invite the Fellow to a meeting, possibly including lunch or morning tea, to discuss the Fellow’s activities towards the end of the visit.  Please contact your PVC to arrange a suitable time.


Other
If there are any issues or questions, please contact the Human Resources contact:

*Ben Lorimer, Administrator of the William Evans Trust 

Email: we.fellowship@otago.ac.nz

August 2008
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