\ Step 2 - Faculty member Step 3 - Faculty member Step4-ESWREC
Step 1 - Faculty member «Completes ‘Request to HR to
s award/extend an honorary/visitor title with CV, passport and statement of

P form’ (both parts) purpose to ESW REC.

eDiscuss request/bench fees with HoS
and get approval.

<Sends both parts of form, together <Seeks HoS and HoD approval
eDrafts appointment letter for review

and confirmation by HR.

Step 5-ESWREC Step 6 -ESWREC Step 7-ESWREC

*ARM signature eConducts ID checks *Requests IT to set up email and
«Letter sent to applicant <Requests HR person code library access

eArranges induction

*Request permission for contact

details and photo to go on internal
webpages

Title held
remotely?

Up to 2 months

No Yes

Step 8 -ESW REC

eConduct visa checks in person

Induction and
Welcome

Process

finishes

Note:
- This process does not apply to visiting PGRs who should refer to Visiting Doctoral Researchers.



https://www.sussex.ac.uk/study/phd/visiting-doctoral-researchers
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