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Guidance

Employees (or ex-employees) must contact the Human Resources Department if they
require an official letter from the University confirming their employment (past or present).

The person must confirm if salary information is to be included in the employment
verification letter.

Examples of when an employment verification letter may be required:

* Visa application

*  Travel

* Mortgage (including Guarantor)
* Landlord/Letting Agent

» Setting up a bank account

*  New employment

* Personal

Some external organisations require direct contact with Human Resources (HR) for
employment verification confirmation. In such cases, the HR email address, hr.general@st-
andrews.ac.uk can be passed on to the organisation.

Please Note: Due to General Data Protection Regulations (GDPR), HR will not issue an
employment verification to an external organisation without the relevant prior consent.
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