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Request to Engage a Variable/Temporary Worker
To be completed and sent to HR for all assignments

	Department 
	

	Form completed by (title, name)
	

	Contact number
	
	Date sent to HR
	


SECTION A – TYPE OF REQUEST
Please indicate the type of request you are making by ticking in the relevant box.
	
	Variable/temporary worker carrying out non-academic work equivalent to grade 1-4, excluding invigilation = 
“Temporary Worker (NTS)” (D3)
	Variable/temporary worker carrying out exam invigilation equivalent to grade 1-4 =
“Temporary Exam Invigilator” (D3) 
	External sessional teacher in WBS, WMG or WMS equivalent to grades 5-9                      or external examiner = 
“Temporary Worker (Teach/EE)” (D2)
	Variable/temporary worker carrying out other work equivalent to grade 5-9 =
 “Temporary Worker (NTP)” (D5)


	New assignment
	Please refer your request to Unitemps.
	☐
	☐
	☐

	Amendment to existing assignment / extension
	☐	
Note: you are advised to ask Unitemps to administer this assignment instead.
	☐
	☐
	☐

	Confirmation of an existing assignment requested by HR - deadline of 01/09/17
	☐	
Note: you are advised to ask Unitemps to administer this assignment instead.
	☐
	☐
	☐



SECTION B – DETAILS OF INDIVIDUAL (ALL TO COMPLETE)

	Title (Mr/Mrs/Dr etc)
	
	Address:

	Given name(s)
	
	

	Family name
	
	



1. Does the individual currently work at the University?              	☐Yes       	☐ No	
If yes, what is the individual’s University Number? 

Go to question 3.
If no, please attach a Variable Monthly Personal Record Form completed by the individual.
Go to question 2.

2. Is the work going to be undertaken in the UK?                          ☐ Yes     ☐ No
If yes, please go to question 3.
If no, please specify the country where the work will be undertaken and provide evidence of right to work in that country (e.g. a copy of a passport if the individual is a national of that country or residence card showing right to work if they are a non-national) with this request.   


Country of work        

Please go to Section C (for new/reconfirmed assignments) or D (for amendments/extensions).

3. Has a verified copy of original right to work in the UK evidence been provided with this request?
☐ Yes – and I have also provided a completed a ‘Right to work copying template and checklist’ 
☐ No[footnoteRef:1] - it will be provided by the following date: [1:  Please note: individuals cannot start or be paid for any work until original evidence of right to work has been checked, copied and verified. For further guidance, please see the sub-sections found at: http://www2.warwick.ac.uk/services/humanresources/internal/recruitment/rtowork. ] 

☐ No – a valid copy of the individual’s right to work is already held by HR[footnoteRef:2] [2:  This option must only be selected where the individual has been working continuously for the University since their original right to work evidence was checked/copied.] 



4. Does the individual hold a Tier 4 student visa?                          
☐ Yes     
☐ No	
If yes, please complete the 'Tier 4 and Croatian Student Workers Additional Information Form' and return with this form, together with the attachments specified. These attachments include a signed student declaration form, student status letter and evidence of term and vacation dates.  As Tier 4 and Croatian students are restricted in the number of hours that they may work at certain points in their studies, weekly timesheets have to be submitted. 

5. Is the individual a Tier 2 or Tier 5 visa holder undertaking supplementary employment for no more than 20 hours a week?                                                        
☐ Yes     
☐ No
If yes, please complete the 'Tier 2 or 5 visa holders Supplementary Employment Declaration Form' and return to HR with this form, along with any specified attachments.  

SECTION C – APPOINTMENT DETAILS (FOR NEW OR RE-CONFIRMED ASSIGNMENTS ONLY)
6. Please complete the table below. 
Please note: you must ensure that the pay details you provide below are at least the relevant National Minimum/Living Wage rate (see https://www.gov.uk/national-minimum-wage-rates) excluding holiday pay. It is strongly recommended that you use one rate of pay which takes into account the range of activities being carried out.
	Dates of work in department
	From:
	To:

	Planned total hours 
	_____ hours per week/month/duration of assignment

	Name and title of assignment line manager 
	

	Description of work 
(use more than one box only where there are distinct and separate pieces of work)
	Planned Hours 
	Hourly Rate
	Holiday Pay

	i.
	

	_____ hours per week/month/duration of assignment
	
	

	ii.

	
	_____ hours per week/month/duration of assignment
	
	

	iii.

	
	_____ hours per week/month/duration of assignment
	
	

	iv.

	
	_____ hours per week/month/duration of assignment
	
	

	Total cost of appointment and holiday pay
	
	
	

	SAP code for payment
	



7. Does this assignment require a Disclosure and Barring Service (DBS) check?	☐ Yes	☐ No
If yes, please specify the level of check required and how the assignment activities are eligible for a DBS check in law in the box below. Further information is available at: http://www2.warwick.ac.uk/services/humanresources/internal/recruitment/decision/dbs. 
Level of check required: 

How this assignment activities are eligible for this type of DBS check: 



8. Is this person working from home?			☐ Yes	☐ No				



8. Does this assignment require any of the following additional screening checks?
· Research Passport			☐ Yes	☐ No
· Occupational Health screening	☐ Yes	☐ No
· Security check(s)			☐ Yes	☐ No

If you have answered ‘yes’ to any of the above, please provide further details of which type(s) of check are needed and why:

Type of check required (e.g. which type of research passport): 

Why the checks selected are required:





 Please contact HR Administration if you require any further advice.

9. Is this individual working from home?					☐ Yes	☐ No

10. Is the individual being paid travel expenses?					☐ Yes	☐ No	
If yes, will this include the journey from home to the University (taxable)?	☐ Yes	☐ No

University Card and IT Access	
A University card and/or IT access can be requested if it is required as part of the assignment.  Where this is needed, please email the Payroll team via payroll@warwick.ac.uk, providing the individual’s full name, department name and details of the access required.

SECTION D – (FOR AN EXTENSION OR AMENDMENT TO AN EXISTING ASSIGNMENT ONLY)
You only need to complete this section (instead of Section C) if you are requesting a change or an extension to an existing variable worker assignment. 
Current assignment information
Please provide us with details of the assignment that you are seeking to amend.
	Existing assignment dates
	From:
	To:

	Existing line manager for assignment
	


	
Amendment or extension requested
In the table below, please complete any details that are changing. Where no change is being made to a particular detail of the assignment, please leave the relevant box(es) blank.

Please note: you must ensure that the pay details you provide below are at least the relevant National Minimum/Living Wage rate (see https://www.gov.uk/national-minimum-wage-rates) excluding holiday pay. It is strongly recommended that you use one rate of pay which takes into account the range of activities being carried out.
	Dates of work in department
	From:
	To:

	Planned total hours 
	_____ hours per week/month/duration of assignment

	Name and title of assignment line manager 
	

	Description of work 
(use more than one box only where there are distinct and separate pieces of work)
	Planned Hours 
	Hourly Rate
	Holiday Pay

	i.
	

	_____ hours per week/month/duration of assignment
	
	

	ii.

	
	_____ hours per week/month/duration of assignment
	
	

	iii.

	
	_____ hours per week/month/duration of assignment
	
	

	iv.

	
	_____ hours per week/month/duration of assignment
	
	

	Total cost of appointment and holiday pay
	
	
	

	SAP code for payment
	



SECTION E – DEPARTMENTAL AUTHORISATION (COMPLETE FOR ALL REQUEST TYPES)
Signature of Head of Department (or authorised deputy): 
Print Name: 						Date:
Attachments (where applicable):	☐ Right to work in the UK or country of work 
					☐ VAM Personal Record Form (if not currently working)
					☐ Tier 4 and Croatian Students Additional Information Form  
☐ Tier 4 and Croatian Student Declaration Form
☐ Tier 5 Visa Holder’s Supplementary Employment Form 
HR USE ONLY
	Hourly rate specified by department
	£

	Minimum applicable national minimum/living wage rate (see https://www.gov.uk/national-minimum-wage-rates)
	£

	Completed by
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