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Assignment No: INSERT (to be completed by TSB) 


University of Exeter - Request for Temporary Worker
This form to be used to source all temporary workers (unless approved exception). The Temporary Resourcing Unit must be contacted before proceeding to agencies.
	Request Details

	Date Request Submitted
	

	Person Submitting Request
	

	Your contact number
	


	eClaims Timesheet Manager – Claimant Profile 

(If not known, contact the eClaims SuperUser in your Finance Team)

	College/Service
	

	Discipline/Department
	

	Job Role
	

	Reason for Request (Note 1)
	

	Has this request been approved by a budget holder?
	Please state ‘Yes’ or ‘No’ 

	Approvers for eClaims
	

	Name of Budget Holder
	

	Cost Code
	

	
	

	Assignment Details

	Temp’s Job Title
	

	Line Manager of the Temp
	

	Line Manager’s Contact Details
	

	Start Date
	

	 Intended End Date (Note 2)
	

	Grade
	

	Point
	

	Employment
	

	Hours/Working Pattern
	

	Primary Work Location
	

	Job Description
	

	IT Skills
	

	Dress Code
	

	Additional Comments
	
Just to manage your expectations, we must be advised if the assignment is being funding by ESIF

	
	

	Reporting Instructions (first day)

	Name of person to report to
	

	Phone No
	

	Time
	

	Building and Room Number
	

	* = Mandatory field

	What happens next?

	1.TRU will notify you to proceed to an agency if suitable candidates are not available to fill your assignment.

	1.TRU will suggest suitable candidates and can arrange informal interviews

	2.TRU will send the successful candidate an Assignment Confirmation, detailing the agreed arrangements.  

	3.TRU will arrange an IT account and UniCard (Temporary Staff ID Card); and will confirm that we are holding up to date right to work evidence for your temporary worker.  


To have a preliminary discussion about your temporary worker requirements, please email hr-temp@exeter.ac.uk or phone Jasmine Stevenson 01392 72(2229), or Rhea Beal 01392 72(3094).
Notes:
1.  Approval is required for cover relating to existing staff if less than four weeks

2.  Assignments beyond 12 weeks must be filled by using a FTC through the Recruitment Team. Maximum time for a temporary assignments is 12 weeks plus potential 8 week extension. Note: Only one period of extension to the assignment will be permitted unless approved by a member of HR Services Senior Management Team.
Return this form to: hr-temp@exeter.ac.uk
If you require eClaims System or payroll support, please email e-claims@exeter.ac.uk
Temporary Resourcing Unit, Room 356, 3rd Floor, Northcote House, University of Exeter, EX4 4QJ


