 
1.
Faculty:
______________________________________________________________________
2.
School:
______________________________________________________________________
3.
Cost Code:
____________________________     4.  Campus:
_____________________________
NOTE:  Failure to complete all sections of the form correctly may result in delays in processing this request.

5.
Source of Funding

(a)
Costcentre  _________________________________________________________________
(b)
I confirm that there is currently sufficient funds in this costcentre to support this request



Yes
 FORMCHECKBOX 

No   FORMCHECKBOX 
         
PERSONAL DETAILS OF E-TUTOR
6.
Name:
_________________________________________________________
7.
Address:
_________________________________________________________





_________________________________________________________

8.
Contact Telephone Number:
_________________________________________________________
9.
E-mail Address:  
_________________________________________________________
10.
National Insurance Number:  _________________________________________________________
11.
Date of Birth:  
_________________________________________________________
REGISTRATION DETAILS

12.
Does this request relate to an E-Tutor already registered with the University?




Yes
 FORMCHECKBOX 

No   FORMCHECKBOX 
         

If no, please state reason for the nomination to the Register

__________________________________________________________________________________

__________________________________________________________________________________

ENGAGEMENT DETAILS

13.
Engagement Period - Start Date:  ___________________
End Date:  ________________________

14.
Total number of hours to be worked during engagement period:  __________________________

15.
Rate of pay:
E-Tutor
 FORMCHECKBOX 

£27.87 per hour (which includes £2.52 allowance for holiday pay)

* Separate rates are available for e-Academics and E-mentors.  Contact HR for details.
CONFIRMING IDENTITY

16.
Under regulations introduced by the UK Border Agency in December 2008 the University is required to verify the identity of all part-time teachers before they commence duties.  For most this will be a relatively simple process involving checks on their passport. 

Has this e-tutor’s passport previously been inspected (if unsure please consult with HR)?  

Yes
 FORMCHECKBOX 

No   FORMCHECKBOX 
         
Will this e-tutor be undertaking his/her duties whilst living in the UK? 


Yes
 FORMCHECKBOX 

No   FORMCHECKBOX 
         
Notification of Changes

To prevent overpayment, notification of any reduction in the hours of work specified on this Form should be given to Human Resources as soon as possible.

Request initiated by:

Name:
___________________________
Signature:  ________________________
Date:  ___________

(Print Name) 

Authorised by Head of School

Name:
___________________________
Signature:  ________________________
Date:  ___________

(Print Name) 

Authorised by Dean

Name:
___________________________
Signature:  ________________________
Date:  ___________

(Print Name) 

Notes

Payment Method

If total number of hours is more than 20, payment will automatically be equalised over the total employment period; where total number of hours is equal to or less than 20, a one-off payment will be made at the end of the month following completion of the employment period.

Claim Sheets

As payment is now made in equalised instalments over the engagement period or as a one-off payment at the end of the engagement period, submission of claim forms on a monthly basis is no longer required.



For completion by HR 


   


ID Checks completed          Yes
 FORMCHECKBOX 

No   FORMCHECKBOX 
         

Signed HR Assistant:  ______________________


Approval for more than 120 hours (if appropriate)


Signed Head of Consultancy and Recruitment 


Services:  ________________________________



E-Tutor Request Form:


2011/2012 Academic Year
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