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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)
Cost code:  _________________________________________________________________
(b)
I confirm that there is currently sufficient funds in this Cost Code 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
Individuals engaged as an E-Tutor will automatically be contracted for the duration of the relevant Semester.  Please tick as appropriate the Semester to be included in the contract issued, and enter exact dates.  
 FORMCHECKBOX 
 Semester 1            Start Date: 
End Date:  

        

 FORMCHECKBOX 
 Semester 2            Start Date: 
End Date:  

        

 FORMCHECKBOX 
 Semester 3            Start Date: 
End Date:  

Please indicate below if the contract end date should cease before the Semester end date given above and the rationale for this request:

            ____________________________________________________________________________

____________________________________________________________________________

         N.B – All e-mail account and system access will cease from the contract end date stipulated.

14.    In order to comply with the Fair Employment and Treatment (Northern Ireland) Order 1998, the University is required to carry out a review of the composition of its workforce, including E-Tutors on 6 February each year and report the outcome of this review to the Equality Commission for Northern Ireland.

To assist the University in completing this review, please indicate if the E-Tutor will carry out duties, specifically relating to the E-Tutor contract on 6 February 2021 (i.e., will they actually be delivering duties on that specific date?)
                                                                                                                              Yes
 FORMCHECKBOX 

No   FORMCHECKBOX 
    

15.
Total number of hours to be worked during engagement period:  __________________________

16.
Rate of pay:
E-Tutor
 FORMCHECKBOX 

£31.23 per hour (which includes £3.38 allowance for holiday pay)

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

17.
Will this E-Tutor be undertaking his/her duties whilst living in the UK? 


Yes
 FORMCHECKBOX 

No   FORMCHECKBOX 
         

If Yes, under regulations introduced by UK Visa & Immigration (UKVI), the University is required to confirm the ‘Right to Work’ of all E-Tutors before they commence duties.  For most this will be a relatively simple process involving checks on their passport.  You must therefore attach a copy of the E-Tutor’s passport and complete the details below:
I confirm that I have inspected this E-Tutor’s original passport      




 
The date on which this right to work check was made:  ____________________________________ 

As advised by UKVI, the University, as an Employer, cannot rely upon former ‘Right to Work’ checks which have been carried out for individuals who have previously been employed, even if they were EEA nationals and are being re-engaged.  Therefore, it is necessary for the University to conduct a ‘Right to Work’ check again and record the actual date when this check was conducted.

Details of person who inspected the passport  
Name:  _________________________

                                                                                                                                                   (Print Name)
Signature:  _________________________________
Date:  __________________________
I have attached a copy of this E-Tutor’s passport                    



 
(including relevant pages (i.e., personal details page and pages with UK government endorsements)
If the passport produced has a different name to the one the E-Tutor currently uses, further documentation is required to explain the reason for this e.g., a marriage certificate, a divorce degree, a deed poll or statutory declaration.

If the E–Tutor does not have a passport, please contact your People Partner to obtain details of other documents which UKVI deem to be an acceptable alternative, in order to confirm a right to work in the UK.

Notification of Changes

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

Request initiated by:

Name:
___________________________
Signature:  ________________________
Date:  ___________

(Print Name) 

Authorised by Head of School

Name:
___________________________
Signature:  ________________________
Date:  ___________

(Print Name) 



For completion by People & Culture 


   


ID Checks completed          Yes
 FORMCHECKBOX 

No   FORMCHECKBOX 
         

Signed P&C Support Assistant:  _____________________
E-Tutor Request Form:


2023/2024 Academic Year
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