FoA Casual process 2020/2021


HoD/PI


Vacancy identifed


SMRO asked to cost/HoD sends Teaching Allocation Form to SMRO as applicable (RAffs don't have different norms based on activity)


SMRO


Complete Unitemps information document and confirm happy with the RPF. 


SMRO


HoD/PI


 Follow process for approval from EFG


Unitemps


Send SMRO link to advert. SMRO send link to PGR students and Depts to send to any interested parties.


Applicants


Advise SMRO of successful applicant(s), who then inform Unitemps


Unitemps


Panel of HoD plus another for TAff (e.g. DDoT) or PI plus another for RAff to makes selection


HoD/PI


Return to SMRO


If proceeding, SMRO send the request to HoS and SDoESE/SDoR for authorisation


Interviews
(Panel must have undertaken Unconscious Bias training and follow Faculty Guidance) 


Letter of Engagement etc.


Check eligibility to work documents of successful candidiate and inform SMRO when can commence work


SMRO


Consult with main supervisor before offer


Apply


Unitemps


Shortlist candidates including telephone call to discuss role


HoD


Advertise opportunity


Applicants sent to SMRO, who liaiase with HoD/PI


Complete training needs analysis if successful applicant is a student (this must be documented)


Once HoD/PI have informed SMRO of shortlised candidates (who inform Unitemps) notify candidate of interview date and time (must give the candidate 24 hours notice)


 Follow process to Transfer Unitemps information document details to booking form,  send to Unitemps and ask to advertise, open to applicants for 2 days.


Advise HoD/PI of cost
If authorisation given, SMRO send RPF, Unitemps information document and business critical questions to HoD/PI
