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CASUAL APPOINTMENTS - LESS THAN 3 MONTHS DURATION

Please ensure you complete all sections of this form and return to the HR Department.

	Title
	
	Surname
	

	First name(s)
	

	Job Title
	

	Department
	

	New Post?
	

	Replacement Post?
	Name:
	
	Date Left
	

	Contract Start
	

	Contract Type
	Fixed Term (End Date:       ) 

	Full Time 
	 FORMCHECKBOX 

	Part Time
	 FORMCHECKBOX 

	Term-time Only
	 FORMCHECKBOX 


	Weekly Hours
	
	FTE (%)
	

	Grade
	
	Spinal Point
	

	FT Salary (p.a.)
	
	Hourly Rate
	

	Funding Source
	Internal  FORMCHECKBOX 
 

	Cost Code
	


Prior to Human Resources issuing a Casual contract the following documentation is required these should be submitted with this form:

· Passport / Proof of eligibility to work within the U.K. (e.g. Student Visa)

· Application Form / C.V. 

· Educational Certificates

· HESA Questionnaire          

These forms can be found

· Linguistic Survey            
    
at www.aber.ac.uk/en/hr/pandp

· Equal Opportunities Form

	Head of Department Signature
	

	Name
	

	Date
	

	Director of Human Resources
	

	Name
	

	Date
	

	OFFICE USE ONLY
	
	
	
	

	Human Resources
	
	

	HR Received
	Date
	…………………
	Name
	…………………………….

	HR Actioned
	Date
	……………………
	Name
	…………………………….

	Sent to Payroll
	Date
	…………………
	Name
	…………………………….


  FOR OFFICE USE ONLY�


  REF:………………………








