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REQUEST TO RAISE A CONTRACT FOR PART-TIME TEACHING 
To: Human Resources
From: …………………………………… (Department)
Date: …………………………………
Post title: 
……………………………………………………………………………………………………………………………..………………..….
Full name:
……………………………………………………………….......................................……………………………….…….

Address: 
……………………………………………………………………….............…………………..………………………………….…… 


Post Code: 
……………………….………… 
e-mail (if known) ………………………………………………………………..…

Dates of Employment:
Semester 1

Semester 2

Term Time (All year)

Other (please specify): ………………………………………………………..............……………

Method of Payment:
Time Sheet





Other (please specify): ………………………………………………………..............……………
AU rates for Part-time Teaching Staff: 2011/12 (Rates include preparation time)
	 
	
(
	August 10
	August 2011

	 
	
	£
	£

	 
	
	0.4%
	0.5%

	Lecture:
	
	£49.46
	£49.71

	Seminar/Tutorial:
	
	£32.81
	£32.97

	Meetings:
	
	£24.52
	£24.64

	Demonstrator Rate:
	
	£13.00
	£13.07

	Research Student Seminar:
	
	£21.16
	£21.27

	Setting a two or three hour script
	
	£58.18
	£58.47

	Marking a two or three hour script:
	
	£9.67
	£9.72

	Marking an essay:
	
	£4.84
	£4.86



Other Rates:

Please specify hourly rate and why: ……………………………………………………………….……………
Appointment Funding:     Please specify Cost Code: …………………………………………

Has this person been employed by AU before?
Yes

No

Prior to Human Resources issuing a Part-Time contract we will need the following documentation:

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

· Application Form / C.V. 
· Educational Certificates
· HESA Questionnaire          
· Linguistic Survey                 These forms can be found at www.aber.ac.uk/en/hr/pandp
· Equal Opportunities Form

Authorisation:
	Authorised Signatory
	……………………………………………………………..

	Name
	……………………………………………………………..

	Date
	……………………………………………………………..


	OFFICE USE ONLY
	
	
	
	

	Human Resources
	
	
	
	

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

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

	
	
	
	
	

	Payroll
	
	
	
	

	Salaries Received
	Date
	…………………………….
	Name
	…………………………….

	Salaries Actioned
	Date
	…………………………….
	Name
	…………………………….


PART-TIME TEACHING STAFF.

SCHEDULE OF DUTIES AND PAYMENT DETAILS

(to be attached to the ‘Request to Raise a Contract Form’):

Details of Duties:

Semester 1:

Semester 2:

Estimated cost: 

Payment Details:

Your Module Convener is:

Date:  
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