
Student Worker Process – Modified Process

Line Manager identifies emergency need for work (paid, unpaid, 
voluntary) and liaises with Accountable Officer 

Student performs work and submits timesheet

Accountable Officer completes student worker form and sends with 
required paperwork to HR  

\\workinggroups\Student Workers\03 Paperwork - returned

Accountable Officers contacts student and 
offers work

HR issues contract and sends copy to student and Accountable 
Officer

Accountable Officer checks on available non-UK students on 
spreadsheet with reference to available hours. 

\\workinggroups\Student Workers\02 Spreadsheet\  and asks UK 
students hours worked in other roles and checks right to work 

documents

Hours available

HR files paperwork 
End of 

process

Accountable Officer adds 
hours to spreadsheet for 

non-EU students

../01 Forms/Request For Student Worker Form_300317.docx
../02 Spreadsheet/RHUL_Hours_Allocation_Monitoring_SUMMER_TERM_2016-17.xlsm
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