
Student Worker Process

Recruiting Manager identifies need for work and liaises with Accountable Officer

Recruiting Manager completes Part A of Request for Student Worker form
and sends to Accountable Officer

Accountable Officer receives form and completes pay information

Recruitment

Accountable Officer checks/adds
hours on spreadsheet for

non-UK students

Student brings in right to work documents, completes new starter form,
student declaration on hours and CAS statement

Accountable Manager copies and collates information.  Completes Parts B
and C on form and sends to HR Officer with information

Hours OK

HR issue contract

Student does work

Hours not available

Department or School raise request on Stonefish.

Request approved

PhD student Non PhD student

School role Non-School role

Part time
substantive role

Casual role
Variable hours
teaching role

School check with Doctoral
School

Stonefish recruitment

Recruiting manager/Accountable
Officer adds offer details to

Stonefish and attach supporting
paperwork

Set payment each month Payment via timesheet


