Employee Requisition Form

If you have a requirement for a casual member of staff this form should be completed attaching a job description and advert and sent to HRRecruitment@port.ac.uk.   The advertisement will be used to advertise your casual role through Purple Door, if applicable.

· This completed requisition form and job description will be used to check the requirements of your vacancy against the skills and experience of any staff that may be at risk. This process is known as 'ringfencing'.  If there is no one suitable on the ‘ring fence’ the information provided on the advertisement, job description and employee requisition form will be forwarded to Purple Door to advertise to current students or graduates who may be seeking temporary or casual employment.  Forms received by 12pm on Wednesday will be advertised through Purple Door the following Monday.
· If no one is suitable from the ring fence and you have identified a suitable candidate for this role, who has the essential skills (e.g. requirement for research, specialist secretarial skills), you may offer the role to them without advertising the role using Purple Door. 
· In order for HR to raise a casual contract of employment your identified candidate will be required to complete the employee part of the Casual Employee Form, HESA & EO Forms (HR005) and take this to the employing department including their passport for photocopying (you need to sign to confirm that you have seen the original passport on the copy) and any supporting visa information.  
· Once all the completed information has been received and checked it should be scanned to HREnquiries@port.ac.uk or if no scanning facilities are available the documents should be returned to the HR Department, University House.  The casual forms are available to download from:
http://www.port.ac.uk/departments/services/humanresources/recruitmentandselection/informationforrecruiters/essentialinformationandformsforrecruiters/
· No old forms will be accepted.

Position Details

Position title:

Start date:


End date:

How many hours per week will casual employee work:

Has this position been graded:
YES/NO*  

If yes, please provide Grade:

Has a suitable candidate been identified?  YES/NO

Name of suitable candidate:

Name of Line Manager:

Building where employee will be located:

*If the position needs to be graded this may result in a delay in the recruitment process
Advert Details

	Please attach a job description/person spec with this advert.


In case of any queries, please provide your name and contact details:

Name:

Contact:

This completed form and supporting information should now be sent to: HRRecruitment@port.ac.uk  

HR USE only

□  Position has been graded (HERA)

□  Advert received                                                                  
□  Job description received                                                                  
□  Ring fence checked

□  Department notified of ring fence applicant(s) identified

□  Advert/Job description/requisition form sent to Purple Door

