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FIXED TERM CONTRACT REQUEST FORM FOR A PERIOD OF UP TO 3 MONTHS
This and other forms referred to can be found at: www.brookes.ac.uk/services/hr/handbook/forms or from the Directorate of Human Resources.

	DETAILS OF FIXED TERM APPOINTMENT

	Surname:


	Forename:
	Title: Prof/Dr/Mr/Mrs/Ms/Miss

	Employee Number:

If employee number is unknown a Personal Details Form must be attached. 

	Employing Faculty/Directorate and Sub Dept if relevant:



	Location (site):

	DETAILS OF EMPLOYMENT

	Are background Disclosure checks required?                       YES*/NO

*Background disclosure check MUST be completed before work commences

	Proof of eligibility to work in UK attached?                            YES*/NO

(Please note that contracts will not be issued unless copies of relevant documentation are attached)

	Period to cover (max 3 months):
	From:
	To:

	Type of Employment:

	Post Title:

Attach of copy of the Job Description with this form.

	Line Manager:

	Hours per week:

Any hours worked in excess of this may be claimed using an overtime claim.

	Salary scale and spinal column point:

	Reason for employment:



	Name and address of one referee who can be contacted:



	HESA funding sources:

See the following notes page for information. 
	*Source of Salary Code(s)
	% of funding from each source
	**HESA 

Cost Code

	Please list all relevant codes.
	
	
	

	Financial Code:
	Cost Centre(s)
	Activity Code

	
	
	

	I confirm that this post either:  a) replaces an existing post currently/recently occupied by …………………………………………………….. (name) at no more than the current salary level, or b) is included in the Financial Plan as a new post, or c) rationale for the funding is attached.

Signed:                                                                                                                   Dated:

(Faculty or Directorate Finance Administrator or Dean/Director)

	Directorate of Finance and Legal Services Signature:

Confirming availability of funds.


Payments for a fixed term contract are normally made monthly in arrears through the payroll.  The contract will be subject to the receipt of one satisfactory reference and medical clearance (a medical questionnaire will be issued with the contract).  Employees issued with a fixed term contract will be entitled to sick pay, annual leave and other benefits.

NOTES FOR COMPLETION

Once signed by the Dean/Director and a member of the Directorate of Finance and Legal Services, the Fixed Term Authorisation form should be sent directly to the Directorate of Human Resources.  For employing a new Fixed Term employee a Personal Details form must be completed and returned to the Directorate of Human Resources with the authorisation. This can be found online at www.brookes.ac.uk/services/hr/handbook/forms
HESA: The Higher Education Statistics Agency now requires us to collect information on where money comes from to pay salaries.  It also requires information on previous employment, previous higher education institution and highest qualification for all employees.  The information below is provided to enable you to complete all the HESA funding sources boxes. 
	*Source of Salary Code/Description
	**HESA Cost Code/Description

	01 Wholly general institution financed.

03 NHS/General Medical or General Dental practice or

Department of Health.

07 UK central government bodies and local authorities.

08 UK industry, commerce and public corporations.

10 EU government bodies.

11 EU other.

12 Other overseas sources.

15 Other sources.

51 Biotechnology & Biological Sciences Research

Council (BBSRC).

52 Medical Research Council (MRC).

53 Natural Environmental Research Council (NERC).

54 Engineering & Physical Sciences Research Council (EPSRC).

55 Economic & Social Research Council (ESRC).

57 Arts & Humanities Research Council (AHRC).

58 Science & Technology Facilities Council (STFC).

59 Research council - not specified.

63 Cancer Research UK.

64 Wellcome Trust.

65 Other Association of Medical Research Charities (AMRC) charity.

66 Other charitable foundation
	01 Clinical Medicine

02 Clinical Dentistry

03 Veterinary Science

04 Anatomy and Physiology

05 Nursing and Paramedical Studies

06 Health and Community Studies

07 Psychology and Behavioural Sciences

08 Pharmacy and Pharmacology

10 Biosciences

11 Chemistry

12 Physics

13 Agriculture and Forestry

14 Earth, Marine and Environmental Sciences

16 General Engineering

17 Chemical Engineering

18 Mineral, Metallurgy and Materials Engineering

19 Civil Engineering

20 Electrical, Electronic and Computer Engineering

21 Mechanical, Aero and Production Engineering

23 Architecture, Built Environment and Planning

24 Mathematics

25 Information Technology and Systems Sciences, Computer Software Engineering

26 Catering and Hospitality Management

27 Business and Management Studies

28 Geography

29 Social Studies

30 Librarianship, Communication and Media Studies

31 Humanities and Language Based Studies

33 Design and Creative Arts

34 Education

35 Modern Languages

37 Archaeology

38 Sports Science and Leisure Studies

41 Continuing Education

51 Total Academic Services (including libraries, information and computer services)

54 Central Administration and Services

55 Staff and Student Facilities

56 Premises

57 Residences and Catering


Please contact the Directorate of Human Resources if you need help.  Forms must be fully completed.  If boxes are blank forms will be returned.
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