
(Form BITR)

Bought in Teacher Request Form
This form should be used in Academic Year 2011/2012
In order for Human Resources to issue a contract of employment this form all relevant sections must be completed by the relevant Department.

Section 1 – Personal Details of Bought-in Teacher 
	Title
	Prof / Dr / Mr. / Mrs. / Miss. / Ms.  Other

	Full Name
	

	Date of Birth*
	

	National Insurance Number *
	

	Address for correspondence
(not Department)

	


*required for entering on to Trent prior to first claim form being submitted.  If the BIT does not have a National Insurance number they should apply for one as soon as possible by contacting Jobcentre Plus, tel: 0845 6000643.
Is the individual registered as a Postgraduate student at Loughborough University?

Yes 
 FORMCHECKBOX 
   A contract will be offered during term times during the academic years of their studies (go to section 2). 
Start of Academic year for commencement of studies: ..../…./….. 

End of Academic year studies due to finish: …./…./….

If required to undertake lecturing, please provide evidence of relevant experience and specify number of hours: ……………..

No
 FORMCHECKBOX 
 A contract will be issued for the period 1 October 2011 – 30 September 2012. It is essential that a record is kept of the schedule of work and any work turned down so that any break in service is recorded accurately.
Section 2 – Contract Details 
Department/Section:
......................................……………….............................................

Departmental Contact:  ………………………………………………………………………………….

(please print name and contact details)
Section 3 – Pay Rate
Grade of Bought in Teacher : 
Grade 5
 FORMCHECKBOX 

Spine Point …………………………….





Grade 6
 FORMCHECKBOX 

Spine Point …………………………….





Grade 7
 FORMCHECKBOX 

Spine Point …………………………….
In exceptional circumstances, a higher rate of pay may be offered to the Bought-in Teacher.  If a rate of pay outside the rates for Grade 5, 6 or 7 is agreed, the Dean’s approval must be sought and Departments must provide an explanation as to why the higher rate is proposed.

	Explanation as to why a higher rate of pay should be offered to the Bought-in Teacher

Proposed Rate of Pay £……………………………………………………….




The rate quoted is approved……………………..………….………………..Dean (signature)

Please print Dean’s name here ……………………………………………………………………….
Section 4 –  Teaching Observation
All Bought in Teaching contracts are subject to a satisfactory Teaching Assessment.

Has Teaching been assessed by The Teaching Centre and found to be satisfactory?
Yes 
 FORMCHECKBOX 
  Please attach a copy of the teaching assessment

No
 FORMCHECKBOX 
  Is the individual undertaking more than 25% of a module?








Yes
 FORMCHECKBOX 
 Teaching Centre assessment needed







No   
 FORMCHECKBOX 
   Department Assessment needed

Section 5 – Immigration Requirements
Page 3 contains two lists of documents acceptable to the Home Office as proof of an individual’s right to work in the UK.  Please ensure that you have seen originals and retained a copy of all relevant documents.
The individual must not work before these documents have been checked. Even if you have previously undertaken these checks and have seen satisfactory documentation, it is essential to check them again on an annual basis.
Please tick here if you have seen the appropriate documentation and are satisfied that the individual is eligible to work in the UK for the whole of the academic year 2011/2012  FORMCHECKBOX 

If you have any queries about eligibility to work please contact Sue Bruce, Senior HR Officer (Recruitment), 228027, S.Bruce@lboro.ac.uk. 
I confirm that I …………………………………………… [Please print name] have seen satisfactory evidence that the appointed individual is eligible to undertake the stated work in the UK.

The Head of Department/Section or nominee is responsible for ensuring that the necessary immigration checks are carried out within the Department to confirm that the individual has permission to work in the UK, regardless of nationality, before (s)he starts work at the University and that a copy of the necessary evidence is kept in the Department.  Even if checks of original documents as specified on the current Home Office list were made prior to a previous period of employment and proved to be satisfactory, it is essential to repeat these checks just before the start of every new period of employment.  

All copies taken should state ‘originals seen’ and be signed and dated by the member of staff who checks the originals of the relevant document(s).  Copies of the front covers of passports should also be taken and the colour eg ‘purple’ noted on the photocopy.
When employing overseas nationals, it is necessary to ensure that the passport contains an appropriate valid visa which permits them to work in the UK.  If further advice is required please contact Sue Bruce, S.Bruce@lboro.ac.uk, tel 228027, who will assist in checking eligibility to work.  

Departments are asked to confirm whether they have seen the required documents on the 
BITR form and the BITCS.  If the documents have not been checked, the contract will 
direct the Bought in Teacher to produce the documentation on the first day of 
employment otherwise they will not be permitted to work.  It is the Department's 
responsibility to ensure that these checks are undertaken before employment starts.


Please note that the Home Office can undertake an audit at any time without notice and 

you could therefore be asked to produce this documentation as evidence that we are 

complying with Home Office regulations.  Non-compliance with these immigration 

regulations could result in severe penalties to the University as an employer.
LIST 1:  ORIGINAL SECURE DOCUMENTS
	A passport or national identity card showing that the holder, or a person named in the passport as the child of the holder, is a British citizen, a citizen of the UK and Colonies having the right of abode in the UK, or a national of the EEA (European Economic Area) or Switzerland, or
	 FORMCHECKBOX 


	A residence permit, registration certificate or document certifying or indicating permanent residence issued by the UK Home Office or the UK Border Agency to a national of an EEA (European Economic Area) country or Switzerland, or a permanent residence card so issued to a family member of such a national, or
	 FORMCHECKBOX 


	A Biometric Immigration Document issued by the UK Border Agency to the holder which indicates that the person named in it is allowed to stay indefinitely in the UK, or has no time limit on their stay in the UK, or
	 FORMCHECKBOX 


	A passport or other travel document endorsed to show that the holder is exempt from immigration control, is allowed to stay indefinitely in the UK, has the right of abode, or has no time limit on their stay in the UK, or
	 FORMCHECKBOX 


	*An Immigration Status Document issued by the UK Home Office or the UK Border Agency to the holder with an endorsement indicating that the person named in it is allowed to stay indefinitely in the UK or has no time limit on their stay in the UK, or 
	 FORMCHECKBOX 


	*A full birth, or adoption, certificate issued in the UK, Channel Islands, Isle of Man or Ireland, which includes the name(s) of at least one of the holder’s parents, or adoptive parents, or
	 FORMCHECKBOX 


	*A certificate of registration or naturalisation as a British citizen, or
	 FORMCHECKBOX 


	*A letter issued by the Home Office or the UK Border Agency to the holder which indicates that the person named in it is allowed to stay indefinitely in the UK.
	 FORMCHECKBOX 


	* Note that the last four categories of document in List 1 are only acceptable when produced in combination with an official document giving the person’s permanent National Insurance number and their name issued by a UK Government agency or a previous employer (e.g. P45, P60, National Insurance Card)
	


LIST 2 – ORIGINAL SECURE DOCUMENTS
	A passport or travel document endorsed to show that the holder is allowed to stay in the UK and is allowed to do the type of work in question, provided that it does not require the issue of a work permit, or
	 FORMCHECKBOX 


	A Biometric Immigration Document issued by the UK Border Agency to the holder which indicates that the person named in it can stay in the UK and is allowed to do the work in question, or
	 FORMCHECKBOX 


	A work permit or other approval to take employment issued by the UK Home Office or the UK Border Agency when produced in combination with either a passport or another travel document endorsed to show the holder is allowed to stay in the UK and is allowed to do the work in question, or a letter issued by the UK Home Office or the UK Border Agency to the holder or the employer or prospective employer confirming the same, or
	 FORMCHECKBOX 


	A certificate of application issued by the UK Home Office or the UK Border Agency to or for a family member of a national of an EEA (European Economic Area) country or Switzerland stating that the holder is permitted to take employment, which is less than 6 months old when produced in combination with evidence of verification by the UK Border Agency Employer Checking Service, or
	 FORMCHECKBOX 


	A residence card or document issued by the Home Office or the UK Border Agency to a family member of a national of an EEA (European Economic Area) country or Switzerland, or 
	 FORMCHECKBOX 


	An Application Registration Card issued by the UK Home Office or the UK Border Agency stating that the holder is permitted to take employment, when produced in combination with evidence of verification by the Border Agency Employer Checking Service, or
	 FORMCHECKBOX 


	An immigration Status Document issued to the holder, or a letter to the holder or the employer or prospective employer, by the UK Home Office or the UK Border Agency, which indicates  that the person named in it can stay in the UK, and is allowed to do the type of work in question, when produced in combination with an official document giving the person’s permanent National Insurance number and their name issued by a Government agency or a previous employer (e.g. P45, P60, National Insurance Card)
	 FORMCHECKBOX 



Section 6 – Internal Examiner

Is the individual to be responsible for more than 50% of a module?  If so, please read and complete the following. If not, continue to Part 7:

This Section of the form will be sent to the Academic Registry for monitoring and for the appointment of examiners.
Please express in terms of hours per week and number of weeks and indicate whether lectures, tutorials, lab classes etc.  Give details for each module and indicate the proportion of each module represented by this teaching.  It is important that this section is completed as fully as possible as the information will be required for the University’s Learning and Teaching Committee.  Please ensure that Section 3 is also completed fully.
	Name  ...........................................................................................

Department  ....................................................................................



	MODULE TITLE AND CODE
	COMMITMENT (i.e. lecture/tutorial etc. hours per week and number of weeks) 
	PROPORTION 

OF MODULE

	
	
	


NAME OF RESPONSIBLE EXAMINER

The person named above is responsible for 50% or more of a module and should therefore be appointed as an Examiner of the University.

Learning and Teaching Committee requires the following details about the responsible examiner

Qualifications:

Position:

Appointment as an Examiner approved by
.............................................................








AD(T) Faculty of ........................................

HoD signature:  …………………………………

Date:  …………………………………

Section 7 – Head of Department’s Approval 
I approve the appointment of the named individual for the duration stated in Section 1.  

Signed:……………………………………………………………….

Please print name:………………………………………………….

Date:………………………………………………………………….
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