
Unitemps process for recruiting
for Temporary and casual staff

Unitemps covers employment for roles in line with your University requirements.

Time is needed to ensure all students / candidates are checked for suitability and compliance to work 
(according Home Office guidance).

Candidates must present specific documentation to Unitemps staff before temporary work can be 
assigned.

Once approved by the relevant department , hiring managers can complete a standard Unitemps Job 
spec via the Unitemps consultant.

Hiring Manager: Identify a temporary, casual or part time recruitment need. Get relevant approval.

Hiring Manager: Contact Unitemps staff to discuss recruitment needs and timescale.

Hiring Manager: Complete a job creation forms. It will be sent to the Unitemps team.

Hiring Manager receives web‐login for approving timesheets.

Direct booking (a suitable 
candidate has been identified by
hiring manager).

Allow time for students to register 
on‐line and complete the
compliance eligibility check 
(performed by trained Unitemps
staff).

Recruitment and selection to 
identify a suitable candidate.

Hiring manager and Unitemps 
consultant to agree timescales.
Discuss person specification, 
duties and responsibilities.

Hiring manager tells candidate to 
register with Unitemps on 
www.unitemps.com.

Unitemps monitors students 
registrations on system and sends 
them the Key Information 
Document.

Agree how a candidate will be identified: application
process, interviews, approach candidates directly.

The role is advertised, Unitemps send over
appropriate CVs and arrange interviews.

Conduct interview and section process.

Unitemps sends job offer.
Our trained staff performs Right to Work interview.

Hiring Manager is informed candidate is
compliant and work can be assigned.

Candidate is informed that work has
been assigned to them.

Hiring manager can request an associate account
for the recruit if access to ITS systems is needed.

Candidate engages with the work assigned.

Candidate completes a timesheet on‐line.

Hiring Manager approves timesheets on‐line.

Reports can be produced for payroll at any point
during the recruitment process. sourced.
Unitemps sends New starters reports to
University HR team on a regular basis.

The candidate is paid in line with University
next payroll date.

If all candidates are
unsuitable, discuss
alternative.

Candidate or Hiring
Manager informs
Unitemps that they cannot
do the work (e.g. illness/
doesn’t show up/other).

Unitemps staff discuss
with the Hiring Manager,
and alternative recruits are
sourced.


