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Postgraduate Teaching Associates
Onboarding Journey

Key:

PTA Appointment details 
confirmed, shared with HR 

Operations

PTA Assignment Schedule 
sent to PTA by Faculty/

Department

HR sends Welcome email to 
appointed PTAs.

Contains instructions and 
next steps

PTA completes 
registration form 
and right to work 

check

Are you a new 
PTA?

HR Operations will 
update iTrent and 

issue contract
No

Yes

Faculty/Department action

HR Operations action

PTA Action

You should not 
complete any work 
until these steps are 

complete

HR Operations creates iTrent 
employment record, issues 

contract and IT Account 
(where applicable)

END

If your stay in the UK is not 
time limited (e.g. you are 
showing a British passport): 
-An in person check will be 
required. Please visit HR 
Reception (part of the 
University Main Reception on 
the Streatham Campus).

(If you are not able to come to 
the Streatham Campus then 
please contact us at 
humanresources@exeter.ac.uk 
to arrange an alternative).

INFO - IT Accounts:
Existing PTAs - continue to use  
existing IT Account
Previously/currently employed 
on claims - Associate account will 
convert to a staff account
New employees - a new staff 
account will be issued 

If your stay in the UK is time 
limited:  
-Send a (1) your share code for 
the UK Gov website, (2) a scan/
photo of your right to work 
documents AND
-If you are employed on a 
student visa: (3) your 
completed Student Declaration 
Form and (4) a Letter from 
iExeter/SID confirming your 
student status and study dates, 
to 
humanresources@exeter.ac.uk 
(please ensure that the images 
are clear, the whole document 
is visible and you include both 
sides of any BRPs/ID cards)  
-Book a Teams appointment to 
have your right to work 
documents verified

END

Full instructions included in Welcome email
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