
START

Assessment of workload 
allocation and hours required 

to be covered by PTAs

Employment of Postgraduate Teaching 
Associates
Key steps in recruitment and onboarding 
process.

Key:

Regular, ongoing 
planned hours?

For one off, casual, ad hoc hours 
please go straight to the claims 

process: Casual workers (claims) | 
Temporary Workers | University 

of Exeter 
If the student is already employed 

then use a PD103 Additional 
Hours form

NO

Advertisment/circulation of vacancies and 
expressions of interest/applications from 

postgraduate students

Selection process:
Assessment of suitability and availability 

matched to work and hours required

Details entered on to PTA Assignment 
Spreadsheet

Department/Faculty/Financial Approval

PTA Assignment Spreadsheet shared with 
HR Operations - 

humanresources@exeter.ac.uk 

Follow the advice in the Employment of 
postgraduate students: Code of Good practice

Advise HR Operations seperately if 
any DBS or security screening is 

required.

YES

HR Operations send welcome email to PTA 
containing useful information and 

instructions on next steps.

PTA
-Fills in registration form

-Arranges right to work check (if not already 
completed)

Guaranteed hours calculated
Contract issued
iTrent updated

IT Account issued (if applicable)

New PTA (not currently employed)

Existing PTA (already employed from previous year)

Faculty/Department issues Assignment 
Schedule to PTA

Department/Faculty Approval (if 
applicable)

PTA ready to work 
and claim their 

hours

Faculty/Department action

HR Operations action

PTA Action

PTA reviews and signs contract

Right to work checks taken at this stage should 
be forwarded to 

humanresources@exeter.ac.uk

WEEKLY Action
Registrations and right to work checks are 
reviewed weekly and actioned (or chased) 

accordingly

Additional hours on top of 
guaranteed already confirmed - 

no further action

PTA must not start workung until they have 
completed their right to work check.
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