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REQUEST FOR TEMPORARY STAFF ASSISTANCE (TEMP 1)
Please complete the following questions and return to the Personnel Unit.  Staff assistance can only be provided for the duration of FOUR WEEKS.  Only one extension for a period of an additional 4 weeks will be approved under this system (by completing another request form).  Any application beyond 8 weeks must follow the Request to Fill Vacancy form procedure through the Establishment Review Committee.

School/Services ……………………………………………………………………………………………………
CONTACT NAME:……………………………………………….        EXT NO: ……………………………….
Please indicate by ticking the box alongside one of the reasons.

	  
	Permanent member of staff absent due to illness
	  
	 Vacancy exists in permanent  establishment

	
	Self funding obtained. Give details of  budget for charging
	
	 Other reason.  Give details


Please indicate skills/abilities required:

……………………………………………………………………………………….………………………….
……………………………………………………………………………………….………………………….
Please Note:

Unless the following details are completed in full, the request for temporary assistance will not be considered.

Budget Code: …………………………………………………………………………………………………

Funding: (If related to a project please indicate source & details of the particular project:
…………………………………………………………………………………………………………………
………………………………………………………………………………………………………………...

Authorisation (budget holder) ………………………………………..  Date: ……………………………

Start Date: ……………………………………….   End Date: ……………………………………………
Hours required: ………………………………….   Rate:  …. .…………………………………………...

Signed: …………………………………………..   Date: ..……………………………………………….
--------------------------------------------------------------------------------------------------------------------------------------
Approved for Head of HR Strategy & Personnel:……………………….…………….
Name of casual(s) undertaking this work: …………………………………………………………………
Pay Reference No. ………………………………………………………………………………………….
Agreed Start Date: ………….……………………  Agreed End Date: …………….…………………..  
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