UNIVERSITY OF SUSSEX
Request to engage or extend a Temporary Agency Worker

A new form should be completed for each new assignment and/or each extension to an assignment. This process has been introduced in response to the Agency Workers Regulations 2010, which came into force on 1 October 2011.
	Department


	Division/School




If engaging a temporary agency worker:
	Start date


	End date*
	Duration (weeks)**

	Purpose of temporary assignment




If extending a temporary agency worker:

	Original start date
	Original end date
	New end date*
	Total duration (weeks)**



	Reason for extension



	Manager name


	Manager signature
	Date

	HOS/Director name


	HOS/Director signature
	Date


*End dates must be specified.

**Where a temporary agency worker’s assignment is expected to last longer than 12 weeks, the agency worker will, after the 12 week qualifying period, be entitled to the same basic terms and conditions as if they had been recruited directly as a member of staff. This will significantly increase the agency fee. Managers are therefore encouraged to consider at the outset whether another casual and/or short-term resourcing method would be more appropriate. Advice can be sought from Human Resources. Please note that if the temp has been working in a similar role in another area of University, their time in this role may count towards the 12 week qualifying period.
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