
Process to engage postgraduates in order to support their studies 

Departments/ Supervisors who wish to offer work to completing PhD students for a short specified 

period should follow the procedure outlined below.  A short period is normally considered to be 3 

months, although up to 6 month is negotiable with HR.  Please contact your Faculty HR 

representatives whose contact details can be found at 

https://www.dur.ac.uk/directory/units/admin/registrar/hr/For the number of hours to be offered 

and visa restrictions to work in the UK please refer to page 3 in the Discretionary Postgraduate 

Stipend and Payment Processes document. 

1. A very brief job description and person specification for the role should be prepared and 

sent to your HR contact (HR Officer) who will assess the grade and hourly rate for the work.  

2. If the funds are to be spent from a research grant, the relevant Accounting Assistant in the 

Finance Department, who oversees the grant, should be contacted or the Faculty 

Accountant, if departmental funds are being used.  They will be able to advise you on the 

duration and number of hours you could offer based on the funding available. 

3. To be fair and transparent, temporary/casual work should be advertised, preferably through 

the Careers, Employability and Enterprise Centre for which information can be found at 

http://www.dur.ac.uk/ses/employers/sesunistaff/. Selection criteria should be clear and 

applied consistently and fairly. As a minimum, applicants should be provided with the main 

duties and person specification and asked to respond to these by means of CV and covering 

letter indicating, with evidence, that they meet the job requirements.  Shortlisted candidates 

must  meet the essential crieteria in the person specification and an appropriate interview 

process must be followed to select the successful candidate.  

In some cases, if an individual has unique research skills and competency to carry out 

particular research work, they can be offered the work without going through the 

recruitment process.  This should be discussed with your HR contact. 

4. A contract for service letter must be issued by the Head of the Department.  A copy of the 

letter is attached as appendix 4 

5. Payment for the work completed should be made through the taxable fees payment system 

and you will find the process for payment at 

http://www.dur.ac.uk/hr/payandreward/taxablefees/ 

6. All workers are entitled to be paid holiday pay, even for casual or temporary work.  The 

holiday pay is calculated by multiplying the number of hours worked by 12.07%.   Holiday 

pay must be paid in addition to the hourly rate. Alternatively individuals can take time off 

instead of being paid for their accrued holiday hours. 

7. If students meet the qualifying criteria, they will be automatically enrolled into a qualifying 

pension scheme, by the University. More information can be obtained from Richard Walters 

via r.a.walters@dur.ac.uk. 

8. If the duration of work is for 6 months or more or the existing work is extended beyond 6 

months, the vacancy has to be advertised on I-Grasp and the appointed candidate will be 

issued with a contract of employment.  Contact your Faculty HR Officer/Manager for advice. 
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