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THE UNIVERSITY OF LEEDS

POSTGRADUATE RESEARCH STUDENTS ENGAGED IN TEACHING
Confirmation of Registration 
This form should be completed for postgraduate research students who are registered on the School’s Student Teaching Register

Sections 1 to 4 should be completed by the student registered to teach.   Please print clearly using block capitals.  Failure to do so may result in the delay of payments being made.  
Section 5 to be completed by the Head of School (or formal nominee) to confirm that the named individual has been placed on the School’s Student Teaching Register

Before completing this form postgraduate research students should read the notes overleaf.
	1. Faculty/School where registered for teaching 
	Department/Division

	
	

	2.
Personal Details - please enter all names as shown on your passport or birth certificate.

	Title
	First name / Given Name 
	First Middle Name
	Second Middle Name
	Family Name / Surname

	
	
	
	
	

	Address  
	National Insurance Number (if known)

	
	
	
	
	
	
	
	
	
	

	
	

	
	Date of Birth

	
	
	
	
	
	
	
	
	

	
	Postcode
	
	
	
	
	
	
	
	Gender (M/F)
	Nationality

	Please indicate ( if home or term time address
	Home
	
	Term-Time
	
	
	

	Do you have any criminal convictions which are not spent?                                                                                                            Yes/No                                                                                           

If you have any spent convictions, please refer to the ‘Guidance for Applicants’ on when these should be disclosed.

	3.
Details of Studentship

	Student ID Number
	Full time or Part-Time  
	Year of Study

(1,2,3  etc)
	Faculty/School/ 

where registered
	Type of award/Source of Funds (please indicate if self-funded) 

	
	
	
	
	
	
	
	
	
	
	
	
	

	Contact Telephone No 
	Email address
	Name and email address of main supervisor

	
	
	

	4. Documentation – If not already provided, the following documents should be attached

	Documentary proof of your eligibility to undertake paid work in the UK, which is in accordance with the requirements of the Immigration, Asylum and Nationality Act 2006.  A list of acceptable original documents is available at http://hr.leeds.ac.uk/IAN_act. Please note that this Agreement is conditional upon and cannot be deemed to have commenced, nor payment of any kind can be made, until such proof has been provided.

	A completed equality monitoring form available at http://hr.leeds.ac.uk/equality_monitoring_form.  We gather this information to foster good practice and to help us comply with legislative equality duties and obligations.


I confirm that I am registered on the School’s Student Teaching Register and that the information provided above and in any attachments is correct.  I understand that before I can teach I must have received guidance and training on teaching and that any false statement could result in my registration (and any consequent teaching engagements) being terminated.  I also confirm my understanding and acceptance of the University’s Code of Practice for Postgraduate Students Engaged in Teaching (as may be amended from time to time)
Signed
……………………………………………………………………

Date
……………………………………………….


Postgraduate Research Student

The form should now be returned to your School Administrator for completion of Section 5 and authorisation by the Head of School (or formal nominee).  
5.
Registration Details (To be completed by the Head of School (or formal nominee))
	Registration Start Date
	Registration End Date
	Cost Object

	
	
	


I confirm that the above named is on the School’s Student Teaching Register.  IF the named individual is allocated teaching, a teaching activity schedule will be provided detailing the agreed hours to be worked and the terms of their engagement.
Signed………………………………………
Print Name ………………………………………………
Date…………………………….


Head of School (or formal nominee)

This document will be returned to the Student signed by the Head of School (or formal nominee) on completion of section 5.
A copy of the completed form should be sent to Human Resources for the student’s payroll record to be set up on SAP.  
Postgraduate research students who register an interest in teaching and are placed on the School’s Student Teaching Register should note that:
1. Full-time students are restricted to a limit of 250 hours of paid teaching activities per session.  A session is a period of 12 months from 1 September – 31 August.  The limit of 250 hours includes preparation, contact, assessment, training and other paid work directly related to teaching.

2. Full-time students who wish to undertake paid activities beyond 250 hours should discuss with the Supervisor whether any teaching or other activities undertaken will adversely affect the time available for the conduct of their research.

3. If you are registered on the Student Teaching Register for more than one School, a separate form should be completed.

4. The University is under no obligation to provide you with work (or any additional work once it has done so).  The University reserves the right in its absolute to offer or refuse to offer work to you at any time and will not give any reasons for its decision.  If you are offered work, your times of work will be as required by your Dean of Faculty/Head of School.  Equally, you will be under no obligation to accept work or engagements which may be offered to you.

5. Your registration and any teaching engagements will automatically end on the date your registration as a postgraduate research student at the University of Leeds ends.

6. If you require this document in an alternative format (for example Braille, large print or electronic format), please contact Human Resources on extension 34146.       
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