
[bookmark: _Toc57552856]SAMPLE - AGENCY WORKER REQUEST FORM 



	A
	Business Area Nominated Representative name.

Telephone No.

Email
	


	
	
	

	
	
	

	B
	Line Manager’s name
	

	C
	Line Manager’s Payroll Number
	

	D
	Line Manager’s email
	

	E
	Purchase Order Number 
	

	F
	Cost Centre Number
	

	G
	Lot number 
	

	H
	Occupational Group
	

	I
	Job Role Required 
	

	J
	Analogous Grade 
	

	K
	NICS pay scale 
	

	L
	Number of Agency workers required
	

	M
	Job outline including main duties / Purpose of Job/Function of Role
	

	N
	Essential Experience & Qualifications required.
(This should be kept to a minimum to have a broader selection of suitable candidates)


	





	O
	Desired Experience and Qualifications.
	


	P
	Requesting Branch (Must match precisely the HRConnect Hierarchy)
	

	Q
	HRConnect Hierarchy
	

	R
	Location
	

	S
	Department
	

	T
	Funding Source
	|_| NICS
|_| DWP

	U
	Start Date
	

	V
	Duration of Placement / Expected End Date 
	

	W
	Work pattern (e.g. 9 to 5; Monday to Friday)
	

	X
	Headcount / FTE
	

	Y
	Hours per Week (max 37)
	

	Z
	Allowances - applicable e.g. SDA; NDA.
Please confirm the date from when allowances are effective e.g. post training.
	|_| YES
|_| NO

From ____________________(if applicable)

	AA
	Detail percentage rate of allowances e.g. SDA; NDA, (if applicable).
	

	BB
	Time Sheet Authorisers (min of 2 names incl. email addresses)
	

	
	
	

	
	
	

	CC
	Evidence of Eligibility
(EE) required
	|_| YES
|_| NO

	DD
	Benefits / facilities available -
(Please use this as an opportunity to provide any information which may enhance the appeal of this assignment to any potential candidates.
Please provide further information were appropriate e.g. Flexi not available until training completed)
	   |_| Hybrid Working Pattern
   |_| Fully Remote working 
   |_| Flexi 
   |_| Car Parking
   |_| On Site Canteen
   |_| Gym
   |_| Other, please detail below. 
Further information – 



	EE
	
Security Clearance Required
	[bookmark: Check1]|_| Basic
|_| Standard
|_| Enhanced
|_| CTC
|_| SC

	FF
	Reason for Request 







	|_| Vacant Post (IRC required – see below)
|_| Leave
|_| Sick Absence
|_| Special Exercise
|_| Maternity Cover
|_| Temporary Promotion Chain

	GG
	Reason for Request Vacant Post – HRConnect IRC number (for NICS use only)
	IRC
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