PA2h - Setting up a non-
employee (including agency
workers)

HRIS

SUPPORT CENTRE

This guide shows how to set up the record for a non-employee
such as a contractor, agency worker, etc. Departments can
generally choose whether or not a non-employee needs a
record to be set-up, with the exception of agency workers
who, to comply with employment law, must be set-up in
CoreHR as non-employees.

What's changed?
Updated guidance on
address to be entered
when creating a new
starter. Jul 19

Refer to Recording start and end dates in CoreHR for guidance on the correct start date

to enter to ensure the employee is paid correctly.

Note: Refer to new guide QRG: PA2q_Set up a Non-Employee (Visiting Academic

or Student) for specific guidance on visitors.

@ This set up can be done on the day the individual arrives. Unlike appointing an

employee, it does not have to be done in advance.

Note: Before setting up an agency worker it is important to check with the
& agency that they have not recently carried out a similar role elsewhere in the
2 University. If they have, this may need to be taken account of when
calculating 12 weeks service. Refer to Personnel Services for guidance.

Navigate to: Personnel > Maintenance > Personal Profile

The Employee Search window opens.

1. Click the Mewy Appairtthents

2. Select the Posts tab.

3. Locate the relevant bucket post in the Post list.

@ For agency workers select AGENCY.
For all other non-employees select NONEMP.

button. The Applicants/Posts window opens.

4. Click the _S=legt | pytton to the right of the Post. The New Appointment Search

window opens.
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If multiple posts exist ensure you select the post with the status 'Auto
@: Commenced’ not 'Auto Commenced (approved)’.

Appointment Status | Department \ Post FTE | Active Fte | Active Apoointmenis|
Auto Commenced [ [ 000 | 690 | 226 | Select
Auto Commenced: (Approved) | | 0.00/| 6.90 | 276 Select

5. Use the Search criteria to ensure the individual does not already have a record.
Enter the individuals Name (Surname followed by first initial), NI number and/or

Date of Birth to search on. Click search .

information to ensure you do not create a duplicate record. If you later find a

Note: It is important to search as thoroughly as possible with the available
ilf
duplicate record has been created please notify HRIS Support.

6. An individual new to the University SHOULD NOT exist in the database. The search
results list will remain blank.

Note: If the individual is found they should be appointed as a Rehire (refer to
QRG: PA2d_Appoint Rehire) or QRG: PA2b_Additional Appointment as
relevant - but remember to complete the specific appointment details as per
& the guidance on page 3/4 of this guide.
2 Check also if the pay group needs to be updated by the HRIS Support team.

If you expect to find the individual, but are unable to locate them as expected,
and they were an employee on, or since, 01/08/03 contact HRIS Support. Do
not create a new record for the individual.

7. Assuming the individual does not have a previous history with the University, click
Creste hew Starter | The 3-step ‘New Person Record Wizard’ opens:

%3 Create New Person: Louise Wallton -

PER740

Personal Details Personal Details (Step 1 of 3)
Personnel Mo Type Default Automatic PRl Please enter new employee contact
= information on this screen.
ﬂ Post Details:
Forename |LOUI5E Details such as name, address, and
. telephone number can be entered here.

Surnamme [waLLTon Pay Details.
Address And Contact Information Centa

Mitidle Mame [MICHAELA  Male & Female " Unknown

Known s |Louise

Age
The R TR P 5%
Drate Of Birth 01-JAN-1985 30.56
Qualification |
Retirement Date

Country | (2]

Address Linel [High Street Marital Details

Address Line2 |0xford Marital Status NOT IN USE -

Address Line3 [ Date Of Martiage

Address Lined [ Previous Surname |

Address Lines [ Miscellaneous

Post Code [o3t [1AA NI number [aatizzaze
Phane ho. [ Passport No |
Mationalty [ &\l Starter Declaration [ >
Health Insurance Mame | ﬂ\
Health Insurance Mo.
[ File Complete
_ cancel | o Nests |
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8. Complete the fields as below:

Field Name (* mandatory)

Description

Forename *

Check/enter first name in full. E.g. Robert not Bob.

Surname *

Enter/check surname.

Middle Name

Enter all middle names in full.

Known As *

Enter first name only. Can be shortened if preferred.

Title *

Select from drop-down list.

Initials *

Enter initials for forename and middle names only.

Qualification

Field not in use.

Address *

Enter the agency name and address.

Post Code *

Enter post code, using both fields.

Phone No. *

Enter/check phone number. NB: this field should
contain one phone number only. Additional phone
numbers must be added via ‘contact details’.

Country * Select from drop-down list.
Nationality Field not in use.
Gender * Select as appropriate.

Date of Birth * A

Must be completed for agency workers, using the
format: DD-MMM-YYYY

Retirement Date

Please ignore this field. Calculated by the system, if
date of birth entered, but not compliant with recent
legislative changes.

Marital Status

Field not in use.

Date of Marriage

Field not in use.

Previous Surname

Field not in use.

NI Number *

A

Must be completed for agency workers at this stage.

Health Insurance
Name/No.

Field not in use.

File Complete

Field not in use.
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9. Click Nesxt == .
Post Details Post Detais (Step 1 of 2)
Post MoJSesuence  [acenc) - [re7] [NON-EMP AGENCY WORKER Personal Details: Please enter the post information for the
Post Profile Type [0 [Hon Employes 2 employee on this scraen.
1A _| Post Detais: ) o
Start Date 01-JUN-2018 ﬂ Target End Date ﬂ = Details such as department, job title
and cost centre may be entered here.
Planned End Date Auto Authorized [ Auto Commenced  [F Pay Details:
Hierarchy Details Appointment Details
Company [10 [unnERSTY OF OXFORD Post Type [o | [noN EMPLOYEE
Divizion [20 2 [FUTURE TECKNOLOGES Froject [ (20
Job Category 12
Sub Division [spoo ¥ [FUTURE TECHNOLOGIES l 2
Jak Title zaw | JobText| i [NON-EMP AGENCY WORKER
Level 4 |szwo01 )] [FUTURE TECHNOLOGIES e O B [ron curcovee
Marmgemert Unit  [szwo )] [FUTURE TECHNOLOGIES Sub Status [o | [noN EMPLOYEE
Department [z 2] [NSTTUTE OF FUTURE TECHNOLOGES Category x E2| [nOT APPLICABLEMNOT REQUIRED
Sul Cat pC OFFICE/ CLERICAL SUPPORT
Pay Administered by |[ZWDEP ) [FuTuRE TECHNOLOGES o atEBary ! Q|
Hours .00 Wieeks { FTE | o0.0000
Cost Cent =
st Certre |zwooooooooo00  EA) [NSTITUTE OF FUTURE TECHNOLOGES e Howe B e [2oms —— .
Lacation [oa1 i) [zw - FUTURE TECHNOLOGEES Rt @il FTE Azence Mgt FTE
Wiark Group |1 E |Cnre Defautt Work Group Penzionatle r Acting Up Incd r Secondment r
Action A i) [NEW APPOINTMENT
College Associstion | B | | 21
Reszon Code [nonEwR 2 [NEW APPOINTMENT (NON-EMPLOYEE)
Replaces Employes || (2] |
Comments |Ag ency worker
Cancel MNext >>
10. Complete the fields as below:
Field Name (* mandatory) | Description

Start Date *

Enter agreed start date.

Target End Date

Enter if applicable.

Company thru to Pay
Administered by

Enter all hierarchy details as appropriate.

Cost Centre *

Should be the departmental default. Format will be
AA00000000000 where AA is the 2 digit department
code. The coding string includes Activity followed by
Source of Funds with no punctuation separators.

Work Group

Not required. Leave as ‘Core Default Work Group’.

Project

Leave blank. You should not enter any information in
this field on the appointment.

Job Category

Do not use.

Job Title *

Pre-populated with Non-Employee or Agency Worker
as appropriate. Should be changed to actual job title.

Jok Texdt

Click the button and enter the actual job title (case
sensitive), if required.

Employee Status *

Select Non-employee.

Sub Status *

Select Non-employee.
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Category *

Indicates the role/categorisation of an academic
contract. It relates to the contract of employment and
the job description. Check/update if necessary.

Please refer to the Staff Classification Guide on the
staff classification section of the HR Analytics team
website.

Sub Category *

A\

Select relevant option. It is important that the
correct staff classification is selected for agency
workers. Full guidance notes can be found on the HR
Analytics team website This field must be
completed to prevent failure of interfaces to
other systems.

Hours * Enter, e.g. 0.

FTE Hours * Enter 0.

FTE * Enter O.

FTE% * Should be 0%.

Action * Select New Appointment

Reason Code *

Select New Appointment (Non-employee)

Mext ==

11. Click

f7u Create New Person -

Personal Pay Information Pay Details (Step 2 of 2)
Pay Group [ [non EMPLOYEES Personal Details: Please enter pay refated information for
- the employee on this screen.
Date Of Birth 01-JUL-1886 tJS Post Details:
- Details such as pay scale, point
and salary can be entered here.
e [ a1ss Pay Details:
Salary details Overseas Salary details
Pay Rate Type Overseas Salary ]
Rete Type |
Pay Scale ‘NDB ﬂ | Currency l:
Point ’—1 ﬂ Pay Scale | ‘
Rate Point X
Multplier [ 000000 Rele [ =
Hours ’—D Paygroup Hours ,799 Muttiplier ,—
Salary ,7
smaurt [ o I™ Qualification Ind. Effective Date [ ]
Eftective Date [zounzoie | I Increment Hold Ind. Salary Comments [
Increment Due Date ’7 Comments ‘
Salary Comments ‘
_ Cancel | _ s<previous | _ save |
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12. Check details are correct and update any of the following fields if required:

Field Name (* mandatory) | Description

Pay Group * Select 99 Non Employees.

@ Note: If you are rehiring the individual and the current
paygroup is 20 or 21 this cannot be changed.

Pay Scale Ensure this is set to N99.

Point * Should be set to 1. Do not change.

Multiplier * Should be 0 so no salary is generated.

Increment Due Date Not required.

Salary Comments * Enter any notes for the Salary Approver and Payroll,
e.g. to confirm they are a non-employee with no pay.

Paygroup Hours This value has no impact on pay and should be
ignored.

13. Click Save .

@ You should make a note of the Personnel Number for your future reference.

14. Click . You are returned to the Appointment Details window.

@ Note: The system auto-commences the individual, so you do not need to go
through the Commence process in Core.

The auto-commence process will generate a zero value salary line for
& approval.
It is important that this is approved to avoid issues for Payroll.

15. If you have Salary Approval access and it is appropriate to do so you can approve
the zero salary straight away.

16. Exit all windows back to the Personnel main screen.
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NEXT STEPS: Unless you were able to approve the zero salary it will now appear in
your approver’s list for approval. Approvers should refer to QRG: FD5_Approve (or
Reject) Salary/ Allowances for guidance on approving.

Remember you should also carry out the relevant right to work checks (excluding
agency workers).

No further actions are required for non-employees until an agency worker has been
working for 12 weeks. Refer to QRG: CH19_Change: Agency Workers at 12
Weeks for details. Follow QRG: EA1_End Appointments for details on closing the
record of a non-employee.

Useful Reports
To help track agency worker appointments don't forget to regularly run:
PERDEP06 Agency Workers.
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