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Introduction 

Prior to the administrative process, the University Teacher (UT) requirements for each module will need 
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9. You as authorisers of claims will receive an email when we’ve done this. 
a. If they are a postgrad student doing teaching work, they will keep their PGR student username and password for my.HR. They will be able to 

log into my.HR at least 24 hours after accepting their contract, with their usual Lboro log in. 
b. If they are not a postgrad student, they will get an automatic username and password created for them by IT services within 24 hours. Contact 

your IT co-ordinator with the person’s staff number to retrieve their username and password for them. The teacher can ask 
ut.support@lboro.ac.uk to keep an Lboro account they may already have if they don’t want a new one. 

10. When the e-mail has been received that the university teacher has been transferred into their position the Immigration check should be completed on 
I trent for all university teachers (including postgraduates).  

11. Staff cards for University Teachers (who are not postgraduates) need to be requested by e-mailing hr@lboro.ac.uk.   University Teachers will have 
needed to provide a photo on their personal details form for the card to be printed.   

12. Next year if they are continuing to teach, they will not need to do this process again. 

 

Summary of process from University teacher point of view 

1. Click on the portal link in the e-mail sent by your department, and register a ‘new user’ with an email address, username and password. 
2. 
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4. If you need to submit additional University Teachers, complete and email a new blank version of the University Teacher Submission spreadsheet to 
UT.Support@lboro.ac.uk. Keep a local MASTER version with all University Teachers listed and the modules they are teaching on as you will need this 
information to authorise claims later in the process.  
 

Note:  If a Postgraduate University teacher is to continue teaching once they have passed their PhD they will need a new position as a University Teacher 
as the terms and conditions of the contract are different.  Please complete the submission form with all their details and state this is a replacement 
position.  Please e-mail to UT.Support@lboro.ac.uk. 
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Section 2 – Requesting submission of personal details from University Teachers 

1. In early September, send the email below to University Teachers who did not work in the previous academic year requesting that they submit their 
personal details via the University Teacher Personal Details Portal.  
 
Note:  A specific link for your School/Department will be sent to you by UT.support@lboro.ac.uk in time for the start of each academic year.  Please do 
not re-use a link from a previous year as this may change. 
 

 
Dear <<University Teacher>> 
 
I understand that you will be providing teaching for the School of << name>> at Loughborough University during the <<--/-->> academic year.  
 
In order for us to create a record for you within our system that will enable you to claim payment for the work you complete, I would be grateful if you 
can submit your personal details via our secure <<University Teacher Personal Details Portal
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Best wishes, 
 
<<School UT Administrator name and contact details>> 

 

Section 3 – University Teacher contracts and schedules of work 
 
Note: Once a University Teacher has a record in iTrent, they will be emailed a contract (There are different types as a Postgraduate University Teacher has 
different terms and conditions to a University Teacher).  

 
1. The School should send Schedules of Work to their University Teachers (example below). This should include the type of work they will be doing; the 

date, time and venue, including a campus map link; and the number of hours they should claim for, including a breakdown of contact time and, if 
applicable, preparation time. The schedule of work should not duplicate information held in the contract.  
 
Dear <<University Teacher>> 
 
Schedule of work for <<Module Code>> - <<Module Title>> 
 
Thank you for agreeing to work on the module above. Please find confirmation details below. 
 
Type of Work Date Time Venue Claim hours 
Seminar 20/10/2014 10:00-12:00 SMB.0.08 (campus map link) 2 + 1 for preparation 
 

Guidance for University Teachers is available on the University website here: <<link>>.  



 

 
2. For University Teachers where this is the case, send them the email below and copy in the relevant Module Leader and the School’s ADT/Learning & 

Teaching Co-ordinator.  
 
Dear <<University Teacher>> 
 
Our records show that you are due to commence work in the School of <<School name>> on <<exact start date>> but that you have not yet submitted 
your personal details through our secure online portal (link) and accepted your contract. 
 
We regret you will be unable to take up your employment until you have completed the necessary online forms.  
 
If you have any queries regarding this, please do not hesitate to contact me. 
 
Best wishes, 
 
<<School UT Administrator name, contact details>> 

 
Note: University Teachers, who return in a subsequent academic year, will not receive a new contract in each new academic year. They may, therefore, 
seek clarification from you of what their current rate of pay is and you can email UT.Support@lboro.ac.uk to find out for them.  
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a)  Original valid passport and, where appropriate, a visa. 
OR  

b)  For UK Nationals, a full birth certificate issued in the UK which includes the name(s) of at least one of the holder’s parents together with an official document 
containing your National Insurance Number and your name issued by a Government agency or previous employer. 

 
You should bring these documents to <<UT administrator>> in <<building_name>>, <<room>>. 

If you do not have the relevant document(s), please contact the above named person immediately to discuss this. We regret you will be unable to take up your 
employment before satisfactory evidence of permission for this is provided. 

 
Best wishes, 
<<School UT Administrator name, contact details>> 

 
Checking and copying 
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