Talent Bank – policies
For recruiting managers

Our statement of service

Our mission is to provide screened, appropriate students for your temporary, short-term or part-time opportunities in a timely response. We endeavour to service your vacancy within your request timescale but where this is not possible we will notify you with immediate effect. 

The Talent Bank scheme adhered to and operates under the requirements set out in the University’s Student Employment Policy.

Policy:

· All student referrals to departments must be made by the Career Development Centre. If you know that a manager either within or outside of your department would like to recruit students please refer them to the Talent Bank co-ordinator in CDC for advice. Please do not forward any Talent Bank applications to other managers. 
· All recruiting managers must use the University Student Employment recruitment form. This must be returned once completed to local Human Resources managers (HR managers are responsible for confirming that a student has the right to work in the UK so therefore it is of the utmost importance that they receive all the relevant paperwork).
· Where a recruiting manager has concerns about the suitability of a student for their position this should be discussed with the Talent Bank co-ordinator who may refer them to the University Data Protection Adviser. Please note that all student workers sign a confidentiality clause as part of the Student Employment paperwork.
· Recruiting managers must inform the Talent Bank co-ordinator of the student they intend to recruit, along with the start and end dates of their employment.   In the unlikely event of a student receiving warnings or being dismissed the manager must inform the Talent Bank co-ordinator with immediate effect to ensure that the student is not placed inappropriately into subsequent jobs. Additionally, the manager must inform the Talent Bank co-ordinator if there is any change to the start and end dates of the student’s employment (for example, if a manager chooses to extend the duration of the student’s employment).
· The Career Development Centre is not able to carry out CRB checks – where this is a necessary requirement for a position the manager should discuss this with their local Human Resources Manager.

· All appointments through the Talent Bank are subject to students satisfactorily completing the Student Employment Policy paperwork and submitting this to Human Resources along with proof of eligibility to work in the UK.  This is also subject to the signing of the Confidentiality clause and employment remains subject to this and all further clauses within the Student Employment Policy paperwork.

· Please note that any advice needed regarding payroll/other financial matters should be sought from Finance/Human Resources. Further to this IT logins can not be provided by the Career Development Centre – the Talent Bank co-ordinator can explain the process for acquiring logins and it should be highlighted at the earliest stage possible where a manager envisages the need for a student to have restricted IT access. Please note that as per the university payroll operational restrictions no student can be added to the payroll system between 10th and 22nd of the month and hence can not be given IT logins during this time.

Disclaimer

Please note that at times of high peaks in the volume of requests from departments we may not be able to service your vacancy through the Talent Bank – under these circumstances we will inform you of this with immediate effect and will also endeavour to support you in finding a student by advertising your vacancy through our online vacancy service (students will see your advert and will apply to you directly with their application – a short deadline can be set for the vacancy in order to avoid further delays to your recruitment)
For students
Our statement of service:
Our mission is to provide paid opportunities (various hours and positions) across the university to help enhance your skills set and contribute financially towards supporting your studies.
Policy:

· Once your application has been successfully accepted and screened your documents will be forwarded, with your agreement, to recruiting managers on the basis of your skills, experience and availability meeting the needs of their role.  You will then be contacted either by the recruiting manager or the Talent Bank co-ordinator to advise you of the outcome.  

· As a member of the Talent Bank you are an ambassador for University of Westminster students and as such you need to be reliable, punctual and professional.  If you do not turn up for a job without giving prior notice and with good reason you will be dismissed from the Talent Bank.
· Once accepted as a member of the Talent Bank it is your responsibility to keep the Talent Bank co-ordinator updated regarding your availability for work.
· Applications for Talent Bank can not be accepted past the published deadline.  Further recruitment rounds will be advertised during the academic year as required.

· The Talent Bank co-ordinator is not able to handle specific queries regarding payroll and timesheets – these must be directed to Human Resources or Finance as appropriate.

· The Talent Bank operates within the normal university systems and as such for those timesheets submitted after 10th of the month payments will be not be received by students until 22nd of the following month.

· All appointments through the Talent Bank are subject to students satisfactorily completing the Student Employment Policy paperwork and submitting this to Human Resources along with proof of eligibility to work in the UK.  This is also subject to the signing of the Confidentiality clause and employment remains subject to this and all further clauses within the Student Employment Policy paperwork.

