Concise manual for the staff member regarding UT-Flex

UT-Flex is a web application for students and staff members of the University of Twente. This virtual “(temporary) employment
agency” matches the demand and supply of work (small jobs). Students can apply for small jobs. The administrative process
surrounding the appointment of student assistants and on-call workers is handled as much as possible via workflow. If you - as
a staff member - wish to have a small job (for example a student assistantship) carried out by a student, you can report this
small job via this application. You can do this via: http://www.utwente.nl, then to Quicklinks and then MyCampus portal and
subsequently web applications.
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In order to obtain access to UT-Flex, the first time you have to identify yourself with your staff number and password.
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Once you have identified yourself as a UT staff member, you can report a small job (student assistantship/on-call worker) for
UT-Flex. You can state a brief description of the activities, the relevant period, the number of hours budgeted and the financial
number. Subsequently you select the person within your unit who has to approve your application for support. The person
whose approval is required; the approver, often a member of the Human Resources department, will set the gross hourly salary
based on the Collective Labour Agreement. Also the budgeted number of hours for the job is definitely determined.
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Via this screen you can see which UT students are available to do your job. If you already have a candidate in mind for this job,
but this person is not yet included in the list, you can suggest the student to apply via UT-Flex.
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If you, as a staff member, have selected a student, you can pass on his or her name to the person (a member of the Human
Resources department) who has to approve your application. This person from your faculty or department can match a small job
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to the student. The person who has to approve your application can do this via a special application. The data are stored on

behalf of the Human Resources department (PA&O) (UT-Flex). Subsequently the student is informed that he or she is to
supplement the data for the salary administration via the screen (see page 6).
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UT-Flex requires the bank or giro account number, the tax and social insurance number, a signed individual payroll tax
statement and a copy of a valid means of identification from the student. The student will receive a formal written confirmation of
the employment, which serves as his or her letter of appointment. The student will be appointed as a student assistant and/or
on-call worker in accordance with the Collective Labour Agreement Dutch Universities. The student will receive a so-called zero
hours appointment. The hours worked are always to be charged afterwards. The other employment conditions are laid down in
the general provisions. These provisions can be referred via the site.
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Once the employment has been confirmed in writing by the Human Resources department, the student will shortly thereafter
receive via email a staff number and password from the ITBE department. As a student you can also continue using your
student number and password. If a student performs several small jobs at the UT, for example as a student assistant or as an
on-call worker, then he or she is to record the number of hours worked per small job.
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Subsequently the student can keep count of the hours worked via this screen on a daily basis. At the end of the month you, as a
staff member, will receive an email with an overview of the hours worked and a request to approve these. If you agree to the
hours stated, you can indicate this. Subsequently the hours will be presented via UT-Flex (workflow) to the salary administration
for payment. If you do not agree to the hours stated, you can inform the student of this. He or she can then adjust his or her
specification. Hours which are approved by you before the 10th day of the month, will be paid out in the same month around the

25th.

If you have approved the number of hours before the 10th and the student has not received his or her money by the 25th,
please contact the salary administration on extension 2835.
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