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Unitemps, started and owned by the University of Warwick, provides 
temporary jobs and work opportunities on campus and in local 
commercial businesses for students, recent graduates and the wider 
community. Our team are totally committed to finding you the right job. 
Unlike most recruitment agencies, our staff don’t work on commission. 
Instead they are driven by helping candidates find jobs and helping 
employers find talented candidates. So, whatever you are looking for, 
Unitemps looks out for you.
This handy guide is designed to help you through the process of 
registering with Unitemps, searching and applying for roles, submitting 
timesheets and claiming holiday pay. 

IN THIS EBOOK YOU WILL FIND HELPFUL TIPS ON :

• Joining Unitemps
• Creating your profile
• Searching and applying for a job
• Starting a new job with Unitemps
• Submitting timesheets
• Claiming holiday pay 

Joining Unitemps 
So you’ve visited the site and browsed our opportunities, now it’s time to 
begin the process of applying. 

Create your profile

STEP ONE

On the Unitemps homepage, you will see a ‘Register’ button in the top 
right corner of the screen. Click through to create your profile.

STEP TWO

You will now be asked to complete some contact details, including your 
name, email address, telephone numbers and address. 
The ‘Primary Unitemps Branch’ is where you select the branch that 
is closest to you – you will, however, be free to apply for roles at other 
branches. 



TOP TIP

Each field has a  symbol that you can use your mouse to hover over 
and reveal more information to help you answer the question.

Search  and apply for a job
Once your account is verified and activated you can log on to the 
dashboard:

STEP THREE

Next, you will be asked whether you are studying, and if you have 
a driving licence. Some of our positions may have an occupational 
requirement for applicants to have a driving licence. 
Information from this section will only be considered when driving is an 
essential part of the job.  At the foot of this registration form you’ll find a 
terms and conditions requirement. Here you can read our Privacy notice 
and opt in or out of communication preferences. 

Once you select register, your account will be created and you will receive 
a verification email, once you click the activation link in the email, 
you are ready to browse and apply for jobs.
All the applications are based entirely online, so it’s important that you 
follow the steps to upload your CV to our system and your profile. Your 
CV will need to be in Word.doc format. It is possible to upload multiple 
CVs so don’t worry if you need to update your details. Uploading a CV 
at this stage is particularly useful as it will be available to you later when 
applying for jobs.
If at any time you forget your password, you can reset it using the 
‘Forgotten password’ link under the username field on the login page. 
   

https://www.unitemps.com/privacy-notice-uk


STEP ONE

By clicking ‘Find a job’, you will be taken to a new screen that includes 
results from your search. The search fields remain at the top of the page 
so that you can filter the search further if you need to, without having 
to return to the home screen. When logged in, you will be able to click 
through and apply for the jobs that appear on this screen. You will also be 
able to save jobs by clicking the star icon that appears to the left of each 
job title.
To access these saved jobs, scroll to the top of the page and click ‘Saved 
jobs’.

STEP TWO

Once in your ‘Saved jobs’ area, you can see all the vacancies you 
are interested in, and click through to each of them to read the job 
description and submit an application. 

Here there are sections to load your CV, find information, search for jobs 
and update your profile.
You can search our vacancies at any time on the home page, whether 
you have registered with Unitemps or not. You will see a search area on 
the right that will allow you to enter key words and location, as well as 
distance, job type, and category if you would like to filter your results 
even further. 

TOP TIP

You will only be able to use the distance bar if you have already 
entered your location. Once a location is detected, you can click the 
‘Distance’ drop down and specify that you want to see roles that are 
within a 2, 5, 10, or 25 mile/km radius. 

STEP THREE

Below the job description, any CV’s you have uploaded to the system 
will appear, and you can select the correct file. This will be the CV that 
gets submitted to the employer when you make your application, so take 
some time to ensure you have uploaded a CV you’re happy with, and that 
you have selected the correct file. You can then scroll down further, where 
you will be asked to input your covering letter. Alternatively, you can click 
‘Browse’ and upload a pre-written covering letter if you already have a 
file prepared and ready to upload. Finally, click ‘Apply for job’ and your 
application has been sent!



FINAL STEP

You can track your application by clicking ‘My applications’ from the 
navigation bar across the top of your screen.  Within this page, you can 
view details of job assignment you have applied for and the current status 
of your application. 

Starting a new job with Unitemps
Congratulations, you’ve had a successful interview and now our client 
wants to offer you the job! Before you get started in the role, we will 
have to carry out some basic administrative tasks to get you ready for 
work and to ensure you are paid correctly.  Once these checks have been 
carried out and your payroll form has been completed, you will be set up 
for any other assignments you are selected for in the future in connection 
with that branch.  You need to register separately for each branch that 
you work with.

ELIGIBILITY CHECK

Your Unitemps consultant will contact you to arrange for you to complete 
eligibility to work checks. These checks are a legal requirement and must 
be carried out either in person or over video call. You cannot start an 
assignment until we have seen your proof of eligibility to work. As part 
of the process, you will be asked to email/bring a copy of your passport, 
or other form of proof of right to work, national insurance number, 
and bank details for the account in to which you wish to be paid. The 
documents you will be asked to email/bring depends on your working 
status. For more information on the type of documentation required by 
us to carry out your eligibility to work check, visit our ‘Eligibility to work 
in the UK’ page or the Information page of your local branch, which can 
be accessed by selecting the ‘Information hub’ tab from the navigation 
menu near the top of the home page after you have logged in.

If you are successful, a member of our team will be in touch to arrange 
an interview, and will stay in regular contact with you to provide feedback 
from the employer and support if you have been unsuccessful and want 
to continue applying for roles. Good luck!



STUDENT VISA RESTRICTIONS 

If you are working in the UK under a student visa, you are required to 
email/bring proof of term dates to us in addition to the normal proof of 
eligibility to work documents. Most student visas will carry a restriction 
of allowing no more than 20 (or, in some cases, 10) hours of work per 
week during term time. Term time can vary for different courses and 
postgraduates are often considered to be in term time throughout their 
studies. Once you have completed your course, you will need to provide 
Unitemps with written confirmation of this from your university before the 
term time limits can be lifted. Please check with your student visa sponsor 
for further details on your working restrictions. 

FILLING IN THE PAYROLL FORM 

Once you have been selected for a role you will need to complete our 
Payroll Starter Form electronically. You should then email/bring this to us 
along with documents to prove your eligibility to work in the UK. You will 
be asked to provide some personal details and bank details.

GETTING PAID

Payment dates will differ depending on your local branch. You can track 
the payroll cut-off points and submission deadlines on the Candidate 
information pages for your branch. Log in via the home page, then select 
the ‘Information hub’ tab from the navigation menu near the top of 
the page. Here you can proceed by clicking ‘Select your branch’, and 
choosing the branch you are working through. Here, you will find a table 
of timesheet submission deadlines that you must meet in order to be 
paid correctly. 
You will also see the pay dates for each month to refer back to. Your 
statement will be sent to your home address and you should receive 
them about a day before the pay date. Payments in December differ to 
the rest of the year due to bank holidays, please check with your local 
branch for information about payments in December.

Submitting timesheets

STEP ONE

To submit a timesheet, log in to the candidate dashboard. Locate 
the ‘Timesheets’ tab along the purple navigation menu or from the 
candidate dashboard.

STEP TWO

First of all, you need to select the job for which you are submitting your 
timesheet. If you work multiple assignments simultaneously, you should 
submit separate timesheets for each assignment. At this stage, you will be 
able to see a history of all your previously submitted timesheets and can 
check their status. To create a new timesheet, click ‘Select a job’ after 
selecting the assignment for which you wish to submit your hours. Your 
status needs to show as ‘Current’ to submit a timesheet, if it does not, 
contact your local branch.

STEP THREE

You will see a new screen with a history of all the timesheets you have 
submitted for the assignment that you selected in the previous step. You 
also have the functionality to filter your timesheets by status. Continue to 
‘Create new timesheet’ to submit your hours for the current week.



STEP FOUR

You have now reached the input form for submitting your hours for your 
selected assignment. You will need to select the week for which you wish 
to submit your hours by selecting the drop down menu under the ‘Your 
hours’ section and selecting the relevant week.  

TOP TIP

The system will allow you to submit hours for up to six weeks 
previously. In order to avoid missing the cut-off point for payroll, we 
suggest that you submit your timesheets weekly so that you receive the 
full amount of pay each month. For more information on payroll cut-off 
dates, visit the submission and pay dates button on your dashboard. 
You will need to be logged in to find these.

STEP FIVE

On the input form, you should input your hours for each day worked. 
Enter the start time of your shift followed by the end time i.e. the 
time your lunch break starts. You can then enter the start time of your 
next ‘shift’ i.e. when your lunch break ends, followed by the time you 
leave work. If you worked multiple shifts over the course of a morning, 
afternoon or both, you have the option to add a shift as well as remove a 
shift.

TOP TIP

If your shifts are fairly standard, use the ‘Copy shifts from…’ function 
to quickly fill out each day. Then, if you need to tweak one or two days 
in which you worked a different pattern, you can do so. 

STEP SIX

After you have entered your timesheet, you can check your total hours 
and minutes underneath the input form. Additionally, if you have 
worked irregular hours or a different pattern to the one agreed with 
your employer, you can add information in the ‘Notes’ section which 
Unitemps branch staff will be able to use as a reference if your timesheet 
is queried for any reason.



TOP TIP

You won’t be able to submit hours for a job in advance i.e. you must 
have already completed the work for which you are submitting your 
hours. Your manager will receive an alert the Tuesday following your 
timesheet submission to remind them to authorise it. You can check 
the status of your timesheet in ‘Timesheets’ on the dashboard 
you started on. Before authorisation, your timesheet will display 
‘Entered’, ‘Authorised’ after your manager has approved the hours, 
and ‘Paid’ after the money for that timesheet has been paid to you. 

Rejected Timesheets
If it is obvious why your timesheet was rejected (wrong hours or dates or 
wrong job etc) you have the option to edit it and resubmit:

If you are unclear as to why the timesheet was rejected, please contact 
your line manager.

Claiming holiday pay (UK only)
Holiday pay is calculated by the number of hours worked multiplied 
by the holiday pay rate of a particular assignment. Holiday pay is an 
additional pay rate to your standard wage, which accrues as its own entity 
and is available to claim through the Unitemps website. Unitemps holiday 
year runs from 1 October through to 30 September and all holiday 
entitlement must be taken during the course of the leave year in which it 
accrues. For further information regarding holiday pay follow this link.

STEP ONE

To claim holiday pay, login from the home page. Once logged in, you 
will see your name in the top right corner of the screen. You can click 
your name to reveal a dropdown menu, then select ‘Claim holiday pay’.    
Alternatively, you can access the ‘Claim Holiday Pay’ tab from the home 
navigation menu near the top of your screen after you have logged in or 
from the Holiday pay section of the dashboard.
Please note that you can only see holiday pay accrue after each 
timesheet has been authorised.  

https://www.unitemps.com/holiday-pay-university-of-warwick


We hope you find this information 
useful, but should you need any 
further assistance please check                       

www.unitemps.com where you will find 
the contact details for your local branch.
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STEP THREE

You have successfully claimed your holiday pay. When you return to your 
‘Claim holiday pay’ screen, the holiday pay that was previously available 
to request will appear under ‘Requested’ until the next pay day. If you 
claim your holiday pay after the cut-off point for the next pay cycle, you 
will receive the payment the following month. For more information on 
payroll cut-off dates, visit the submission and pay dates button on your 
dashboard.

AMENDING DETAILS

If you wish to change your bank details, amend your name or address, 
please use this form, print it off, sign and bring into the Unitemps office 
along with photo ID.

TAX & NATIONAL INSURANCE QUERIES

Contact HMRC. This link has information if you think you’ve paid too 
much tax.
For questions about National Insurance, please visit this link 
If you are paid on the last working day of the month, your PAYE reference 
number is 120/ZA76059. If you are paid on the 18th of the month your 
PAYE reference number is 190/U50.

STEP TWO

You will now see a history of holiday pay you’ve claimed in the past 
across all of your Unitemps assignments. Any holiday pay that has 
been accrued but not yet claimed will have a ‘Request’ option with the 
amount shown under the ‘Available’ menu. You can click ‘request’, then 
click ‘Confirm’ at the bottom of the page. 

https://www.unitemps.com/Media/Unitemps/PDFs/WUEL%20Amendment%20Form%202019.pdf
https://www.gov.uk/tax-codes/if-you-think-youve-paid-too-much-tax
https://www.gov.uk/national-insurance/overview

