
HIRING MANAGER HIRING ADMINISTRATOR WORKER HR/PAYROLL

ONE-OFF PROCESS

Hiring administrator sends online 
'one-off' personal details (PD) form 

link to the worker to complete

Worker completes online 'one-off' 
PD form

An automated email is sent directly 
to the hiring administrator (as per 

the email address that the employee 
provides on the PD form)

Hiring administrator gathers right to 
work documentation and personal 

details email

Worker takes original passport/visa 
documents in person to hiring 
administrator to be copied and 
verified. This must be done in 

advance of any work taking place

Hiring administrator follows link on 
HR website and completes online 

'one-off' claim form - attaching right 
to work documentation and email 

confirming "worker has completed 
personal details form"

Payroll ensures that all information 
is entered onto the Payroll system

An automated email is sent directly to 
the hiring manager (as per the email 

address that the administrator 
provides on the One-Off Claim form)

Hiring manager authorises the 
payment request by forwarding the 
email onto hr-payroll@qmul.ac.uk


