
  Postgraduate Teaching Assistants 
  Payment process 
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Claim edited or 
deleted

College Admin – but may 
also be PTA co-ordinator / 
module convenor or line 

manager

Submit for 
approval

Record hours on 
iTrent ESS

Email notification 
of payment claim 
(reminders sent 
on regular basis)

Payment made in 
next available 

payroll 

Yes

Hours reviewed and 
approved

No

Review hours 
worked by Tier 4 

visa holders

Monthly
Pay received

 


