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CASUAL EMPLOYMENT CLAIM FORM

Please complete this form and return to Employing Faculty/Directorate

	EMPLOYEE DETAILS (BLOCK LETTERS)
	
	Details of Claim

	Surname/Family Name:
	
	Job Title:

	First Name:
	
	Day/

Date
	Time
	Hours

	Faculty/Directorate:
	
	
	From
	To
	

	Employee No:
	
	
	
	
	
	
	
	
	
	
	

	Address for Payslip:
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	DOB:
	NI No:
	
	
	
	
	

	Please quote your NI no. otherwise contributions will not be credited to you by the DSS.
	
	
	
	
	

	
	
	
	
	
	

	1.  If you are employed by Brookes University in another capacity, please give  details:
	
	
	
	
	

	
	
	
	
	
	

	Employee No:
	
	
	
	
	

	Faculty/Directorate:
	
	
	
	
	

	Position:
	
	
	
	
	

	2. Is this your first claim?
	Yes  (
	No  (
	
	
	
	
	

	If NO please supply recent dates of service
	
	
	
	
	

	LOCAL GOVERNMENT PENSION SCHEME
	
	
	
	
	

	Please note that if your contract is for 3 months or more, you will be automatically admitted to the Local Government Pension Scheme. If you do not wish to join the scheme you should opt-out by completing the membership form that is enclosed with your contract. Once you have been a scheme member for three month you cannot receive a refund of contributions if you opt-out.
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	BANK DETAILS
	
	
	
	
	

	Bank Sorting Code: 
	
	
	
	
	

	Account:
	         Current (
	Deposit (
	
	
	
	
	
	

	Account No:
	
	
	
	
	

	Account Name:
	
	
	
	
	

	Bank/Building Society:
	
	
	
	
	

	Branch Address:
	
	
	
	
	

	Passbook No:
	
	
	
	
	

	ACCEPTANCE & DECLARATION
	
	
	
	
	

	I accept the offer of employment on the terms and conditions stated in the Contact of Employment issued to me and declare that I have worked the hours stated opposite.
	
	
	
	
	

	
	
	
	
	
	

	Signed:
	Dated:
	
	
	
	
	

	AUTHORISING FACULTY/DIRECTORATE
	
	
	
	
	

	I certify that the hours worked and pay rate are in accord with the authorisation and/or contract for this appointment.
	
	
	
	
	

	
	
	
	
	
	

	Authorised Signature:
	Dated:
	
	
	
	
	

	Cost Centre/Activity Code:
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Job Code:
	
	
	
	
	
	
	
	
	
	
	
	

	Hours:
	
	
	
	
	

	Hourly Rate:
	
	
	
	
	

	Total:
	
	PAYROLL OFFICE

	AUTHORISED BY DIRECTORATE OF HR
	
	Input by:
	Date:

	Seen (  Initials ______
	Checked (  Initials ______
	
	Checked:
	Date:


SUBMISSION OF CLAIM AND PAYMENT

1.
FORWARD TO THE HEAD OF YOUR EMPLOYING FACULTY/DIRECTORATE

Claims will be paid on a monthly basis.  Claims must reach the Directorate of Human Resources on the tenth day of the month for payment on the last working day of the month.  If you are already in receipt of a regular salary or wage from Oxford Brookes University payment for this claim will be added to the next appropriate payment.  Please contact the Payroll Office on extension 3739/3990 if you have a query concerning this payment.

2.
INFORMATION FOR FIRST CLAIMS
a)
National Insurance Number

If you do not know your National Insurance number you can obtain it from your local Contributions Agency (CA) Office.  Failure to supply this number may result in contributions not being credited to your records.

If you are a married women in receipt of a current Certificate of Reduced Liability, please staple a copy of the certificate to this claim.

If you are 60 (female) or 65 (male) you need not pay NI Contributions provided that you attach a copy of a certificate of non-liability obtainable from your local CA Office.

National Insurance Contributions will be deducted in accordance with CA regulations.  If you are self-employed and paying contributions directly you must contact your local CA Office to obtain an exemption certificate before deductions can cease.  A refund of any overpaid contributions will be made on receipt of this authorisation from the CA.

b)
Income Tax

Income Tax will be deducted at the basic rate unless you send a valid P45 to the Payroll Office.  If you do not have a P45, you may obtain a P46 form from the Payroll Office which needs to be completed in accordance with the instructions, signed and returned to the Payroll Office.
If you are a student who is only working during the vacations you may complete a form P38(s) which you can also obtain from the Payroll Office.  This will exempt you from having income tax deducted if your total earnings for the year are below the current standard personal allowance.

If you feel that you may be exempt from paying Income Tax as you are self-employed, you should contact the University’s Status Inspector on 01908 250195 (tel) or 01908 231564 (fax).  If the Inspector agrees that you should be paid gross, s/he will need to confirm this in writing to the Payroll Office.  Payments will only be made gross upon receipt of this confirmation.
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