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	LECTURER DETAILS (BLOCK LETTERS)


	Name (Mr/Mrs/Miss/Ms)
	

	Faculty
	

	Employee No
	

	Address
	

	
	

	1. Are you employed by Brookes University in another capacity?
Yes/No

	If yes please give:

	Employee No
	

	Faculty
	

	2. DOB:
	3. NI No:

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

	4. Is this your first claim?
Yes/No

	If NO please supply recent dates of service

	BANK DETAILS

	Bank Sorting Code
	

	Current/Deposit
	Account no:

	Bank/Building Society
	

	Branch/Address
	

	ACCEPTANCE & DECLARATION

	I accept the offer of appointment on the terms and conditions as stated in the Contract of Employment issued to me and declare that the lectures on the dates and for the hours shown are taken by me in person.

	

	

	Signed
	

	Dated
	

	VERIFICATION OF HOURS WORKED

	Signed (responsible manager)
	

	Dated
	

	AUTHORISING FACULTY

	Expenditure Code

	

	Signed (Dean of Faculty)

	

	Dated

	

	AUTHORISED BY THE HUMAN RESOURCES DIRECTORATE

	Hours

	

	Rate

	

	Travel

	

	Signed
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Specialist Lecturer

- Claim Form

Please complete this form (see back for details) and return to the employing Faculty.
	DETAILS OF CLAIM

	Faculty:

	Subject(s):

	

	

	

	Date(s):

	

	Fee/Hourly Rate:

	
Total
	

	TRAVEL EXPENSES - CAR

	Miles per round journey
	

	Deduct first 20 miles
	
- 20

	= Claimable miles

	

	x No journeys 

	

	= Total miles claimable

	

	x 15p/mile = Total claimed
	£

	PUBLIC TRANSPORT

	Cost return journey
	

	Deduct first £2.00
	
- 2.00

	= Claimable cost
	

	x No journeys

	

	Total claimed
	£



Ref: SpecLecClaim/2003/v.4
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REGULATIONS AND INFORMATION FOR TEMPORARY LECTURING STAFF

1.
Payment

1.1
Payment is due on a monthly basis on the last working day of each month.  To ensure the claim is paid as soon as possible the form should be submitted to your employing Faculty in order for them to authorise the claim and return the form to the Directorate of Human Resources by the 10th of the month.  NB: No authorisation no payment.
Campus addresses: Gipsy Lane Campus, Headington, Oxford, OX3 0BP/Wheatley Campus, Wheatley, Oxon, OX33 1HX.

1.2 The payment will be made directly into your bank.

1.3 Claimants employed by a VAT registered company should supplement the claim form with an invoice.

2.
Travelling
2.1 Travelling expenses will not be paid where attendance at the University involves a round trip of less than 20 miles.  Where a longer journey is involved, travelling expenses over and above £2.00 will be paid at the following rates:

2.1.1
for travel by public transport, second class public transport rates

2.1.2
for travel by car, 15p per mile

Example:

	TRAVEL EXPENSES
	
	TRAVEL EXPENSES

	Miles per round trip
	100
	
	Cost of journey
	£10

	Deduct first 20 miles
	- 20
	
	Deduct first £2.00
	- 2.00

	= Claimable miles
	80
	
	= Claimble cost
	8.00

	x No of  journeys
	10
	
	x No of journeys
	10

	= Total claimable miles
	800
	
	Total Claimed
	£80.00

	x15 p/miles = total claimed
	£120
	
	
	


3.
Tax

3.1 The Inland Revenue’s position is that holders of an office of employment are subject to the provision of Schedule E and that payments made to them should be taxed under the Pay As You Earn procedures.  Although in many cases persons who are otherwise taxed on their income under the provisions of Schedule D as self-employed persons consider that additional income should be taxed under the same Schedule D umbrella, the legal position is that this is a separate matter and if subject to the Schedule E provision then Pay As You Earn should be operated.

3.2 The question of which procedure, Schedule D or Schedule E, should be operated is a matter between the taxpayer and the Inland Revenue.  The University is not involved beyond having received general instruction from the HM Inspector of Taxes that payments to office holders, ie. if during the part-time lecturing at Oxford Brookes University the lecturer is following an examination syllabus or a syllabus laid down by the University they are deemed to be an employee of the University and therefore subject to PAYE.

3.3 If, however, you are a registered Schedule D taxpayer, the Inland Revenue are prepared to consider an exemption from the general rule.  You should contact your Schedule D Tax Office and request that they authorise the Oxford Brookes University’s Tax Office, which is:

HM Inspector of Taxes, Cardiff 3, Government Buildings, Ty Glas Road, Llanishen, Cardiff, CF4 5FX

Ref No: 075/A9100

Tel No: 02920 325000

