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Any individual paid by claim by the University must complete a starter form giving essential information required for payment, tax and monitoring purposes. No payments can be made where a starter form has not been submitted. The starter form must be counter-signed by an authorised manager of the University. The form will be returned to you if essential information (marked *) is omitted. You should ensure that you have read and retain a copy of the terms and conditions
. All payments are made subject to these conditions. 
PLEASE COMPLETE SECTIONS A to D IN BLOCK CAPITALS AND SIGN THE DECLARATION IN SECTION E THEN PASS THE COMPLETED FORM TO YOUR SUPERVISOR/MANAGER.
SECTION A: INFORMATION ABOUT YOU
	* Family Name
	
	* Title
	

	

	* Forename(s)
	
	* Phone Number
	

	
	

	* UK Home Address

(This is required for tax purposes: you should not provide a University or student term-time address unless this is your only address in the UK.)
	


	*Email
	


	National Insurance Number:
	
	
	
	
	
	
	
	
	
	
	


Follow this link if you do not have a National Insurance Number

SECTION B: INFORMATION ABOUT CURRENT/PREVIOUS WORK AT THE UNIVERSITY

	* Do you have any other current or previous employment at the University?
	Yes
	
	No
	

	

	If yes, please state your person/employee/payroll number (available on your payslip)
	
	
	
	
	
	


SECTION C: EQUAL OPPORTUNITIES INFORMATION

As part of its commitment to equal opportunities, the University monitors its workforce by sex, ethnicity, disability and nationality. In addition, the University is under a statutory obligation to provide certain information to the Higher Education Statistics Agency (HESA) anonymous basis) about the individuals who work for the University. Further information is available on the University website under the HR management of information
. To assist with this monitoring, please complete the information below. (The categories for ethnic origin and type of disability are prescribed by HESA.)
	* Date of Birth (DD_MM_YYYY)
	
	
	-
	
	
	-
	
	
	
	


	* Sex
	
	Male
	
	
	
	Female
	
	
	

	Ethnic Origin (please circle the appropriate box)

	ASIAN OR ASIAN BRITISH
	BLACK OR BLACK BRITISH
	OTHER ETHNIC GROUP
	MIXED
	OTHER

	Indian
	31
	Caribbean
	21
	Chinese
	34
	White and Black Caribbean
	41
	White
	10

	Pakistani
	32
	African
	22
	Any other ethnic background
	80
	White and Black African
	42
	Gypsy or Traveller
	15

	Bangladeshi
	33
	Any other black background
	29
	Arab
	50
	White and Asian
	43
	Information refused
	98

	Any other Asian background
	39
	
	
	
	
	Any other mixed background
	49
	
	

	
	

	Nationality
	


Disability
The University of Exeter welcomes people with disabilities and aims to be supportive in their employment.  We will be pleased to consider any special requirements, reasonable resources or facilities when working for the University. (Under the Disability Discrimination Act (DDA) a disability is defined as physical, sensory or mental impairment which has, or had, a substantial and long-term adverse effect on a person's ability to carry out normal day to day activities.)
	Are you disabled?
	
	Yes
	
	
	
	No
	
	
	


Type of Disability (please circle the appropriate box below if you answered YES to the question Are you disabled?)
	Specific learning disability (such as dyslexia or dyspraxia)
	51

	General learning disability (such as Down's syndrome)
	52

	Social/communication impairment (such as Asperger’s/ other autistic spectrum disorder)
	53

	Long-standing illness or health condition (such as cancer, HIV, diabetes, chronic heart disease, or epilepsy)
	54

	Mental health condition (such as depression or schizophrenia)
	55

	Physical impairment or mobility issues (such as difficulty using arms or using a wheelchair or crutches)
	56

	Deaf or serious hearing impairment
	57

	Blind or serious visual impairment
	58

	Other type of disability
	96

	Two or more impairments &/or disabling medical conditions
	08

	
	


SECTION D: INFORMATION FOR PAYMENT AND TAX PURPOSES

	* Name of Bank
	
	
	
	*Branch name
	
	
	
	
	

	

	

	* Branch Sort Code Number
	
	
	
	
	
	
	
	
	
	
	

	

	* Account Number
	
	
	
	
	
	
	
	
	
	

	

	* Name on Account
	
	
	
	
	
	
	
	
	
	
	

	

	Roll Number (Building Society)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	If you are of pensionable age, please supply Department of Work and Pensions form CA4140. 

	If maximum NI contributions are paid in other employment, please supply Department of Work and Pensions form CA2700


To ensure that you pay the correct amount of tax, please read all the following statements carefully and enter 'X' in the ONE box that applies to you. Please attach your P45 if you have one or forward this to the Pay and Benefits Office as soon as you receive it.

	A
	This is my first job since last 6 April and I have not been receiving taxable Jobseeker's Allowance or taxable Incapacity Benefit or a state or occupational pension.
	     

	B
	This is now my only job, but since last 6 April I have had another job, or have received taxable Jobseeker's Allowance or Incapacity Benefit. I do not receive a state or occupational pension.
	

	C
	I have another job or receive a state or occupational pension.
	

	Student Loans
	

	If you left a course of Higher Education before last 6 April and received your first Student Loan instalment on or after 1 September 1998 and you have not fully repaid your Student Loan, enter 'X' in box D. (If you are required to repay your Student Loan through your bank or building society account do not enter an 'X' in box D.)
	


SECTION E - DECLARATION

Claimant: I accept that any work offered to me will be in accordance with the terms and conditions
 and that I have read and understood these and I understand that I have the opportunity to opt-in to the pension scheme for individuals paid on a claims basis.  I understand that if I have any medical concerns which may affect my ability to undertake any work that may be assigned to me that I will contact Occupational health on (01392) 725025/723136/722217/725792. I confirm that the information given above is correct.

	Signed:
	Date:


Whatever your nationality, you should not undertake any work until you have produced evidence of your right to work in the United Kingdom – see guidance on the Right to work and immigration pages
 of the Human Resources website. 
SECTION F -  TO BE COMPLETED BY COLLEGE/SERVICE

**Failure to complete this section correctly will result in the form being returned and payment possibly being delayed**

	College/Service
	


	Work Location (please tick)

(required for HESA purposes)
	Exeter
	
	Cornwall
	


	University Work Address for payslips
	
	Or tick here for payslips to be sent to home
	


SECTION G – RIGHT TO WORK (TO BE COMPLETED BY COLLEGE/SERVICE)

**Failure to complete this section correctly will result in the form being returned and payment possibly being delayed**

	The Immigration, Asylum and Nationality Act 2006 requires the University to check the validity of the document(s) and satisfy itself that the worker is the person named in the documents they present and that the document(s) allow them to do the work in question. The worker must bring in their documents in person.
If they are a settled worker or a member of an EU/EEA member state (excluding Bulgarians and Romanians), then producing their passport will meet the requirements. If they cannot do this or are a Bulgarian or Romanian national please refer to the exhaustive list of documents they can produce from List A
. 

If they are a member of a non EEA state* then producing their passport endorsed to show that the holder is allowed to stay in the United Kingdom and is allowed to do the type of work in question is sufficient (please see below for what to copy). If they cannot do this please refer to the exhaustive list of documents they can produce from List B
. 

If they are a student who is a member of a non EEA state* they should produce their passport complete with visa; If the visa reads:

‘Work (and any changes) must be authorised by the Secretary of State’ or ‘Able to work as authorised by the Secretary of State’ 

they can work a maximum of 20 hours per week during term-time and up to 40 hours per week during holidays. 

If visa reads ‘No work’, then they must not work while they study. 

For further information on checking the right to work see the Right to Work and Immigration pages
 of the Human Resources website. 

You must check the following:

· that any photographs contained in the documentation are consistent with the appearance of the employee; 

· the consistency of dates of birth across documents and; 

· that the expiry dates of any limited leave to enter or remain in the UK have not passed. 

If the worker presents documents which have different names, you will need to ask them for a further document (eg marriage certificate, divorce decree, deed poll document or statutory declaration) to explain the reason for this. All original documents presented should be copied, in particular the following parts:
· The front cover and all the pages which give the potential worker’s personal details.  In particular the page with the photograph and the page which shows his or her signature.

· Any page containing a United Kingdom Government stamp or endorsement which allows the potential worker to do the type of work on offer.

*If the worker does not have the right to settle permanently in the UK and has produced document (s) from List B, you will need to check these documents every 12 months until they can produce a document from List A.

Photocopies should be signed (by the person checking) and dated to verify that the original documents have been seen. Failure to do so could result in a fine and the University losing its right to employ international staff 
	tick 

	Documents attached, checked, verified and signed (tick box) 
	



I confirm that the above person may be employed on a claims basis in this College/Service in accordance with the University’s financial requirements and regulations and checks under the Immigration, Asylum and Nationality Act.

	I confirm that the above person has received a copy of the terms and conditions Signed:
	Date:

	Print Name:
	Job Title:


**PLEASE CHECK THAT ALL FIELDS HAVE BEEN COMPLETED IN SECTIONS F and G**
PD81





Pay-By-Claim Starter Form for New Claimant








� http://www.exeter.ac.uk/staff/employment/payandconditions/payroll/claims/policy/termsandconditionsforclaims/


� http://www.exeter.ac.uk/working/new/international/natinsurance/


� http://www.exeter.ac.uk/staff/employment/managementinfo/personaldata/datapro/


� http://www.exeter.ac.uk/staff/employment/payandconditions/payroll/claims/policy/termsandconditionsforclaims/


� http://www.exeter.ac.uk/staff/employment/righttowork/proof/how/


� http://www.exeter.ac.uk/media/universityofexeter/humanresources/documents/immigrationandrighttowork/List_A_Documents.doc


� http://www.exeter.ac.uk/media/universityofexeter/humanresources/documents/immigrationandrighttowork/List_B_Documents.doc


� http://www.exeter.ac.uk/staff/employment/righttowork/








