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New Employee Form
Fixed Term Weekly Paid / Student Staff
Please complete ALL areas, as the information will be used to inform payroll and HR systems. Incorrect completion of the form may result in delays in processing your paperwork and start date due to compliance with HMRC Legislation.
Employee Details

	Last Name (s)
	
	First Name (including any middle names) as they appear on your identification
	

	Job Title:
	
	Department:
	

	
	
	
	
	

	Title (Delete as applicable)
	MR / MRS / MISS / MS

/ MX / NO TITLE  / Other – please state
	Gender (Male or Female as it is legally recorded by HMRC)
	

	
	
	Gender (Self Defined) – Delete as Applicable


	Male / Female / Other /

Prefer Not to say

	Date of Birth 
	
	National Insurance Number
	

	
	
	
	
	

	Address 1  (Term Time)

	Address
	
	Postcode
	

	
	
	Telephone
	

	
	
	Mobile
	

	
	
	

	Address 2  (‘Home’ address)

	Address
	
	Postcode
	

	
	
	Telephone
	

	
	
	Mobile
	

	
	
	

	Preferred Email Address:
	


 Payroll Details
	P45 Attached:
	 YES  / NO

	
	

	Bank Name
	
	
	

	Bank Address
	
	Bank Account Number
	

	
	
	Bank Account Sort Code
	

	
	
	
	

	Employment Start Date
	
	Hourly Rate:


PLEASE TURN OVER
Employee Statement
You need to select only ONE of the following statements A, B or C (Please put a cross in the box, next to the letter)
	A
	
	This is my first job since last 6 April and I have not been receiving taxable Jobseeker’s Allowance, Employment and Support Allowance, taxable Incapacity Benefit, State or Occupational Pension

	B
	
	This is now my only job but since last 6 April, I have had another job, or received taxable Jobseeker’s Allowance, Employment and Support Allowance, taxable Incapacity Benefit, State or Occupational Pension

	C
	
	As well as my new job, I have another job or receive a State or Occupational Pension


Student Loan
	Please put a cross in the appropriate box marked Yes / No  

	YES
	NO

	Do you have a Student Loan which is not fully repaid for a UK Higher Education Course completed before last 6 April ?
	
	

	Are you repaying your Student Loan direct to the Student Loans Company by agreed monthly payments?                                     
	
	


	Please put a cross in the appropriate box marked Type 1 / Type 2  



	TYPE 1
	TYPE 2

	What type of student loan do you have?
	
	

	You will have a Type 1 Student Loan if:
• You lived in Scotland or Northern Ireland when you started your course, or
• You lived in England or Wales and started your course before September 2012

You will have a Type 2 Student Loan if you lived in England or Wales and started your course on or after 1 September 2012.

If you are still unsure please contact the student loan company 


Emergency Contacts

	Emergency Contact 1
	
	Emergency Contact 2

	Name
	
	
	Name
	

	Relationship
	
	
	Relationship
	

	Contact Phone
	
	
	Contact Phone
	

	Contact Mobile
	
	
	Contact Mobile
	

	Address


	Postcode:
	
	Address

Postcode:
	


I can confirm that all of the above information is accurate at the time of completion.

Signed:







Date: 




Authorised by Manager

Signed:







Date: 
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