	New Starter Form – Weekly pay
This form must be completed whenever a new employee is appointed to LUU to be paid through weekly payroll/ It is the unit manager’s responsibility to ensure that all sections of this form are completed and signed – failure to do so will result in delay in paying the employee.

PLEASE RETURN COMPLETED FORMS BY THE FRIDAY BEFORE 1ST TIMESHEET IS DUE
Employee Details – new employee to complete ALL these boxes in CAPITALS

Full name 

Mr / Miss / Mrs / Ms (circle)

First name

Surname
Date of Birth
Student at Leeds Uni?

Yes/No

Address (Leeds address please)

Postcode (essential)
Mobile / Home phone number 
Email Address 

Your pay slip will be emailed to you. Please provide us with a valid  email address 

Emergency Contact Details

Please include name/address/phone to contact in an emergency
National Insurance number

_ _ /_ _ /_ _ /_ _ / _
IMPORTANT – If you do not have an NI number, we will allocate you a temporary one. We will require you to provide us with a formal number as soon as possible. Please contact the NI office to obtain this on 0845 600 0643.
Bank account details

Account number _ _ _ _ _ _ _ _
Sort Code _ _ /_ _/ _ _
Account name:  __________________________________________________
Name of Bank/Building Soc ________________________________________
Branch Address____________________________________________________
___________________________________________________________________
Please note any factors you wish us to be aware of: You may request to speak directly to our HR department
Signature of employee:                                    Start date: 
IMPORTANT – ID Requirements: 
For UK/EU citizen – either a) passport id page copy; or b) birth certificate plus document confirming NI number (eg. P45, pay slip from last employer, NI card etc)

For Non-EU citizen – passport and VISA (noting fixed period for stay in UK)

If you have a P45 from a previous employer please submit it with this form 

Please complete Section B on the other side 

Section B

Your present circumstances
Please read all the following statements carefully and tick the ONE that applies to you.
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. 


OR
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. 


OR


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, tick box D. (If you are required to repay your Student Loan through your bank or building society account, do not tick box D.)           

	

	To be completed by manager and signed by authorised person

Job Title
Main working area

Pay rate (excl. holiday pay)
£                      per hour

Expected hours per week
If student, give reasons if more than 20hrs/wk

Signature of manager: in accordance with mandate
Print Name.
HR Manager 

Signature
HR use only

UK/EU - passport

UK/EU birth cert + NI#

Non EU – passport + visa

PAYROLL #
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