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EXTERNAL STAFF - PAYMENT FORM

(Includes Visiting Lecturers, Assessors etc.)
Not to be used as a timesheet for Teaching Assistants or Bank Workers

SECTION 1: TO BE COMPLETED BY THE CLAIMANT – All sections marked * are mandatory.
If your bank account details have not already been provided to the University or there are any changes since your last claim, please complete Section 3 overleaf.    The University regrets that it is unable to issue a cheque for payment.  

	*Title:


	*First Name & Initials:
	*Surname:

	*Correspondence Address:
                                                                                                    

	Department:


	Course Title(s)/Unit Number(s):

	Details of Work Undertaken:
	Departmental Use Only

	Date work undertaken
	Type of work e.g. lecturing, tutorials, other
	No. of sessions/

No. of hours worked
	Rate of pay per session/per hour
	Total

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total payment due:
	
	

	Signed:


	Date:

	SECTION 2:  TO BE COMPLETED BY THE DEPARTMENT



	Please enter the Cost Centre and where applicable, any Project OR Sub Project numbers.

	2
	9
	0
	0
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Does this work require recognition as a teacher, under ordinance 21?  YES/NO (delete as appropriate).  If yes, please complete a Recognised Teacher Appointment Form.

	Payroll Authorised Signatory: …………………………………………………………………………………………
Print Name: …………………………………………………………………………………………………………………….




SECTION 3 : TO BE COMPLETED BY THE CLAIMANT   (If bank account details have not already been provided to the University or there are any changes  since your last claim) 

	*Date of Birth:
	*National Insurance Number:



	*Name and Address of Bank to which payments are to be made:



	Sort Code:
	Account Number:


	Signed:


	Date:


Important Information:

Right to work in the UK:

The Immigration, Asylum and Nationality Act 2006 places a duty on the University to ensure that those working for us are eligible to work in the UK.   To ensure we are treating everyone equally the University requires to obtain proof of right to work in the UK of all workers, regardless of where they are from, prior to them commencing work with the University.   

We cannot process payment without confirmation that an individual is eligible to work in the UK. Please attach the copies of the appropriate right to work documents to this form. Advice on the documents that provide evidence of right to work can be found on HR & OD webpage or by contacting the HR Operations team.  

Tax:

All payments will taxed at the current basic rate ie 20% (BR) unless a completed P46 form is submitted.
Real Time Information:

HMRC now require standard information from individuals who are being processed via the University of Stirling payroll therefore all sections marked with * are mandatory and must be completed.  We will return all forms which are not fully completed which will result in payment being delayed.
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