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	Payroll Office Use:




Casual Payment Request Form

Completion Instructions
	STEP 1 – Department Complete Section A (Page 1)

Department representative to make arrangements to meet with the individual to conduct a Right to Work (RTW) check. This will be a manual check in most cases, but if the individual is non-British/non-Irish, a Home Office online right to work check must be done. Once the individual’s right to work has been verified and the necessary evidence has been obtained and endorsed, the individual may undertake work.  An individual cannot carry out any work until a RTW check has been done and it has been established that they have the right to work in the UK.  If the individual is an existing employee or student, advice should be sought from your local People contact as to whether a casual working arrangement is appropriate.

If expenses have been agreed, please provide details within Section B (Page 5), e.g. mileage rates. 

The Department representative should request that the Casual Worker complete Section B. 

	STEP 2 – Casual Worker Complete Section B (Page 2)

Please provide full name, not initials. A valid email address must be provided. Sign and date the form, and return to the department for completion of Section C. 

	STEP 3 – Department Complete Section C (Page 4)

Sign and date the form and submit to the Payroll Office for processing along with the endorsed evidence which was obtained for the Right to Work (RTW) check.

Advise your local People team of the visa expiry date (if applicable) for People to record as the next document date check date. If you need any advice or guidance on right to work checks, please contact your local People team. 

Forms must be submitted in the month the work was undertaken as per requirements of HMRC and Automatic Enrolment. 

Please note that incomplete forms will be returned and will delay payment.  


If you have any queries about how to complete this form, please contact payroll-admin@dundee.ac.uk. 
Section A – to be completed by the department 
Department Representative Details
	School/Directorate:
	
	Discipline/Unit: 
	

	Name:
	
	Email Address: 
	



Casual Worker Details
	Title:
	
	First Name:
	
	Surname: 
	
	Gender:*
	


*Please note that this information is required for HMRC.

	[bookmark: _Hlk172037060]If applicable, please tick: 

We (the department) have previously submitted a request for this person to receive a payment on a Casual basis since the start of the current tax year          
	    
 
       ☐


Description and Location of Work to be carried out
	






	Is the work Academic in nature?
	Yes/No
	If yes, please confirm the Academic Employment Function. Select from drop down menu:
· Not applicable
· Research only
· Teaching only
· Teaching and Research
· Teaching and Scholarship
 
	Not Applicable


	Is the individual working for the University as an External Examiner?          
	     ☐



	Date From:
	
	Date To:
	
	Hourly Rate (£)
	
	Expenses have been agreed
	☐


	Hours to be worked: 
(must be in blocks of 15 minutes, i.e. 1, 3.25, 5.75)
	
	Total to be paid (£)
	


Note: the level of payment made to the Casual Worker may not be representative of the amount that would be charged to the account, as there may be employer NI charges. 
[bookmark: _Hlk168916123]Section B – to be read and completed by the Casual Worker
Automatic Enrolment into a Pension Scheme
To help people save more for their retirement, the government requires employers to enrol their workers into a workplace pension scheme. If you meet the eligibility rules, we are legally obliged to enrol you into our workplace pension scheme that is provided by the University of Dundee Royal London (DC) Pension Scheme.  However, we are, as allowed by law, postponing your automatic enrolment assessment date for up to three months from the date that you started work. Your postponed automatic enrolment assessment date is as stated in your contract and/or your terms and conditions. During this postponed period, you have the right to join our workplace pension scheme.
If you do wish to join the University of Dundee Royal London (DC) Pension Scheme now please contact: Pensions Office, Floor 2, Tower Building, University of Dundee, Nethergate, Dundee, DD1 4HN in writing by sending a letter, which has been signed by you, quoting your National Insurance number and date of birth. Or if sending electronically, it has to also contain the phrase “I confirm I personally submitted this notice to join a workplace pension scheme” to pensionsoffice@dundee.ac.uk. Please see our information sheet on Automatic Enrolment. 
Casual Worker Details 
Complete in block capitals. Please provide full name, not initials. A valid email address must be provided. 
	Title:
	
	First Name:
	
	Surname: 
	

	
	
	Telephone:
	
	National Insurance No:
	



	Date of Birth:
	
	Email Address:
	



	 Are you an existing member of staff?*
If so, please provide details below
	☐

	UoD Employee Pay Reference No, 
If known/if applicable – can be found on previous UoD payslip 
	

	Are you currently a student with the University of Dundee?*
If so, please provide details below
	☐

	UoD Matriculation Number
If applicable – your matriculation card will be copied and submitted with this form.

	


*If you are an existing employee or student, your manager will seek advice from your local People contact as to whether a casual working arrangement is appropriate.
	Are you over state pension age, and not liable to pay National Insurance? 
If so, please tick here, and attach a copy of: your NI exemption certificate, or birth certificate, or the photograph page of your passport.
	     
       ☐



	Home Address:
	




	Postcode: 
	


Bank Details 
For UK payments only for banks within the UK
	Sort Code:
	
	
	
	
	
	
	Account Number:
	
	
	
	
	
	
	
	



	Building Society Reference Number (if applicable):
	

	Name of Account Holder
	

	Bank Name and Branch
	




For International payments only for banks outwith the UK
	Name of Account Holder
	

	Beneficiary Name and Address of Bank 
(including country)
	




	Beneficiary SWIFT/BIC Code:
	
	Beneficiary IBAN number:
	

	Beneficiary Routing Number:
	
	Beneficiary Account number:
	



	Intermediary Name and Address of Bank 
(including country)
	

	Intermediary SWIFT/BIC Code
	




Tax Details 
Please tick only one option
	This is my first job since last 6 April, and I have not been receiving Jobseekers Allowance, taxable Incapacity Benefit, or a state or occupational pension.
	     
       ☐

	This is now my only job, however, since last 6 April, I have had another job, or have received taxable Jobseekers Allowance, or Incapacity Benefit. I do not receive a state or occupational pension.
	    
     
       ☐

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



Expenses
Complete only if applicable. May be paid if agreed by the Department – original receipts must be attached. 
Mileage 
	Travelling From:
	
	Travelling To:
	
	Total Mileage:
	



	Total claimed for mileage at ___p per mile
Mileage rate to be confirmed by Department
(Please state currency)
	



	Accommodation:
	
	Total
(Please state currency)
	

	Travel:
	
	Total
(Please state currency)
	

	Other:
	
	Total
(Please state currency)
	



	Total to be paid (Please state currency)
	

	No. of receipts attached
	



Casual Worker – please sign and date below as confirmation that: 
· you are entitled to work in the UK and agree to provide evidence of this as required by the University 
· that you have read and understood the requirements, if applicable to you, that a Student Visa limits working to a maximum of 20 hours per week during semester time
· that you have read and understood the automatic enrolment information.
· the information you have provided is a true and accurate account of your personal details
Confirmation of your login details to allow you to access your online payslips and P60 will be sent to your home address in due course.
	Casual Worker’s Signature:
	



	Date:
	



Section C – to be completed by the Department 
Prevention of Illegal Working
Any individual employed by the University (even on a Casual basis) must be checked to ensure they are entitled to work in the UK. This is a legal requirement. The individual must produce evidence to confirm their Right to Work status in advance of their work start date. You must obtain original documents from either List A or B of the acceptable documents as detailed in Annex A and the presented document(s) must be checked and verified by the Department in line with the Home Office guidance. A colour copy of the documentation seen must be taken and endorsed with the date that the check was undertaken. In connection with this the following statement must be added to the copy taken ‘the date on which this right to work check was made: [insert date] by [insert name]’. The endorsed copy should then be submitted to Payroll with this form. It will not be possible to process payment unless this is received. 
Authorisation
Complete in block capitals. 
	School/Directorate:
	
	Discipline/Unit: 
	

	Name:
	
	Email Address: 
	



	I confirm that I have undertaken a right to work check and that the endorsed evidence showing the individual has the right to work in the UK is attached.
	     
       ☐



	Name:
(block capitals)
	


	Signature:
	



	Date:
	



Please note the level of payment made to the claimant may not be representative of the amount that would be charged to the account as there may be employer NI charges. 
Salary Charging 
	Source of Funding
	% Split
	Project
	Project Type
	Budget Group
	Funding Source
	Budget Centre
	Nominal

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



	Once Sections A, B and C are complete, please forward all pages of this form and copies of the documentation (endorsed appropriately) providing evidence of the individual’s right to work in the UK to: payroll-admin@dundee.ac.uk for processing. 

Forms must be submitted in the month the work was undertaken as per requirements of HMRC and Automatic Enrolment. 
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