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One-off engagement: period of work not lasting more than one day and where the individual will not be engaged in any paid capacity by the University on more than three days in three consecutive months; the individual is engaged as a lecturer or teacher. 

I confirm this applies to the engagement to be undertaken, details of which are set out below

Claimant signature:…………………………………………………..
Date:…………………………….
(To be signed by the individual in advance of the engagement)
INSTRUCTIONS

This form is to provide payment of fees and expenses for non staff members who have undertaken a one-off engagement for the University. It should not be used for payment or expenses of UoS employees, agency staff or the self employed. 
· Please complete all the mandatory fields of this form. 
· Please complete this form using clear, block capital letters sign, date and pass to your departmental office for processing. 
· Please see attached guidance notes on page 4 for completing this form. 
· Once this form has been signed by an authorised signatory, please return either 
by post to: Pay & Pensions Office, Finance Department, Firth Court, Western Bank, Sheffield, S10 2TN
or in person to: Pay & Pensions Office, Finance Department, 10-12 Brunswick Street, Sheffield, S10 2FN

BOLD FIELDS ARE MANDATORY

Surname:………………………………………..    Forename(s):……………………………………………….
Date of Birth:…………………………
   Gender: 
M……….
F………..
	
	
	
	
	
	
	
	
	


N I Number:

(if known)
Date when work was undertaken: …………………………………  
	Description of work undertaken
	Hourly Rate of Pay
	Number of Hours
	Total

	
	
	
	

	Total amount payable


	


Payment for expenses

Please describe each travel/subsistence expense and the purpose for which incurred. All original receipts should be attached to this form. Credit/debit card receipts cannot be accepted.
	Date
	Details of each expense and purpose for which incurred
	Amount

	
	
	

	Total amount payable
	


AUTHORISATION

Claimant signature:…………………………………………………..
Date:…………………………….

I confirm that the requirements of Immigration, Asylum and Nationality Act 2006 have been met and that the claimant is eligible to work.
Signed on behalf of the University:………………………………………………..

Print Name:………………………………………………………………      Date:………………………………..
I confirm that the rate of pay is correct, funding is available and that the work has been effectively undertaken and satisfactorily completed.
I confirm that the Department of Human Resources has been consulted regarding this engagement and are in agreement that this is a one-off engagement, as defined above.
Authorised Signatory:………………………………… Print Name:………………………………………..

Department:………………………………………………..  Faculty:...................................................................

Date:…………………………………


PLEASE NOTE THAT FAILURE TO COMPLETE ALL FIELDS AND SIGNATURES COULD RESULT IN A DELAY IN PAYMENT OF THE CLAIM.

For departmental office use only

	Cost Centre or WBS Code
	Wage Type
	Hourly Rate of Pay
	Gross £
	p

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	Total
	
	


Personal and Payment Details (Bank or Building Society)

Please provide details of your home address then sign and date this part of the form and complete the details of your bank/building society account in which you would like to receive your payment. Note that you must be either the sole or joint holder of the account.
Home Address: ………………………………………………………………………………………………………………………

………………………………………………………………………………………………………..  Post Code:…………………..

Signature:…………………………………………………………      Date:……………………………………………………….
Please indicate type of account by ticking one of the following options:


	Current

Account
	
	Deposit

Account
	
	Savings

Account
	
	National

Giro
	
	Building Society
	


Account Holder(s):…………………………………………………………………………………………………………
Bank/Building Society Name:………………………………………………………………………………………….

Bank/Building Society Address:……………………………………………………………………………................

……………………………………………………………………………………………  Post Code:………………………

	
	
	
	
	
	
	
	


Account Number: 
	
	

	
	

	
	


Sort Code:
	
	
	
	
	
	
	
	
	
	
	
	
	


Building Society Roll Number:

To enable the University to meet its reporting requirements to the Higher Education Statistics Agency (HESA), it is necessary to record the following data for all those engaged in work at the University. 

Please indicate the appropriate group for the work undertaken within this current claim:

	Codes
	Groups
	

	W1
	Teaching & Research
	

	W2
	Specialists & Professionals
	


The following information is required from the individual, to be used for statistical analysis only and will be treated in the strictest confidence. Please see guidance notes attached for details of Ethnic Origin Category*.

*Ethnic Origin Category:…………………

Country of Nationality:………………………………

Do you consider yourself to be a disabled person?     YES/NO
Guidance Notes

General
1.
All Mandatory fields must be completed.

2.
Individuals without a NI (National Insurance) Number should contact the Contributions Agency (on 0845 6415048).  Failure to provide a NI Number could lead to a delay in payment of the claim.
3.    When claiming for expenses claimants must sign to indicate that:


(i) they have appropriate insurance cover where their own car has been used on University business,


(ii) the expenditure has been incurred wholly, necessarily and exclusively on University business,



(iii) they have complied with the Financial Directives.
4.
The claim must be signed by an authorised signatory as notified to the Pay & Pensions Office, Finance Department.
5.
Failure to comply with the Financial Directives and procedures will result in the Claim Form being returned to the authorised signatory with consequential delay in payment.

Tax/NI
1. This claim form is for a ‘one off’ lecture, open to the public or part of the core curriculum of any University course, as indicated on the claim form. If the lecture is a ‘one off’ and/or open to the public, both the fee and any associated expenses can be paid gross and will be reported to HM Inspector of Taxes at the end of the approximate tax year. If a lecture forms part of the core curriculum of any University course, both the fee and any associated expenses must be taxed at source.    

Ethnic Origin Categories

	White – British
	11
	
	Asian – Bangladeshi
	33

	White – Irish
	12
	
	Chinese
	34

	White – Any Other White Background
	19
	
	Asian – Any Other Asian Background
	39

	Black – Caribbean 
	21
	
	Mixed – White and Black Caribbean
	41

	Black – African
	22
	
	Mixed – White and Black African
	42

	Black – Any Other Black Background
	29
	
	Mixed – White and Asian
	43

	Asian – Indian 
	31
	
	Mixed – Any Other Mixed Background
	49

	Asian – Pakistani
	32
	
	Any Other Ethnic Group
	80


Eligibility to work
To comply with the Immigration, Asylum and Nationality Act 2006 all workers should be asked to provide documentation to confirm their eligibility to work by the engaging department at interview, or prior to commencing work if the candidate is directly engaged without interview. For further guidance on suitable forms of documentation contact your customary Business Support Team in the Department of Human Resources. 
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