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	Pay Claim Form 

	NAME:  
	This form can also be used by schools  for staff to record and claim payments e.g. casual and supply work, overtime

	School

	Claim for the month of:
                                        Year:

	Day


	Date
	Hours Worked

From                To
	Break

From               To 
	Total Hours (deduct break)
	Enter the Attendance type/ Wagetype code(s)  to be used in each of the columns and allocate the total hours worked across the appropriate code(s) See over
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	TOTAL NO. OF HOURS
	
	
	
	
	

	Signed (employee): 
	Date: 

	Hours/Sessions/Days
	For Casuals Pay Grade & Point of post being covered *
	If Day Rate or Sessional rate applies enter £ below

	
	
	

	* Where this claim relates to cover for an established post the grade and point must be in line with the evaluated grade of the post.  In exceptional circumstances where the work  is not cover for an existing post and lasts for no longer than 12 weeks please enter rate of pay (£) instead in the sessional amount field. Work lasting more than 12 weeks must be evaluated.

	COST CENTRE CODE 
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	Approved (Line manager):
	Date:


Important information about making pay claims
Fill in this claim form and pass it to your manager on the last working day of the month.
Claims will be paid on a monthly basis only, in arrears, via bank credit transfer (i.e. one payment per calendar month).  There is no facility to pay by cheque.  If you are already in receipt of a regular salary or wage from Oxfordshire County Council payment for this claim will be added to the next appropriate payment.  
Payments for casual work include an element for holiday pay unless otherwise notified. Overtime normally does not.  
Online Payslips - To view your payslip, register for Employee Self Service.  You will need a personnel number from your line manager and your NI number.
Signatures - If you are not submitting this claim form by email, sign it before giving it to your manager. 
National Insurance Contributions
Failure to provide your National Insurance number may result in contributions not being credited to your record by HMRC, which could affect your entitlement to benefits and pension. If you do not know your NI number this can be obtained by contacting the National Insurance contributions Office on 0845 915 8582.

If you are a married woman in receipt of a current certificate of Reduced Liability, please staple certificate to this claim.  At present women aged 60 need not pay NI contributions, however between 2010 and 2020 this will rise to age 65 to be the same as the current male exemption age (65).  Any NI exemption certificate must be attached to your first claim.  

Local Government Pension Scheme (LGPS)
In accordance with the Pension Regulations, it is the policy of Oxfordshire County Council, for casual workers, to postpone automatic enrolment of the Local Government Pension Scheme for a period of three months from the commencement of each period of work you undertake.  

However, you do have the right to join the Local Government Pension Scheme (LGPS).  To find out about the scheme read the Membership Information Pack. 

To join, fill in the LGPS Opt-In Form and the Expression of Wish -Death Grant Form and send to: Oxfordshire County Council, Transactional HR & Pay, IBC, EII East, The Castle, Winchester, SO23 8UB.
If you are an existing LGPS member for another job, and you want to opt-in to the scheme for this work,  you must let us know by filling in the LGPS Opt-In Form and sending it to the address above.
Your first contribution will be deducted from the first pay period following your opt in, there is no option to backdate. 
Income Tax
If this is your first claim, give your manager your P45 to send it to Oxfordshire County Council, Transactional HR & Pay, IBC, EII East, The Castle, Winchester, SO23 8UB.
If you do not have a form P45 and do not already work for Oxfordshire County Council, go to www.gov.uk and fill in the PAYE: starter checklist. If you are not able to access the form, ask your manager to download it for you. The form must be sent to Oxfordshire County Council, Transactional HR & Pay, IBC, EII East, The Castle, Winchester, SO23 8UB.
Either the P45 or the Starter Checklist must be submitted with your first claim otherwise you will be taxed at Basic Rate.  

Our tax office is:  HM Revenue & Customs, South Wales Area (Oxford), Ty Glas, Llanishen, Cardiff, CF14 5YF.  Quote PAYE Reference 075 A9000.  Telephone number: 0845 300 3948.

The Working Time Directive limits the amount of time a worker can work unless they have opted out.  If the amount of work you are undertaking exceeds 48 hours per week you are opting out of the regulations by submitting this form for payment.

Enter the appropriate code/s when inputting claims via the IBC Portal – Enter Time Worked
	Casual Support Staff and Supply Teachers

	2000
	Plain time/Flat Rate payment for Casual Workers and Supply Teachers - to be used with grade and scp – the rate shown is the actual hourly rate for the scp selected, the additional holiday pay element is added to this hourly rate and shown as a separate figure on the payslip.

	3774
	For Support staff only.  This code enables you to enter a non-standard rate of pay and should be used in conjunction with the hourly rate that has been agreed for the session. No holiday pay will be added to this amount on processing.  Enter the number of sessions to pay against each day(s) worked.  

	2994 – non fixed rate
	1-1 Tuition (rate not fixed) paid to supply teachers.  The agreed rate of pay needs to be entered in the pay column and the number of sessions/hours to be entered against the day(s) they were worked.  

	2998 – fixed rate 
	1-1 Tuition paid at fixed rate of £25 per hour paid to supply teachers.  No rate of pay needs to be entered, the rate paid will default to £25 per hour.  Only the number of hours paid to be entered against the day(s) worked.  This payment will attract an additional amount for holiday pay.

	Overtime and additional payments to Contracted Staff

	4003
	Additional Hours worked by contracted support staff to be paid at plain time, ie for part time staff working additional hours taking their total hours per week up to 37 hours.  

	4007
	Overtime to contracted support staff paid at time and a half - usually additional hours worked over and above 37 hours, or for non contractual hours worked on a Saturday.  NB Overtime is usually only paid at scp 23 or below or in exceptional circumstances up to scp 37.  Where this is different to an employee's contractual rate of pay, Wagetype option 3774 will need to be used and the appropriate hourly rate entered – both options (from 1 April 2020) will pay an additional holiday entitlement.

	4018
	Overtime to contracted support staff paid at double time - usually additional hours worked on a Sunday or for bank holiday working where a day of in lieu will be given. NB Overtime is usually only paid at scp 23 or below or in exceptional circumstances up to scp 37.  Where this is different to an employee's contractual rate of pay, Wagetype option 3774 will need to be used and the appropriate hourly rate entered - both options (from 1 April 2020) will pay an additional holiday entitlement equivalent to 7.67% of the rate entered.

	3774
	Contracted Support Staff.  This code enables you to enter a non-standard rate of pay and should be used in conjunction with the hourly rate that has been agreed for the session. Holiday pay will be added to this amount on processing.  Enter the number of sessions to pay against each day(s) worked.  NB:  Where contracted staff regularly work in other roles at different rates of pay, another contracted record should be set up.  

	3769
	Acting u p payment.  Calculate the difference between the contracted hourly rate and the acting up hourly rate and enter in the hourly rate.  Enter the number of hours to pay against the day(s) worked – will attract an amount for additional holiday pay.

	2994 – free rate
	Contracted Teachers. 1-1 Tuition (rate not fixed).  The agreed rate of pay needs to be entered in the pay column and the number of sessions/hours to be entered against the day(s) they were worked.  

	2998 – fixed rate 
	Contracted Teachers. 1-1 Tuition paid at fixed rate of £25 per hour.  No rate of pay needs to be entered, the rate paid will default to £25 per hour.  Only the number of hours paid to be entered against the day(s) worked.  This payment will attract an additional amount for holiday pay.


