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PROFESSIONAL SUPPORT STAFF - MONTHLY CLAIM FOR ADDITIONAL PAYMENTS
First Name ……..…....…..................…………………Surname….........................................................
Service........................................................................Employee Ref. No. ……………….…. 
Claim for the month of …………...................……………….………………. Year ....……………………

Section A (Overtime)
	Day
	Date
	Times
	Reason for overtime
	No. of hours to be claimed*

	
	
	From
	To
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


*please note when part of an hour has been worked, please use decimals e.g. 7 ¼ = 7.25
Section B (Other payments)
	Date work to be undertaken
	Requirement for Additional Hours

(please provide details)
	Proposed fee

	
	
	


Line manager request
I request that this payment be made in respect of the additional work undertaken as detailed above and authorise payment to be made for the following GEN code:………………………………………...
Signed……………………..................……………...…………
Date……........…….......………………….

(Head of School/Service)
Signed……………………..................……………...…………
Date……........…….......………………….

(Employee)

Signed……………………..................……………...…………
Date……........…….......………………….

(HR)

GEN CODE:……………………………………………………..................……...............…………….….. 

(Note – code must be provided for claim to be processed by payroll)

Financial Services Unit use only
	Cost Code
	Data Code
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


PROFESSIONAL SUPPORT STAFF - MONTHLY CLAIM FOR ADDITIONAL PAYMENTS

· The form is for use in relation to Professional Support staff who are paid on a monthly basis.
· Claims must be completed by the Head of School/Service requesting that work be carried out.

· Heads of School/Service can only request that additional payments are made in respect of work:

i. That is in line with the employees existing contract of employment

ii. That is in line with existing University policies and procedures

· For all other cases, prior approval should be sought from the relevant HR Business Partner, who will agree an appropriate level of payment with the relevant Head of School/Service.  No additional payment should be confirmed with the employee until the sum has been approved by HR.

· Any overtime undertaken in line with an employer’s principal duties and responsibilities as outlined in their job description/person specification should be costed to their own department cost code.
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