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Casual Worker Payment Instruction (Pay 8B)
Please refer to the guidance notes when completing this form

Please return the completed and authorised form to: Payroll Office, Level 3, Sherfield Building

Payment will only be made if a Casual Worker Joining Form (Pay 8A) has 
previously been supplied to the payroll office
	Section A: Personal Details

	College Identifier (CID) 

If unavailable ensure
 that full first and surnames are given, and also date of birth
	     
	     
	     
	     
	     
	     
	     
	     
	

	Title
	     
	Surname
	     

	Date of birth
	     
	First Names
	      

	Section B: Hours Worked   PLEASE SUBMIT A SEPARATE FORM FOR EACH MONTH’S WORK to reach the payroll office by the deadlines published on the web-site. 

	Week ending Saturday (enter date)
	Sun
	Mon
	Tues
	Weds
	Thurs
	Fri
	Sat
	Total Hours Worked

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	Important Notice:

Looking for more temporary work, why not join the Imperial College London Temporary Staff Bank? 
For more information please visit http://www3.imperial.ac.uk/employment/tempbank 

To register with the Temporary Staff Bank you must be an IC student or a current IC casual worker, so join now!

	Section C: Rate of pay 

	Enter the agreed hourly rate of pay, excluding statutory holiday pay.  (See guidance notes)
	£
	

	Section D : Charging instructions.    Enter the account code to which the costs are to be charged.  
Complete the second line only if split charging is needed

	
	Cost centre
	Activity or project
	Analysis code (see guidance)


	Percentage split

	GL/POETA CODE
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	     %

	GL/POETA CODE
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	     %

	Section E: Departmental Authorisation – I confirm that 
· I am authorised to sign this form
· The hours indicated above have been completed by the casual worker

· I am not aware of any changes to the casual workers personal details, including their bank account



	For hard copy applications, please sign and stamp before submitting to the Payroll Office

For electronic copy applications, please submit to casualpay@imperial.ac.uk from an e-mail address with a digital certificate.

	Signed
	
	AUTHORISATION STAMP AND DATE

	Manager’s name
	
	

	Department
	
	

	Section F – for Payroll completion

	Has a joining/extension form been received?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	If ‘no’ advise manager that payment cannot be made


