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EMPLOYEE STARTER FORM – all details marked * must be entered

[bookmark: _GoBack]Company Name:.............................................................................

Branch: ..................................	….	   Dept:......................................

*Start Date:   ……/..…./…...	*Title:  Mr/Mrs/Ms/Miss

*Forenames:……………….…………………...	*Surname: ….............……………….

*Address:………………………………............	*Date of Birth:   .…../….../…...

……………………………………………….....	*Gender  M/F

*Country.……………………………………….	*N.I. No: …......………………
	(if known- 2 letters-6digits-1letter)
*UK Post Code:  …………………… 	Marital Status: Single/Married/Divorced/Widowed

Email: ....................................................................@................................(specify upper and lower case)
  
Bank Account:…………………...…(eight digits) 	Sort Code:……-…....-…....(six digits)
	
Where applicable:   Roll No.: …………………....…	Autopay No:…………….…..

Tax Declaration for Employees without a P45		Student Loans
enter 'X' in the one box that applies to you.	
								If you left a course of Higher Education  and  you have not fully
A –This is my first job since last 6 April and I have not been	repaid your Student Loan and are not paying directly, enter 'X' 
receiving taxable Benefits or pension.	in the box	
									
B – This is my only job, but since  6 April I have had another		Plan 1
	job, Benefits or pensions.					
								Plan 2
C – I have another job or receive a pension.				
									Both
Post Graduate Loan
If you completed your Post Graduate Studies before 6th April and have a Postgraduate loan which is not fully paid and you are not making payments direct please enter 'X' in the box.					


Employee’s Signature................................................................... 

TO BE COMPLETED BY THE EMPLOYER

*Pay Period:  Weekly/Fortnightly/4 Weekly/Monthly	*Payment Terms:  Regular/Irregular/Casual/Bank Staff

Annual Salary 	£…………….	Salary Per Pay Period   £……………….

Hourly Rate	£…………..…           	Daily/Shift Rate  	£……………….              

Overtime Rates    £…………….	*No of Normal Weekly Hours ……………
	(this must be completed if paid Salary or Daily/Shift Rate)

Days normally worked per week:  Mon/Tue/Wed/Thu/Fri/Sat/Sun  
(Please delete the days not normally worked)

Director Status	Yes/No	Passport Number……………………………………….
	*If you have used the Passport to confirm the employee’s right to work in the UK
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