	                                    NEW STARTER’S FORM
                                                         PLEASE COMPLETE AND SIGN EACH SECTION
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1.
PERSONAL DETAILS

Title: ..…...  Forename(s): ………………………………
 Surname: ……………….………………………….

Known As: ……………………………………………………………..  (used for email address if completed)

Date of Birth: __  __ / __  __ / __  __  __  __    National Insurance number:   __  __  __  __  __  __  __  __  __

Correspondence Address: …………………………………………………………………….………………….

………………………………………………………………………….. Post code: ………………..…………..

Contact number: ………….……………….………….. Mobile number: ………………………….…………...



Home Address if different from above: ...…………………………………………………….………………….

………………………………………………………………………….. Post code: ………………..…………..

Home telephone number: ………………….…………..... ………….

Starting date (if known): __ __ / __ __ / __ __ __ __  Employing Department: .……………………………….

             Your monthly payslip is provided on-line via MyView the College’s self-service system. To access 
MyView you 
require an e-mail address.  If you would like to use an alternative e-mail address to your College e-mail 
address provide the details here:

 ………………………………………………………………………………………………………………………….
2.
WHO SHOULD WE CONTACT ON YOUR BEHALF IN AN EMERGENCY?
Title and full name: …………………………………………………………………………………………….

Address: …………………………………………………………………………………………………………



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

Daytime telephone number: ……………………….
Other contact numbers: …………………………….

3.
STUDENT STATUS

Are you a full time student:      YES / NO (delete as appropriate)

If yes please complete the following:

Institution: ……………………………………………………..……………………………….

Course: …………………………………………………………..  Year of study: ……………


Student Number if student at Royal Holloway: ………………………………………………..
	
	


4.
WORKING TIME REGULATIONS 

Under the Working Time Directive we are required to consider your total number of working hours including hours worked for other employers.  Please indicate below if you hold another post and the number of hours you would normally work each week.  Please note that if you are on a student visa your hours of work are limited to 20 hours per week (during term time), taking into account work for other employers and the College.  
5.
DECLARATION

I confirm that all the information given above is correct, that I have right to work in the UK and that I have declared all additional employment that I am undertaking.  I will inform the HR Department if I do undertake any additional work.

Signed:……………………………………………………    Date: ……………………


	                                      PART TWO

                                             EQUAL OPPORTUNITIES INFORMATION
	


Royal Holloway is committed to Equal Opportunities and as such undertakes data collection to allow for analysis, evaluation and reporting of Equal Opportunities matters internally within the College and externally to fulfil its statutory requirements.  

We would therefore be grateful if you would provide the following information to enable us to complete our records and fulfil our statutory requirements 

1.
ETHNIC ORIGIN (categories as used in the 2001 Census of Population)

I would like to describe myself as (please tick one):

White British
(
Indian

(
Mixed White/Black Caribbean 
(
White Irish
(
Pakistani
(
Mixed White/Black African
(
White Other
(
Bangladeshi
(
Mixed White/Asian
 
(
Black Caribbean
(
Chinese

(
Other mixed background
(
Black African
(
Asian Other
(
Any ethnic background

(
Black Other
(


I do not wish to provide this information
(



2.
NATIONALITY: ………………………………………………………..
3.
DO YOU CONSIDER YOURSELF DISABLED?    
Yes/No (delete as appropriate)

In order to meet the College’s obligations under the Disability Equality Duty please give details of your 
disability…………………………………………………………………………………………………

If yes, do your require any adjustments to your work or work place?  Yes/No (delete as appropriate) 

If you would like to discuss your disability and/or any adjustments that may be needed in confidence please contact the HR department.
Additional Information for the Higher Education Statistics Agency

1.
HESA NUMBER 

If you are joining Royal Holloway from another HE institution you may have been allocated a HESA number already. Before leaving your current employment we would be grateful if you could request this number from your current institution.

HESA NO: ............................................................................................. 

2.
PREVIOUS EMPLOYER:  ………………………………………………………………….…..……

3.
HIGHEST QUALIFICATION AND SUBJECT:………………………………………………..…
            ……………………………………………………………………………………………………………
Signed: ........................................................................................………………………………………………..

Name: ...........................................................................................  Date: ...........................…………………….

This information may be returned in a sealed envelope to the HR Department if required.

	                                   PART THREE

                                   PAYROLL DETAILS


	


BANK OR BUILDING SOCIETY DETAILS

Name of Bank:..............................................................……………………………………………………………

Address:.............................................................................………………………………………………

……………………………………………………………………………………………………………

Sort Code number:       __  __  __  __  __  __

Account number:  __  __  __  __  __  __  __  __ 

Building Society Roll Number (if applicable) __  __  __  __  __  __  __  __  __  __  __  __     

Name:..............................................................................................................


Signed:.............................................................................................................


Date:.................................


Tax

 
Self-Employment

The College must automatically deduct tax under Schedule E. A person who is normally self-employed may not always be treated as self employed when working for the College.  Any queries should be directed to the Payroll office (01784 443008/414091) or your local tax office.  If the Inland Revenue subsequently confirms self-employed status any tax deductions will be refunded
National Insurance

The College must automatically deduct National Insurance contributions when appropriate unless you are able to produce form CA2700.  For further information contact your local DSS office or Payroll office (01784 443008/414091).

	                                               PART FOUR

                                           SUPERANNUATION DETAILS


	


Universities Superannuation Scheme (USS) SmartPension & Superannuation Scheme for the University of London (SAUL) SmartPension
If you qualify for inclusion in a University pension scheme you will have received details of the appropriate Scheme for your category of staff with your offer letter.  
If you do not complete the details below before commencement of your employment, you will be deemed to be a member of the appropriate University pension scheme until you confirm in writing to the Pensions Officer that you do not wish to be a member.  Your pension scheme membership will be automatically processed as a salary sacrifice arrangement known as SmartPension scheme unless you opt out by requesting an opt-out form from PensionQueries@rhul.ac.uk
If you are employed on a variable time basis you may choose to join the appropriate pension scheme (USS for Visiting Teaching Staff; SAUL for most other variable time employees).  You will not be entered into a pension scheme or SmartPension automatically but will be sent a form for joining on request.   Further details are available at www.usshq.co.uk and www.saul.org.uk/pdf/members-booklet.pdf
Should you require further information about the schemes before making your decision, please contact the Pensions Officer in the Payroll Office on 01784 443007.

Please choose one of the options below and sign the form:

(a) Subject to eligibility I wish to join in the appropriate University pension scheme – USS or SAUL

(b) I wish to continue in the appropriate University pension scheme.   Please supply name of previous institution 

Previous Institution    …..……………………………………………………………..…...

Date of Leaving Previous Institution   …..…………………………………………….…..

(c) I do not wish to join a University pension scheme
USS and SAUL require details of marital status for pension purposes, please indicate your current status below if you have selected option A or B.
Single

(


Married

(
Partner

(


Divorced

(
Separated
(


Widowed

(
Name:.......................................................................……………………………………………………

Signed:...........................................................................…………………………  

Date:................................. 

Ni Number: ……………………………….          Employee No:…………………….
PRIOR TO YOUR FIRST DAY OF EMPLOYMENT WITH ROYAL HOLLOWAY, PLEASE GO TO THE OFFICE INDICATED ON YOUR OFFER LETTER TAKING THE FOLLOWING DOCUMENTS WITH YOU:








COMPLETED STARTER’S FORM		





UK BIRTH CERTIFICATE (FULL) OR PASSPORT (A DRIVER’S LICENCE IS NOT SUFFICIENT)





P45 FROM YOUR PREVIOUS EMPLOYER 





NATIONAL INSURANCE CARD IF YOU DO NOT HAVE A P45





STUDENT CARD IF YOU ARE A FULL TIME STUDENT 





CERTIFICATES FOR ANY QUALIFICATIONS OF DEGREE LEVEL OR ABOVE 








PLEASE NOTE THAT THERE MAY BE A DELAY IN YOUR FIRST SALARY PAYMENT IF ANY OF THIS INFORMATION IS NOT PROVIDED








P45 


If you have a P45 tax form please attach it to this form.  If not, please indicate if your present employer will be issuing you with one shortly.   





(a)	P45 attached


(b)	P45 to follow


(c)	No P45 expected (a P46, available from HR, must be completed)














The information that you provide on this form will be kept securely in the HR Department, in accordance with the Data Protection Act 1988 on a system hosted by NorthgateArinso, for the purposes of paying you. It will form part of your HR file during your period of employment at Royal Holloway, University of London.  This information may be used for management information purposes, from which individuals cannot be identified, and to fulfill our statutory requirements of statistical reporting to organizations such as HESA.

