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Completing a Visiting Lecturer Claim Form

1. [bookmark: _Toc80775663][bookmark: _Toc80775735][bookmark: _Toc80775837][bookmark: _Toc83789355]Purpose

The purpose of this document is to create a better understanding of how the process for claiming for Visiting Lecturer/PTHPL work is completed.

How to set up a contract

Before the individual actually completes their work, the department (Head of Faculty/Administrative dept) must set up a contract for the work by completing a ‘Temporary academic request form’ which is sent to the HR department for completion. Payment will be withheld if the relevant contract is not in place for the individual’s work.


How to complete the claim form

The claim form should be completed as follows:

· Name of Lecturer/Payee
· Title
· Address (payment to be sent to)
· National Insurance number
· Dates worked
· Hours to be claimed
· Details of work
· Signature
· Date (form completed)

If any of the above information is missing, payment will not be made and the claim will be sent back to the Department for completion.

Tax and National Insurance

The University runs a pay as you earn scheme, therefore tax will be deducted at basic rate unless a current P45 is provided when submitting your first claim. National Insurance contributions will also be deducted at the current rate.

Authorisation 
	
The claim should be forwarded to the relevant department for authorisation by the budget holder or their recognised deputy. An authorised signatory form must be completed and returned to Finance before a signature can be accepted.


Department responsibility

· Check the form is fully completed and all the details are correct.
· Claims can only be submitted for completed work.
· Signed by authorised signatory: e.g. Head of Department /Faculty.
· Date the form was authorised.
· 10 digit expenditure code that consists of cost centre, detail code and VAT element       e.g. 1 XXXX (Cost Centre) 4120 (Detail Code) 0
· Visiting Lecturers/PTHPL are NOT permitted to claim travelling expenses. 
· Submit the completed claim form to the Payroll department on or before the payroll deadline date. A list of deadline dates can be found on the intranet. Staff Information Point/Finance Folder/Payroll.

Payment

Visiting Lecturers/PTHPL are paid an hourly rate on a monthly basis via BACS on submission of the correct, completed authorised form.
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