

Appendix 2


Payroll New Starter Form - Employed Worker 

This form is to be completed by the worker

Personal Details
	Name   

	

	Address



	

	D.O.B

	

	NI Number

	

	Contact Details 
	Tel No.
	


	
	Email address
	




Bank Information
	Name of Bank

	

	Account Name

	

	Sort Code

	

	Account Number
	



HMRC - New starter declaration 

In line with HMRC guidelines and to allow us to establish an initial tax code to pay you with, please read the 3 statements below carefully and select only one that applies to your current circumstances. 

Without this information we are unable to process you on our payroll system.
(Please note due to the introduction of RTI this replaces the old P46 new starter form)

Please mark either statement A, B or C with an X in the corresponding box depending which statement applies to you.

		



Statement A                   Mark If Appropriate

                  This is my first job since last 6th April and I have not been receiving any of the  
               following:      

· Taxable jobseekers allowance
· Employment and support allowance
· Taxable incapacity benefits
· State or occupational pension 

		



Statement B                   Mark If Appropriate

This is now my only job but since last 6th April I have had another job or received one or more of the following:

· Taxable jobseekers allowance
· Employment and support allowance
· Taxable incapacity benefits
· State or occupational pension 

		



Statement C                   Mark If Appropriate

· As well as my new job, I have another job or receive state or occupational pension




Student Loan 

Do you have a student loan which is not fully repaid? 
· Yes
· No
Are you repaying your Student Loan direct to the Student Loans Company by agreed monthly payments?
· Yes
· No
Student Loan Plans

You will have a Plan 1 Student Loan if:

• You lived in Scotland or Northern Ireland when you started your course, or
• You lived in England or Wales and started your course before September 2012

You will have a Plan 2 Student Loan if you lived in England or Wales and started your course on or after 1 September 2012.

What type of Student Loan do you have?

· Plan1
· Plan2

Did you finish your studies before the last 6 April?

· Yes
· No


[bookmark: _GoBack]Signed	………………		Date……….............


