[image: image1.png]( I%/WM:DUNmL )

LONDON



FORM TS4-T (ONE-OFF TEACHING CONTRACT)                                                        1 of 3













PLEASE TURN OVER AND COMPLETE THE REVERSE OF THIS FORM BEFORE SUBMITTING TO PAYROLL  

	NAME…………………………………………………..

ADDRESS……………………………………………..
.………………………………………………………….

……………………………………..……………………

…………………………………………………………..
	APPOINTMENT FOR  ONE OFF EMPLOYMENT IN ACCORDANCE WITH THE PARTICULARS SHOWN BELOW AND CONDITIONS PRINTED OVERLEAF

AS

AT

DEPARTMENT


	DUTY   
	DATE
	TIMES OF DAY
	HOURS
	RATE

	
	
	
	
	

	Expenditure 

Code
	
	
	
	TOTAL
	


I certify that I have personally performed the duties claimed.  
Signature ………………………………………………………..
Date…………………………………………….

NB: This form should be used for one off teaching work ONLY.  An individual must not make regular or periodic claims using this form but must instead use a supply teaching claim form and have a supply teaching contract of employment in place. 
THE APPOINTMENT AS DETAILED ABOVE IS APPROVED.  THE DUTIES HAVE BEEN PERFORMED AND HAVE NOT BEEN ENTERED ON ANY OTHER CONTRACT. I ALSO CONFIRM THAT THIS IS A ONE-OFF CLAIM AND THE WORKER HAS NOT BEEN CONTRACTED TO CARRY OUT REGULAR OR INTERMITTENT WORK.
Signature of Authorised Officer ………………………………..
Grade…………………
Date……………….

Name (BLOCK CAPITALS PLEASE) ……………………………………………..

	DBS Disclosure

Is this employee to start pre DBS disclosure check?    YES / NO (please delete as appropriate)

If Yes, please sign below to accept, on behalf of the governing body, that this employee will not have unsupervised access to children or vulnerable adults until the Council receives a satisfactory DBS disclosure.

Signed ……………………..……………                                         Grade ………………………………….




CONDITIONS OF APPOINTMENT OC-T
1 The return of this completed one-off contract to the Payroll Section will be regarded as a claim for payment.

2 Payment will be made only for duties actually performed.

3 All payments are subject to taxation on a PAYE basis.

4 An employee already in the main employment of the Council must not attend for part time duty on any day during which he has been absent from his main employment owing to personal illness.  A breach of this condition may involve the employee concerned in loss of sick pay from the main employment and may involve the issue being considered under the Council’s or Schools Conduct procedure.
5 Your qualifying days for the payment of Statutory Sick Pay will be the days upon which you are required by this contract to work.

6 Payment is by bank credit transfer.

7 Claims should be made up to and including the last Sunday of the month. Claims should be submitted to Payroll, 3rd Floor, South Wing, Civic Centre by Friday of the following week.  Payslips will be dispatched on the 2nd Thursday of the following month.  Failure to comply with this rota will result in the payment being delayed until the following month.
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TITLE…….... SURNAME……………………………………………..…FORENAME(S)….…………………………  ADDRESS (if different to that overleaf)………………………………………………..………..………………………………..

…………………………………………………………………………………………..……Post Code…………………………..

DATE OF BIRTH ………../…………/……………MARITAL STATUS ………………………………..……………………….

	NATIONAL INSURANCE NUMBER


	
	
	
	
	
	
	
	
	


DFEE NUMBER ………………../……………………………

BANK/BUILDING SOCIETY DETAILS

NAME OF BANK/ BUILDING SOCIETY ……………………..........................................................................…………..

 ADDRESS ………………………………………………………………………………………………………………………..

.............................................................................……………………………………………………………………………..

SORT CODE

......................................................

ACCOUNT NO

................................................…..

BUILDING SOCIETY PERSONAL ACCOUNT/ROLL NO

…….....................................................

SIGNATURE                    .......................................................
DATE …..............................................

Payment into your building society account (a non cheque account) may take longer than into a bank account so it is advisable to discuss this possibility with your own building society should you wish to be paid by this method.

EMPLOYMENT DETAILS
	
	YES
	
	NO

	1 DO YOU HAVE OTHER EMPLOYMENT OR ARE YOU IN RECEIPT OF A TPS  ILL HEALTH PENSION
	
	
	

	2 DO YOU HAVE OTHER EMPLOYMENT WITH THE LONDON BOROUGH OF HARROW?
	
	
	

	3.IF ANSWER TO 1 IS YES, PLEASE PROVIDE DETAILS ON A SEPARATE SHEET AND ATTACH TO THIS FORM

	4 IF ANSWER TO 2 IS YES, PLEASE PROVIDE YOUR PAYROLL NUMBER              …………………………………..


Automatic Enrolment – Teachers’ Pension Scheme (TPS)

We are enrolling you into the TPS. This work will therefore be pensionable and pension contributions will be deducted unless A. you are already a full time teacher or B. you are a pre April 1997 ill health retiree who is under age 60 and re-employed whilst still in receipt of your pension. To find out more information about the scheme, visit www.teacherspensions.co.uk. 

You may choose to opt out of the TPS by completing an opt out form which can be downloaded from the TPS website.
www.teacherspensions.co.uk. Please ensure you read the additional information on page 3 on opting out and the time period for doing so.

What does this mean for you?

Both you and your employer will pay into the Teachers’ Pension Scheme every month. The payments into your pension will be taken directly from your monthly pay and will include your contributions including tax relief and our contribution as follows;

* Our contributions of 16.48%
* Your contributions at the percentage based on your annual salary range 
	2015/2016

	Up to £25,999.99  – 7.4%
	£26,000 to £34,999.99 – 8.6% 

	£35,000 to £41,499.99 – 9.6%
	£41,500 to £54,999.99 – 10.2%

	£55,000 to £74,999.99 – 11.3%
	£75,000 + – 11.7%

	
	


* You can choose to opt out of the Scheme if you want to but if you stay in, you will have your own pension which you get when you retire.
* You will receive tax relief on your contributions.

* Your pension belongs to you, even if you leave our employment in the future.
PLEASE ENSURE YOU READ THE ATTACHED INFORMATION ON OPTING OUT AND THE TIME PERIOD FOR DOING SO.
PLEASE PHOTOCOPY FOR YOUR RECORDS BEFORE SUBMITTING TO PAYROLL
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Additional Information

How to opt out 

Auto Enrolment legislation guarantees people, who opt out of the pension scheme within one month, a full refund of contributions. However, the Teachers’ Pension Scheme rules go beyond the minimum requirements of the legislation. You will be able to opt out within three months of enrolment and receive a full refund of contributions, unless the exception below applies to you. 
· If you have fixed or enhanced protection i.e. your pension savings are expected to be more than £1.5 or £1.7 million, you must opt out within one month in order to retain your fixed or enhanced protection.

If your valid opt out application is received within three months of enrolment, you will be removed from the pension scheme. Any payments you have already made will be refunded, and you will not become an active member of the scheme on this occasion.

You cannot opt out until after you have been enrolled into the Scheme. You can complete an opt out form on ‘My Pension On-Line’ available through www.teacherspensions.co.uk. If you are thinking about opting out and would like more information about pensions in general, you may wish to refer to www.direct.gov.uk/workplacepension. 
Can I stop making payments after the opt out period has expired?

Yes. You can leave the scheme after the opt out period has expired but you must complete an opt out election form. Whether you will be able to receive a refund, or have your benefits preserved until pension age will depend on how long you have been in the scheme, as well as other factors.

If I opt out or stop making payments, can I re-join the pension scheme at a later date?

Yes. You can request to re-join the Teachers’ Pension Scheme at any time. To do so please complete the Election to join the Teachers’ Pension Scheme form on the Teachers’ Pensions website.  

If I opt out, will I be re-enrolled back in to the pension scheme?

In accordance with section five of the Pensions Act 2008, anyone who opts out or stops making payments will be automatically enrolled back into the Teachers’ Pension Scheme at a later date. This will normally be every three years, although in some special circumstances it will be earlier.

We will contact you at this time, and once you have been enrolled you can choose whether you want to stay in or opt out.
Where can I get further information?

If you have any questions about the Teachers’ Pension Scheme, please visit www.teacherspensions.co.uk 

For information on pensions and saving for later life visit www.direct.gov.uk/workplacepension
A commitment from us, which we are required to share with you by law:

If you do not opt out, once you are a member of the pension scheme we must by law continue to maintain your membership and ensure the scheme continues to meet certain government standards.  

The Teachers’ Pension Scheme is provided by the Department for Education who will ensure that the scheme continues to meet the standards required by the new law. However, if you cease to be a member for any reason other than your own choice, we, as the employer, must put you into another pension scheme that meets those government standards by the next day.
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