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	Employee Name:
Address:


	Employee Number:
	Pay Rate:
	Place of Employment:



Week Ending………………….

	Day
	Hours worked
	Bank Holiday
	Standby
	Sleep In
	Night (8pm – 6am)
	Cost Code

	Monday
	
	
	
	
	
	

	Tuesday
	
	
	
	
	
	

	Wednesday
	
	
	
	
	
	

	Thursday
	
	
	
	
	
	

	Friday
	
	
	
	
	
	

	Saturday
	
	
	
	
	
	

	Sunday
	
	
	
	
	
	

	Total
	
	
	
	
	
	


Week Ending………………….

	Day
	Hours worked
	Bank Holiday
	Standby
	Sleep In
	Night (8pm – 6am)
	Cost Code

	Monday
	
	
	
	
	
	

	Tuesday
	
	
	
	
	
	

	Wednesday
	
	
	
	
	
	

	Thursday
	
	
	
	
	
	

	Friday
	
	
	
	
	
	

	Saturday
	
	
	
	
	
	

	Sunday
	
	
	
	
	
	

	Total
	
	
	
	
	
	


Week Ending………………….

	Day
	Hours worked
	Bank Holiday
	Standby
	Sleep In
	Night (8pm – 6am)
	Cost Code

	Monday
	
	
	
	
	
	

	Tuesday
	
	
	
	
	
	

	Wednesday
	
	
	
	
	
	

	Thursday
	
	
	
	
	
	

	Friday
	
	
	
	
	
	

	Saturday
	
	
	
	
	
	

	Sunday
	
	
	
	
	
	

	Total
	
	
	
	
	
	


Week Ending………………….

	Day
	Hours worked
	Bank Holiday
	Standby
	Sleep In
	Night (8pm – 6am)
	Cost Code

	Monday
	
	
	
	
	
	

	Tuesday
	
	
	
	
	
	

	Wednesday
	
	
	
	
	
	

	Thursday
	
	
	
	
	
	

	Friday
	
	
	
	
	
	

	Saturday
	
	
	
	
	
	

	Sunday
	
	
	
	
	
	

	Total
	
	
	
	
	
	


	Certified that the above details constitute a correct record of hours worked

Signed……………………………………………………….   

                                             (Employee)

Date………………………………………….………………


	Certified that the above details were authorised and have not been previously claimed.

Signed………………………………………..………………

                           (Cost Centre Manager )   

Date…………………………………………………….…….


NOTES FOR COMPLETION & PAYMENT OF CLAIM

1. Claims should be made up to the end of the month.  Claims should be completed and submitted to your Manager for authorisation immediately after the last duty in the period to which the claims relate.  Failure to comply with this rota will result in the payment being delayed until the following month.


All authorised claims must be sent to Payroll by the published payroll deadline in the month following your claim.

2. Payment is by bank credit transfer, together with payment for your main employment.   

3. Any change of personal details should be notified to Payroll in writing.

4. Hours worked

All hours worked should be entered in the appropriate column in accordance with the day of the week, including all night work.

All hours worked on a Bank Holiday or Statutory Day should be entered in the Bank Holiday column to ensure that the correct enhancement is paid.

Standby should be claimed by entering the following in the box for the day on which the standby commenced: 
O/N
:
Overnight


24:
24 hour standby (if this cover is split, indicate ½ of 24)
Sleep Ins should be claimed by placing a tick in the appropriate column.

Night Rate – If you have claimed hours Monday to Friday and the hours were worked between 8.00 pm and 6.00 am, then you should also re-enter the number of hours worked at night in the Night column.  This will ensure that you receive the appropriate enhanced rate of pay.  

For example, you work a 10-hour shift on a Monday of which 5 hours were between 8.00pm and 1.00 am.  Therefore, you should claim 10 hours in the Monday to Friday column for the hours you worked and also claim 5 hours in the Night column.  This will ensure the correct enhancement is paid.

A cost code must be submitted on all claims. 

5. Totals

When you have entered all the hours worked, please total each column used.  Sign and date the form and pass to your Manager for authorisation.
AUTOMATIC ENROLMENT – A change in the law to help you to save for your future
If you have carried out work under this casual contract then our policy, as allowed by law, is to postpone for a period of 3 months a decision about bringing you into the Local Government Pension Scheme (LGPS). If you are not already a member of the LGPS you will not, in relation to this work undertaken, be enrolled into the LGPS but you have the right to opt to join the LGPS if you so wish. If you want to join the LGPS, please contact Pensions (pension@harrow.gov.uk).  You will then be sent further information on the scheme, including relevant forms to complete, and will be enrolled into the LGPS.  

If you work as an employee for a continuous period of 3 months and at the end of that period you are aged 22 or over and under State Pension Age and earning more than the earnings trigger for automatic enrolment we will enrol you into the LGPS 3 months from the date you began working continuously. You don’t have to do anything – it will happen automatically. If you join the LGPS then both you and your employer will pay into the LGPS each pay period and the government will also contribute through tax relief. 

The LGPS complies with the requirements of the Pensions Act 2008 to be both an automatic enrolment scheme and a qualifying scheme, which means it meets or exceeds the government’s standards. For further information on the Local Government Pension Scheme please visit: www.lgps.org.uk and for more general information about pensions and saving for retirement please visit www.direct.gov.uk/workplacepensions. 
If you join the LGPS we must continue to maintain your membership of it (unless you personally choose to opt out of membership of the scheme or cease to be eligible for membership), and we must ensure the scheme continues to meet certain government standards. If you join the LGPS and we were ever to cease to offer you membership of the scheme, or you cease to be eligible for membership of it whilst in our employment, or we change the scheme in such a way that it no longer meets the government standards, we would, if you are under age 75 and earn more than the lower earnings threshold, immediately have to put you into another scheme that meets those government standards. 
FORM TS5A NON TEACHING – FEES CLAIM FORM FOR NON TEACHING EMPLOYEES PAID ON THE SALARIES PAYROLL





Please read notes overleaf before completing the form
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