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Instructions - See overleaf 
	SECTION A: To be completed by the Student Ambassador (after the work has been completed)

	Payee’s Name:
	

	Do you have a QMUL payroll number?
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	If yes, please enter payroll number here:
	

	Do you have a current contract with QMUL?
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No  

	Are you an EEA national*?
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

	QMUL School/Institute/Dept:
	

	Date(s) of Work
	Description of Work (e.g. Open Day, Campus Tour, Event Preparation, etc)
	Hours

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Total number of hours worked:
	

	Student Ambassador’s name/signature

	Name and/or Signature*:
	
	Date:
	


	SECTION B: To be completed by the School/Institute/Department

	Student Ambassadors to be paid at the current hourly rate of Spinal Point 1, Grade 1

	Total amount to be paid:
	

	Budget code to be charged:
	

	Account code to be charged:
	

	Approval

	I certify that, to the best of my knowledge and belief the facts given in this claim are correct, that payment may be made and that the payment has budget approval.

	Authorised Signatory (HoS/DoI or delegated authority)

	Name and/or Signature*:
	
	Date:
	


If this is the first form being submitted to HR for payment please email all the necessary documentation to your designated HR Administrator.

If this is not the first form being submitted to HR for payment, or the individual has an existing payroll number please email all the necessary documentation to hr-payroll@qmul.ac.uk
* If authorised signatories do not have electronic signatures they can simply type their name in - original signatures are not required if we can see an appropriate email trail. 

Instructions
When to use this form

This form should be used to claim one-off payments for Student Ambassadors only. Student Ambassadors are defined as current QMUL students who are employed to assist with School/Institute or QMUL-wide Open Days by preparing Open Day packs, conducting Campus/School tours for prospective students and parents, doing demonstrations for prospective students and parents at Open Days or other work of this nature which is directly connected to assisting with Open Days.
Only 3 claim forms will be accepted per individual per academic year. Any subsequent claim forms submitted to HR, within the same academic year, will be returned to the School/Institute/Department and will need to be submitted as a temporary timesheet contract on i-GRasp.
Any work claimed for must not exceed 2 calendar weeks (regardless of whether the work was continuous or not). For any work that will exceed 2 calendar weeks, a request will need to be made via i-GRasp for a temporary timesheet contract to be issued.  

Please note that Student Ambassadors are paid at the hourly rate of the bottom point of Grade 1. Please see the QMUL Salary Scales for the current hourly rate. 
How to complete the form
Student Ambassador: Complete Section A after the work has been carried out.
School/Institute/Department: Verify Section A, complete Section B and email to HR along with any additional documentation.
Additional Documentation 

The items requested below must be submitted with this claim form unless the individual holds a current contract with QMUL. If you are unsure as to whether the individual has a current contract then please check this with your HR contact.
1) Personal Details Form: All sections of the form must be completed except sections 12 – 16. The information requested is either needed for employment purposes or is a mandatory requirement by HESA.  This form must be completed by the individual if they do not have a current contract with QMUL.
Student Ambassadors are responsible for ensuring that their personal details, particularly their home address, bank account and tax information are kept up to date in order that the correct amount of tax is deducted from the salary.
2) Proof of eligibility to work in the UK: Student Ambassadors must provide proof to show their eligibility to work in the UK including those who are British or EEA nationals. This must be done before the individual carries out any work for QMUL and must be done even if the individual has worked for us previously. Guidance notes on how to conduct Right to Work checks can be found here. 

If proof of eligibility is not provided, the claim will be sent back for clarification. Please note that if proof of eligibility to work in the UK is not sought before the individual starts working for QMUL then we will not be compliant with legislation as set out by UK Visas and Immigration.
Payments
Claims must be received by HR before the first working day of the month, any claims received after this date will be paid on 24th of the following month (e.g. if a claim is received on 4th of October then the individual will receive payment on 24th November). However, during peak periods it may be necessary to process this payment after payments for new appointments, teaching assistants and temporary contracts, which will take precedence.
All payments are subject to UK HMRC regulations and to Pension Auto Enrolment regulations - deductions will be made in relation to this if applicable. 
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