
Casual Worker information

No               :      

Personal Details:

Full Legal Name:   




Usual name:



Has the person worked with us before?

Yes:


No:


Address:


Date of birth:                                                       National Insurance No:



Main job?

Yes:


No:

If no please complete P46 and send to Payroll

Date/s working:
 














Student working only in holiday time?
 Yes:


No:



If yes please fill in a P38S and send it to Payroll.

Bank Details:


Name of bank/building society:  


Account holder’s name:



Sort Code: 


Account number: 

For Office Use only

Is this their main work?     
  

         Yes:
 
              No:
 

 

(Please check P&P manual for definition)


Have they enclosed an up-to-date* P45?    
         Yes:

              No:

*up-to-date means the leaving date is less than I month ago and you have not worked or claimed benefits since.

If no, you need to get them to fill in and enclose a P46.


Entitlement to work in the UK checked?                       Yes:
 
             No:


Home Office Registration applied for?                                               Yes:
 
             No:

	
	




Dear 

Casual work at FWBO Basingstoke

FWBO Basingstoke values the contribution that you as a casual worker make to the smooth running of the team you work in and to the friendly environment that we aim to foster.  

The purpose of this document is to clarify the employment of casual workers and to reduce the time spent on administration.

What is a casual work?

A casual worker is someone who does not work regularly for windhorse:evolution, but someone who the manager of a team might call on to help out occasionally.  You are free to say yes or no to this request.  This means that there is no ‘mutuality of obligation’ either to offer work or to accept the offer of work so there is no contractual relationship between you and the company.

Note:  If a pattern starts developing of you working a regular number of hours each week then you will no longer be casual and will need a written statement.

New casual workers

· You must be entitled to work in the UK – the manager will explain what documents you need to show.

· The manager needs to give Payroll all the details necessary to put you on the payroll, including your National Insurance number, and P46 if this is not your main income

· You will be paid by BACS fortnightly in arrears.  You will not  be paid from the till.
· You will accrue holiday hours and Statutory Sick Pay in the normal way.  You will need the same breaks during the day as everyone else ie during an 8 hour day a 1-hour unpaid meal break will be provided.  And if you work for more than 4 consecutive hours in a day, at least a 20 minute break will be provided during work time.

If you have any questions about this please contact Personnel.

Yours sincerely

XXX

Personnel Advisor

	





























Tel No:  
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