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[bookmark: _Toc464722245]Casual Claims Registration Form
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Creating a User Account 

Please follow this link : http://www.exeter.ac.uk/staff/employment/tempworkers/casual/worker/ and follow Step 1 to register onto the Casual Claims payroll.
[image: ]
[image: ]
· Here you can login if you have already started your registration, create a new user registration or request forgotten your password. Please note:  If you have registered before but have since left the university you will need to use a new email address.

· [image: \\isad.isadroot.ex.ac.uk\UOE\User\Desktop\Untitled.png][image: ]You will then receive a confirmation email from the system confirming your account has been created and your user details are. Please note: These login details will not be used for eClaims and this is a separate username and password.










· Once you click submit on the new user registration form you will be taken to the Summary page



[image: ]
· Clicking on each title will allow you to enter the information for that section (Personal Details, Bank and P45 details, Recruitment Monitoring Line Manager, Further Details and Declaration)
[bookmark: _Toc464722247]Personal Details
















· Clicking Save & return to summary, takes you back to the summary section and this will show which sections have been completed click next page will take you to the next section in the registration form.
[bookmark: _Toc432059294][bookmark: _Toc464722248]Bank and P45 details 
· Please enter your details for a UK bank account as we can only pay people with international bank accounts by Cheque. If using an International account please Enter Cheque in the Bank/building Society Name and in the Account number/Sort code fields enter Zero’s (0)
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Recruitment Monitoring
· Please complete all mandatory fields accordingly.
[bookmark: _Toc464722250][image: ]
Line Manager
· [image: ]This should be the person who has asked you to do the work. Please input their full name and where they are based at the University of Exeter
[bookmark: _Toc464722251]Further Details
· Please complete all mandatory fields and provide as much detail as possible.



























[bookmark: _Toc464722252]Declaration
· Please read this carefully and you will need to agree to the declaration before you start working at the University of Exeter
[bookmark: _Toc464722253]
[image: ]
[bookmark: _Toc464722254]Summary
· Once you have completed all the sections of the registration form you will have all the green ticks next to all the pages in the registration form and be able to submit this for processing.


[bookmark: _Toc432059299][bookmark: _Toc464722255]Submitting the Registration form
· [image: ]Once you have clicked Submit, you will need to confirm the terms and conditions 
· [image: ]The applicant then receives another email saying we are currently processing the application form. In this Email please ignore the section regarding applying for the Temporary Staff Bank.  This section below is what is applicable.

· [bookmark: _GoBack]Once the form has been processed by payroll the line manager will then be notified to create an I.T. account for the respected user. 

· In the meantime please provide HR with your right to work evidence please take this to room 356 in Northcote House.
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= Claims Registration

« This is the Claims Registration system

= When you click "Register online” below you will need to create temporary login details with a valid email
‘address for use during your inital registration

« Please select "New user registration" on the following page.
« The eClaims help pages can be found here

Register online

Using ur st | Frasdom of Informton | Dats Protacton | Capyrigt & dssiamer | Prvy & Coskiss | @ ©swre ByE
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s user registrat

A temporary user account has been created for you.

Your new user name is
with a password of

Keep these safe as they will be required to access the registration site
again.

Once your registration has been submitted you will no longer require
these details
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T @The asterisk symbol denotes mandatory fields which must be completed

New user registration

Please enter your details below in order to register. Your user name must be a minimum length of six characters
and contain at least one numeric character. Your password must be a minimum length of eight characters.

S .

Email address *

‘Confirm email address *

User Name *

Password *

Confirm password *
‘Submit Back
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image5.png
Casual Claims registration form

Please complete the pages below. The icons will indicate when a page is completed.

Pages Icon guide
@ Personal Detaits

B
@ Bankand P45 detais Mandatory fild

@ Hepiconauite

@ Recrutment Monitoring
€ Mancatory felds complete

€ Line Manager
@ Further Details
) Declaration

@ Mancatory fels incompite

“This button will be actvated when all mandatory fieds have
been completed

Other options

Submit

(& Print preview (Opens in new window)

‘Selecting delete will cancel your registration.

Delete
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Title

Forename

Forename 2

Preferred name

‘Sumame [Registration form Test

eMail
Email address | bailey2@exeter ac.uk *

Address

Address type [Please select v

Line 3

Line 4

Line §

Postcode -

Country |Please select
Mailing address ()

Add Remove
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Other Contact Details
Please provide at least one telephone number.

Contact type [Please select

Contact detail -

Remove

Save & return to summary Next Page.
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Other Contact Details
Please provide at least one telephone number.

Contact type [Please select
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Remove
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Your Bank Account details will only be used for the Sole purpose of salary payments once you have carried out
work for the University of Exeter and these details will be treated as strictly confidential

The University of Exeter is a data collector and is registered with the Office of the Information Commissioner as
required under the Data Protection Act 1998. The University will only process your personal data in accordance
with the University's notification and in accordance with current Data Protection legisfation

Bank Account
Account Holder ‘e
Bank/Building Society Name *
Account Number *
Sort Code ‘e

Previous employment

To ensure that you pay the correct amount of tax, please read the following statements carefully before
selecting the option in the dropdown list that matches your circumstances.

« A-This is my first job since last 6th of April and | have not been receiving taxable Jobseeker's Allowance,
taxable Incapacity benefit or a state or occupational pension

« B-This is now my only job, but since last 6th of April | have had another job, received taxable Jobseeker's
Allowance or Incapacity Benefit | do not receive a state or occupational pension

« C-1Ihave another job or receive a state or occupational pension

Please send your P45 to Employee Services/Payroll once you have commenced work for the
University.

Please select [Please select v|*
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Student Loan

If you have left a course of Higher Education, please select the appropriate Student Loan repayment plan if
applicable:

= You will have a Plan 1 Student Loan i you lived in Scotiand or Northern Ireland when you started your
course, or you lived in England or Wales and started your course before 1 September 2012

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

Student Loan type' | Please select v

National Insurance Number

National Insurance Number

Previous Page  Save & return to summary Next Page.
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Your Bank Account details will only be used for the Sole purpose of salary payments once you have carried out
work for the University of Exeter and these details will be treated as strictly confidential

The University of Exeter is a data collector and is registered with the Office of the Information Commissioner as
required under the Data Protection Act 1998. The University will only process your personal data in accordance
with the University's notification and in accordance with current Data Protection legisfation
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Sort Code ‘e

Previous employment

To ensure that you pay the correct amount of tax, please read the following statements carefully before
selecting the option in the dropdown list that matches your circumstances.

« A-This is my first job since last 6th of April and | have not been receiving taxable Jobseeker's Allowance,
taxable Incapacity benefit or a state or occupational pension

« B-This is now my only job, but since last 6th of April | have had another job, received taxable Jobseeker's
Allowance or Incapacity Benefit | do not receive a state or occupational pension

« C-1Ihave another job or receive a state or occupational pension

Please send your P45 to Employee Services/Payroll once you have commenced work for the
University.
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Student Loan

If you have left a course of Higher Education, please select the appropriate Student Loan repayment plan if
applicable:

= You will have a Plan 1 Student Loan i you lived in Scotiand or Northern Ireland when you started your
course, or you lived in England or Wales and started your course before 1 September 2012

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

Student Loan type' | Please select v

National Insurance Number

National Insurance Number

Previous Page  Save & return to summary Next Page.
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- The University of Exeter is committed to a policy of equality of opportunity and aims to provide a working and
learning environment which is free from unfai discrimination and will enable staff and students to fulfil their
personal potential.

In order to monitor the effectiveness of our policies and procedures and how well we meet our legal
requirements, all applicants are requested to complete this form

+ The information you provide will be treated as strictly confidential and will be used only for Equality and Diversity
recruitment monitoring purposes.

- It will not be taken into consideration for short listing or interviewing purposes, aside from our "Two Ticks"
commitment and to fulfil our statutory requirements.

Equality and Diversity Information
Date of birth

Disabilty [Please select )"

©

Disabity description

P

Ethnic origin | Please select *
Gender [Please select v|*
Nationality  Piease select *

Previous Page  Save & return to summary Next Page
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Line Manager

Please enter details or your Line Manager at the University. This is the person who has
asked you to complete the work_Please provide their name and the department in which they

work.
Line Manager [<max 80 characters, including spaces> *

Previous Page  Save & return to summary Next Page
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Previous Employment

Have you worked. or do you
currently work, for the University of
Exeter?

Previous Employment Start Date
Previous Employment End Date

Do you have a current University
IT account

Usemame.

Email address

Please select vre

It you selected "No” above please go to next page.
Otherwise, please complete the details below for your most recent
employment at the University of Exeter.

Please select ¥

Previous Page  Save & return to summary Next Page.
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Further Details

Page 5016

Student Status

Studen Status [pease seect ]
I Non-Student please move to Right to Work section below.
Student Type | Please select 2
Name of insttution [N/A ]
Course/programme start date =
Courselprogramme end date =
‘Student number ]

Right to Work
Do you have the right to work in [Please select v |* @
the UK?
Do you require a Visa to work in [ Please select v | *
the UK?
If YES please select your Visa | Please select
type:
Visa details @
4
Visa reference number @
Visa expiry date e
Work restrictions as stated on @
your Visa
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Declaration
Please read the following statement regardiess of your right to work or student status and select 'l agree" below.

- Evidence of right to work in the UK is required of all workers regardiess of nationality. Full details of what
can be accepted as evidence of right to work can be found on the University webpages. Evidence of right to
work must be supplied to HR (356, Northcote House) before starting work. Payment for work completed
before right to work is supplied cannot be guaranteed

= You confirm that the information provided on this form is true and correct and you authorise us, if
applicable. to verify these details with the institution sponsoring your Visa. You also agree to update these
details with HR immediately should your student status, Visa circumstances, or plans for paid/unpaid work
change. If it becomes apparent that you have worked in excess of the restrictions stated on your Visa, you
will not be offered any further work and may not be paid for any work carried out in breach of the Visa
regulations.

- Ifyour Visa restricts your weekly working hours these hours cannot be averaged out. All hours worked,
regardless of employer, contract type, paid or unpaid, are combined together for the weekly limit

- Ifyou are a student there are restrictions on the number of weekly hours you are permitted to work.
Please ensure you are aware of the resrictions that apply to you, full details can be found on the University
webpages.

- By agreeing to the above you are confirming that you have read and understood these detals, and those
on the University webpages. and will comply with and take responsibilty for adhering to any applicable
restrictions enforced by the Home Office and University Policy. If you are unsure please contact Human
Resources before submitting this form and starting work.

Declaration’ |Please select v | *

Submitting your Application

If you have completed all mandatory fields you can submit your application by clicking "Save & retur to
‘summary” below and then the SUBMIT button on the summary page.
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Casual Claims registration form

Please remember to press the button to submit your registration

Submit

Please complete the pages below. The icons will indicate when a page is completed

Pages Icon guide

& Personal Details
*  Mandatory field.

@ Hepiconauite
(g Mancatorfields complete

€ Bankand P45 details
) Recrutment Monitoring

@ tnevnage Py

Other options

& Print preview (Opens in new window) his buton will e acivated when all mandatoy fields have
been completed.

Submit

‘Selecting delete will cancel your registration.

Delete
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Casual Claims registration form

Please remember to press the button to submit your registration

Submit
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To complete your registration you have to indicate that you agree to the following:

- I accept that any work offered to me will be in accordance with the terms and conditions which can be found
here.

- I'have read and understood these terms and conditions.

- I accept that | have the right to work in the UK and will supply my documentation to HR before | commence
employment as detaled here.

- I understand that if | have any medical concerns which may affect my ability to undertake any work that may be
assigned to me, and that If | require any reasonable adjustments to be made as a result of this, I should contact
my Line Manager (or TSB if applicable) to advise them
‘Should you want further advice please contact Occupational Health (01392 722666) or email
newstarterquestionnaire@exeter ac uk

- Ifyou have previously worked at the University of Exeter and left as part of the Voluntary Release Scheme you
may not be eligible for Claims or TSB registration. If this is the case, or you are unsure, you should contact HR
Services before undertaking any work

+ I confirm that the information given in my registration form is correct to the best of my knowledge.

lagree Cancel
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Thank you for your Casual Claims registration form, we are currently processing your detas.

If registering as a Casual Claimar

IRight to Work:

[Thank you for completing the Casual Claims Registration Form. Please now bring evidence of your Right to Work in the UK to HR. room 356, 3rd Floor Northeote House before you
tart working. Evidence of Right to Work is required of everyone regardless of their nationality.

I you fail to provide HR with this evidence you will be unable to submi

imesheets and will not be paid

[For information of what you should provide please see our webpages on how to prove your right to work in the UK.
|casual Claims Process:

[For details on what you need to do next, please visit our Casual Worker webpages

IT Account:

‘our IT account will now be set up by your line manager. Please refer to your line manager for further details.
Ipas:

[Please ensre that you forward your P45 to the Employee Sevices Team (Payroll) as soon as you have it

IpBS:

[For positions working with children and vulnerable adults an Enhanced DBS check may be required. If you are aware that a DBS check is necessary for this role please ask your line
|manager to contact HR Senices to arrange.
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My profile @ The asterisk symbol denotes mandatory fields which must be completed
tra

« Unless you have previously done so, please select the New user registration link below. This will
allow you to create temporary login details for use during your initial registration.

- Ifyou have already created your temporary login details please enter them below. You should also have
received them via email.

- Ifyou have forgotten your password please use the "Forgotten your password?” link below.

User Name *

Password *

New user registration
Forgotten your password?

Log in Back

Using ur st | Frasdom of Informton | Dats Protacton | Capyrigt & dssiamer | Prvy & Coskiss | OE @ s Bva





