Beams Payroll Services Ltd [image: ]
New Starter Form
This form can be completed here , which is the fastest way to give us this information, or you can send a completed form by post to: Beams Payroll Services Ltd, Allsworth Court, 38-40 St Davids Road, Hextable, Swanley, Kent BR8 7RJ


	Identifying Details
	[bookmark: _GoBack]Employer’s Name (Your name, or the name of your Charity / Business)
	

	
	What is the name of the Person awarded the Direct Payment or Personal Budget, if applicable?
	

	
	If a budget is awarded, tell us if it is provided by Education, Health or Social Care?
	

	
	Full name of your new Starter (Employee’s name)
	



	Rates of pay
	Regular Hours
	£					per hour

	
	Additional Hours (usually Non-Term Time)
	£					per hour

	
	Overnight Shift
	£					per hour

	
	Bridging Hours
	£					per hour

	
	Voluntary Additional Hours*
	£					per hour

	
	Private Hours
	£					per hour

	*Voluntary Additional Hours – When the employee volunteers to work additional hours to cover their own holiday period
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