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New Starter Form

Please complete this form fully in capital letters.  If you have any queries, please contact People Services.

	Employee Job Title
	

	Subject/Service Area
	

	Line Manager / Contact
	

	Please indicate if this employee is a student and where they were recruited from:
	STUDENT (


STUDENT ID NUMBER
___________________________

NON-STUDENT (
EMPLOYED THROUGH HOPE WORKS (
OTHER ( ___________________________________

	Type of Employment 
	Fixed-Term (
Permanent (
Hourly Paid (
Temporary (


	Surname
	

	Forenames
	
	Title
	

	Date Of Birth
	
	NI Number
	

	HESA Number (https://www.hesa.ac.uk/:) 
Only needed if you have come from another University.  This should be obtained from your previous HR Department or Data Management office.
	

	ORCID Number (https://orcid.org/): 
A unique ID number that is used for researchers who have registered with ORCID to track their publications


	


Contact Addresses
	Home Address
	
	

	
	
	Post Code
	

	Telephone No
	
	
	Mobile
	

	Email
	
	
	
	


	Emergency Contact
	

	
	Post Code
	

	Name
	
	Phone No
	

	Relationship
	
	Mobile
	


Bank/Building Society Details

	Name of Bank/Building Society
	

	Account Name
	
	Account No
	
	
	
	
	
	
	
	

	Building Society Roll No
	
	Sort Code 
	
	
	-
	
	
	-
	
	

	I have attached my P45
	Yes
(
No
( 

If you do not have a P45, please complete a Starter Checklist (HMRC).  You can complete an online version of this form by visiting this website: https://www.gov.uk/guidance/starter-checklist-for-paye 


PENSION INFORMATION

Academic Staff:
All new Academic Staff are automatically enrolled into the Teachers’ Pension Scheme.   www.teacherspensions.co.uk 
USS – This Scheme is available only for those academic staff with continuous USS service
	FOR ACADEMIC STAFF
	Are you already a member of?


	Teachers Superannuation Scheme


	

	University Superannuation Scheme

Please supply USS Membership number 
	


Support Staff:

All new Support Staff who meet the current criteria for Auto Enrolment - www.gov.uk/workplacepensions 
will automatically be enrolled into the Greater Manchester Pension Fund (GMPF)  
www.gmpf.org.uk 

If you do not meet the criteria for Auto Enrolment you are still entitled to join.
	Please tick if you wish to join the GMPF
	



Employee Signature:
Date:

Details – To Be Completed By People Services.  Please Complete ALL Information.

	Employee Number
	
	Start Date
	

	Job Title
	
	Job Code
	

	Subject / Service  Area
	
	Reports To
	

	Academic Staff or Support Staff?
	


	Contract End Date 
(If Fixed Term)
	
	FTE 
(to include PPL if applicable)
	

	Contract (Perm/Fixed)
	
	Hours per Week
	

	Mon
	Tue
	Wed
	The
	Fri
	Sat
	Sun

	
	
	
	
	
	
	


	Holiday Entitlement (pattern)
	
	Days or Hours?
	

	Entitlement (figures)
	
	PPL
	

	Holiday Remaining For Current Leave Year
	


	Salary Grade (or Spot)
	
	Point
	

	Amount
	
	Nominal Code
	1000
	Cost Centre
	

	Project
	
	FT/PT/HO
	
	Job Class
	

	Increment Date (If applicable)
	


	HESA Activity Code
	
	HESA Cost Centre
	

	Source of Basic Salary
	


Please refer to the HESA website or Ciphr for the correct entries

	Additional Information
	

	

	

	


# Please remember to add the Qualifications from the Application form to Ciphr. And to complete the relevant HESA data.  Please also check that we have all relevant Equal Opps details. 

Authorised By:
Date:
PAGE  
People Services, Liverpool Hope University, Hope Park, Liverpool L16 9JD

T: 0151 291 3189  e-mail: hr@hope.ac.uk  Website: www.hope.ac.uk 

