

New Employee Detail Form

Please complete and return the form to the Recruitment Co-ordinator 
Recruitment Co-ordinator at Princethorpe College

No payments will be made to you if this form is not completed and returned.

	Personal Details


	Title and Legal Surname


	Address
                 



Post code       

	Legal First name and middle names


	

	E Mail address

	Telephone number

If you DO NOT wish your phone number to be released to other staff please tick here 

	Sex  M/F

Date of Birth
	National Insurance number

	Passport Number


	Passport Expiry date


	Start date at the Foundation


	Nationality


	Information for Tax Coding Purposes

Sign next to ONE of the following statements only

	A – This is my first job since last 6 April and I have not been receiving taxable Jobseeker's Allowance, Employment and Support Allowance or taxable Incapacity Benefit or a state or occupational pension.
	Signed

	B – This is now my only job, but since last 6 April I have had another job, or have received taxable Jobseeker's Allowance, Employment and Support Allowance or
taxable Incapacity Benefit. I do not receive a state or occupational pension.
	Signed

	C – As well as my new job, I have another job or receive a state or occupational pension

	Signed



	P45 – please email a copy of your P45 to recruitment@princethorpe.co.uk as soon as you receive it.



	Student Loan


	Do you have a Student Loan which is not fully re-paid?


YES/NO
	Are you repaying a Student Loan directly to the Student Loan Company? (If yes we will not deduct Loan payments from you.)

YES/NO

	Do you have a Plan 1 Student Loan? (If you lived in Scotland or Northern Ireland when you started your course OR if you lived in England or Wales and started your course before 1 September 2012)
YES/NO
	Do you have a Plan 2 Student Loan? (if you lived in England or Wales and started your course on or after 1 September 2012)

YES/NO

	Do you have a Plan 4 Student Loan? (If you lived in Scotland and applied through the Students Award Agency Scotland (SAAS) when you started your course)

YES/NO
	Do you have a Postgraduate Loan? (If you lived in England and you started your Postgraduate Master’s course on or after 1 August 2016 OR if you lived in Wales and you started your Postgraduate Master’s course on or after 1 August 2017 OR if you lived in England or Wales and started your Postgraduate Doctoral course on or after 1 August 2018)

YES/NO



	Bank Details


	Bank name

	Account Name

	Bank branch

	Account number

	Sort code  
	



	Additional information


	Car reg: 

	Car colour: 
	Car model: 

	Car reg 2: 

	Car colour 2:
	Car model 2:

	

	Emergency contacts


	
	Contact 1
	Contact 2

	Forename\Surname:
	
	 

	Daytime phone number:


	Home:

	Work:

	Home:

	Work
:

	
	Mobile:
	Mobile:

	Relationship to you:
	
	


		

	Please let us know if you have children at any of the Foundation Schools, or you are expecting them to enrol soon:


	Child’s Name
	School: 
Princethorpe/Crackley Hall/
Crescent
	Expected enrolment date:

	

	
	

	

	
	

	

	
	

	

	
	





	I certify that the details on this form are correct at the time of signing


	Employees signature


	Date


[image: ]


		
	EQUAL OPPORTUNITIES MONITORING

	What is your ethnic group?
This section will be used solely for monitoring purposes

	White:

		English, Welsh, Scottish, Northern Irish or British
		Irish
		Gypsy or Irish Traveller
		Roma
		Any other white background*

	Mixed or multiple ethnic groups:

		White and Black Caribbean
		White and Black African
		White and Asian
		Any other mixed or multiple ethnic background*

	Black, Black British, Caribbean or African:

		Caribbean
		African
		Any other Black, Black British or Caribbean background*

	Asian or Asian British:

		Indian
		Pakistani
		Bangladeshi
		Chinese
		Any other Asian background*

	 Other Ethnic Group:

		Arab
		Any other Ethnic Group
	

	EQUAL OPPORTUNITIES INFORMATION - DECLARATION 

	I understand that this information will be held on paper files and computerized records.  It is covered by the Data Protection Act and the Company’s policy.  I consent to its use for monitoring purposes.

	Signature:
	Date:
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