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NEW STARTER (PAYE) CHECKLIST
Please complete and return with your P45 (if available). Use BLOCK CAPITALS where possible.
For employer/payroll use
	Employer name
	
	PAYE reference
	
	Payroll no.
	

	Start period (MM/YY)
	
	Pay frequency
	
	Contact email for payroll
	



1) Personal Details
	Title / Full name
	
	Any previous names
	

	Home address
	
	Postcode
	

	Email
	
	Mobile phone
	

	Date of birth (dd/mm/yyyy)
	
	Gender (optional)
	

	National Insurance number
	
	No NI? Applied? (☐ Yes/Date)
	



2) Employment Details
	Start date (dd/mm/yyyy)
	
	Job title/Dept
	

	Work pattern (☐ Full-time ☐ Part-time ☐ Casual)
	
	Expected hours per week
	

	Pay basis (☐ Salary ☐ Hourly)
	
	If hourly: rate £
	



3) HMRC Starter Declaration (choose ONE)
	
☐ Statement A – This is my first job since 6 April, and I have not received taxable benefits or pensions in this tax year.
☐ Statement B – This is now my only job, but since 6 April I’ve had another job and/or received taxable benefits or pensions.
☐ Statement C – I have another job and/or I receive a state or occupational pension.
P45 attached?  ☐ Yes  ☐ No    If No, please complete A/B/C above.



4) Student Loan & Postgraduate Loan
	Do you have a Student Loan which is not fully repaid? (☐ Yes ☐ No)
	
	If Yes, tick plan:  ☐ Plan 1  ☐ Plan 2  ☐ Plan 4  ☐ Plan 5
	

	Are you repaying a Postgraduate Loan? (☐ Yes ☐ No)
	
	If Yes, any direct debit to SLC in place? (☐ Yes ☐ No)
	

	Country of study (if known)
	
	Course end date (mm/yyyy)
	



5) Residency & Other Information
	Ordinarily resident in the UK? (☐ Yes ☐ No)
	
	Right to work in UK evidenced (☐ Yes ☐ No)
	

	Receive occupational/state pension? (☐ Yes ☐ No)
	
	Any benefits in kind with this employer? (☐ Yes ☐ No)
	



6) Bank Details (for payroll)
	Bank name
	
	Account name
	

	Sort code
	
	Account number
	



7) Emergency Contact
	Name
	
	Phone
	

	
	
	
	

	Phone
	
	Email / Address
	



8) Employee Declaration
	I confirm the information provided is true and complete.

	Signature
	
	Date
	

	
	
	
	



Privacy note: your data will be used for payroll and HMRC reporting and retained in line with our retention policy.
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