School of Biological Sciences

Procedures for Postgraduate Demonstrators

Thank you for agreeing to demonstrate during the coming year.

Human Resources will now prepare a contract which will be emailed directly to you. You will need to follow the instructions in the email and return the contract to Human Resources by REPLYING to the email they send you. Please read the letter that accompanies the contract which gives details of the various documents required by Human Resources. A bank authorisation form, a personal particulars form and a P46* will need to be completed.  You will also need to provide the documents specified on the ‘Identification Required’ sheet sent with the contract.  
(*If you have a P45 that was issued within the last 6 months you should return this to HR instead of completing a P46).  
NB No payment can be made until the copy of the contract, the bank authorisation form and the personal particulars form have been returned to Human Resources.

A monthly timesheet (PR14) is attached which you should photocopy and use as instructed at the end of each month in which you have demonstrating duties.  
The monthly timesheet should be completed and signed by you (under ‘Claimant signature’) and the organising lecturer for the relevant unit.  All hours worked must be written out both in figures and in words.  The total hours at the bottom of the form MUST be completed and must be signed by the relevant academic.  It must have the unit number (BIOLxxxx) on the form. The completed form should then be submitted to the Biological Sciences Student Support Office (G.483 Stopford Building). Please note that any forms which are not filled out fully will be returned to you and payment may be delayed as a result.
Forms should be submitted to the Student Support Office by the 10th of the month in order that payment can be made on the day before the last working day of the month.   Please note, however, that forms must be submitted by 1st December for payment in that month as payments are processed earlier in December.  
You should be aware that payments made in any monthly period that exceed £600 will be liable to payment of National Insurance. If you are a non-UK citizen without a National Insurance number this section can be left blank but you should apply for a National Insurance number through the local JobCentre Plus 96, Wilmslow Road, Rusholme. 
Please also ensure that you complete and return a tax form (P46) for each tax year (April-April) in which you are working.  These forms can be downloaded from http://www.hmrc.gov.uk/students/fagp46.shtml and should be completed and returned to Human Resources.
If you have any questions about the procedure please contact Rebecca Schulp. If you have a query about the contract, please contact at Human Resources  or by calling 0161 275 2236 or 52236.

Many thanks.
June 2017
