	UNIVERSITY COLLEGE DUBLIN

CLAIM FORM FOR PAYMENTS TO STAFF IN RESPECT OF ADDITIONAL DUTIES


	NOTE
	1) Staff should complete this form with reference to the Policy on Remuneration of Non-Core and Non-Exchequer Revenue Generating Activities

2)  All payments are paid through payroll and subject to statutory deductions
3) Payroll Deadline – 3rd of the month (exceptions February and December – 1st of the month)

4) All approved forms should be returned to HR Operations, UCD Human Resources, Roebuck Offices


SECTION 1 - TO BE COMPLETED BY EMPLOYEE

	
Surname:  _____________________________

Forename:  _____________________________

Personnel Number:  P 




           School:       ____________________________

Please tick:
UCD Accredited Course (

Executive Development (

Other Activities  (
Brief Description/Course Title & Course Code:  

___________________________________________________________________________________________

___________________________________________________________________________________________



	Dates work carried out
	No of Hours 
	Rate p/h / Agreed Fee

	
	
	

	Claimant Signature:





Date:


SECTION 2 - TO BE COMPLETED BY PROGRAMME DIRECTOR, HEAD OF SCHOOL AND COLLEGE PRINCIPAL
	Cost Centre:                           

Certified by Programme Director/Head of School/Unit*: _______________________________

*School for which additional work was undertaken

Authorisation (from College/School where employee works full-time):

We certify that the work being undertaken by the above staff member is compliant with the conditions outlined in the Policy on Remuneration of Non-Core and Non-Exchequer Revenue Generating Activities.

Head of School        _________________________________________

College Principal     _________________________________________

 


SECTION 3 - TO BE COMPLETED BY UCD HR
	Authorised For Processing:

(UCD HR)

    ___________________________________
Date  ________________________



	Detail Checked
	CORE Input
	Data Check

	
	
	


