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Zero Hours contract claim
This form is to be completed if you require Human Resources to reimburse you for work that you have carried out on behalf of The Charter Schools Educational Trust. For clarification on Zero hours/Overtime/Additional Hours rules and entitlements please speak to HR before submitting a claim. All claims for  work undertaken must be submitted by 30th/31st of the previous month and will be paid a month in arrears through payroll by BACS only.

Form that are NOT signed by the Headteacher/Deputy and or Line Manager & Employee will NOT be actioned.

	Name:
	
	Payroll No.:
	

	School:
	
	Department:
	

	Position:
	
	For payroll month:
	



	Date - Day or week commencing
	Hours claimed
	Please separate multiple post claims
E.g. one for TA and one for MDS.
Which class or team are you working with?

	
	From
	To
	Total Hours
Excl. lunch break
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	TOTAL
Hours claimed
	
	Date submitted:
	

	Office use only
	 x1		 x 1.5 		    x 2
	In Pension 
	Yes / No


Please note: One hour will be deducted for the lunch break If appropriate

	Authorisation Signatures - I certify that this claim has been check and that the hours were necessary and correctly calculated
	Date

	Employee
	
	

	Line Manager/B Lead
	
	

	Headteacher [if appropriate]
	
	


Office use only								      
	Date entered on EduPeople
	
	COST CODE
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