Academic Payroll
Deadline





Pay Date

6 September 2011
28 September 2011

4 October, 2011




26 October, 2011


1 November, 2011




23 November, 2011 

25 November, 2011 



16 December, 2011



3 January, 2012




25 January, 2012



31 January, 2012




22 February, 2012


6 March, 2012




28 March, 2012



31 March, 2012
 
   


25 April, 2012


1 May, 2012





23 May, 2012



5 June, 2012 




27 June, 2012



3 July, 2012





25 July, 2012 


31 July, 2012





22 August, 2012



4 September, 2012  



26 September, 2012


Support Payroll



Deadline





Pay Date

1 September 2011
18 September 2011

3 October, 2011




18 October, 2011



1 November, 2011




18 November, 2011



1 December, 2011




16 December, 2011



3 January, 2012




18 January, 2012



1 February, 2012




17 February, 2012



1 March, 2012




16 March, 2012


2 April, 2012





18 April, 2012


1 May, 2012





18 May, 2012



1 June, 2012





18 June, 2012



3 July, 2012





18 July, 2012 


1 August, 2012




17 August, 2012



3 September, 2012




18 September, 2012




SUBMISSION OF PAY CLAIMS – DEADLINE DATES FOR SEPTEMBER 2011 
TO SEPTEMBER 2012 (INCLUSIVE)

As a result of problems being encountered, we wish to clarify the requirements/responsibilities in respect of the submission of pay claims.  The aim of clarifying the process is to avoid the possibility of an employee suffering financial difficulties by not receiving payment for work undertaken at the appropriate expected pay date.

Monthly Paid Time Sheets and Professional Overtime Claims – please note that claim forms need to be received in the Personnel Service at least two days prior to the deadline date for submission of pay claims to the Finance Office.

Hourly Paid Lecturing Contract Requests – Faculties need to ensure that Hourly Paid Lecturing Contract request forms are submitted to the Personnel Service at least ten working days prior to the deadline dates for submission of pay claims to the Finance Office.

This is to enable the Contract to be processed/issued to the Hourly Paid Lecturer in sufficient time for the Hourly Paid Lecturer to be able to sign and return the contract (to Personnel Service) at least two days prior to the deadline date for submission of their pay claim to the Finance Office.

Claim forms need to be completed in full, with all requested details entered (employee reference number, full name, hours/dates worked, Faculty/Service, Budget Code, Authorisation etc).
Claim forms that require authorization and processing by the Personnel Service (e.g. Overtime, Consultancy) need to be received at least two days prior to the deadline date for submission to the Finance Office.

This is to allow sufficient time for claims to be authorised and forwarded to the Finance Office by the required deadline date.

Claim forms sent direct to the Finance Office without the appropriate details and authorization will incur delay and may result in the employee not receiving payment as expected at the appropriate salary pay date.

It is important to emphasise to Faculty’s preparing Hourly Paid Lecturing Contract request forms the need to ensure that the required information is completed in full.  It is not the responsibility of staff within the Personnel Service to make assumptions regarding missing information (budget holder authorization, agreed rate of pay, Faculty/Service budget code, etc) in order to ensure contracts are issued in a timely manner.

Please do not hesitate to contact the Personnel Service if further clarification is required on any aspect of the above information.  Thank-you for your assistance and co-operation

