
Employee Information Form

Full Name:
Title Forename(s) Surname

Forename(s) Surname

Home Address: Date of Birth:

Department:

Job Title:

Post Code: Start Date:

Home Tel. No:

Mobile Tel. No:

E-mail address:

Bank Sort Code: - -
Bank Account Number:

Bank Branch name and address:

Name in which bank account is held:

Important Tax Information

A -
or

B -

or

C -

Student Loan

Do you have a student Loan which is not fully paid? Did you finish your studies before the last 6 April?

No Yes No

Do you have a student Loan which is not fully paid? Did you finish your studies before the last 6 April?

Yes Yes No

Yes

No

Student Loan plans

What type of Student Loan do you have? Plan 1 Plan 2

Signed: Date:

As well as my new job, I have another job or receive a State or Occupational Pension.

Roll number                  
(when appropriate):

You will have a Plan 1 Student Loan if:                                                                                                                        
• You Lived in Scotland or Northern Ireland when you stared your course, or
• You lived in England or Wales and started your course before 1 September 2012                                                   
You will have a Plan 2 Student Loan if you lived in England or Wales and started your course on or after 1 
September 2012.

I authorise the University of Aberdeen, until further notice, to credit my salary and any other payments made in connection with my 
employment to the bank/building society account specified above.

Are you repaying your Student Loan direct to the Student Loans

Company by agreed month payments?

please indicate below the type of student loan you have

If / when you receive HMRC form P45 from a previous employer, please forward it direct to the Payroll Office,
Room 45 University Office, King's College, Aberdeen, AB24 3FX

Known as                                
(if different from above):

National Insurance 
Number:

Starter Declaration - Enter an 'x' to select only one of the following statements A, B or C

This is now my only job but since last 6 April I have had another job, or have received taxable Jobseeker's
Allowance, Employment and Support Allowance or taxable Incapacity Benefit. I do not receive a State or
Occupational Pension.

This is my first job since last 6 April and I have not been receiving taxable Jobseeker's Allowance, Employment
and Support Allowance, taxable Incapacity Benefit, State or Occupational Pension.

If you have not been allocated a NI Number, please 
contact your local Jobcentre Plus Office without 
delay (see note on reverse for more information).

EIF June 2016 Page 1 of 2



Employee Information Form

Full Name:
Title Forename(s) Surname

Next of Kin Relationship:   eg Wife, Husband, Mother, Son, Friend

Name:

Title Forename(s) Surname

Contact Details Home Address:

Post Code:

Home Tel. No:

Mobile Tel. No:

Works Tel. No:

Emergency Contact (if different from Next of Kin) Relationship:

Name:

Title Forename(s) Surname

Contact Details Home Address:

Post Code:

Home Tel. No:

Mobile Tel. No:

Works Tel. No:

Bank Account:

HMRC form P45:
Do not delay in completing this form, whether or not you expect to receive form P45 from a previous UK employer.

If you have not already been allocated a permanent National Insurance number, you will have to apply for one by telephoning
Jobcentre Plus on Tel 0345 600 0643 - lines are open 8.00 am to 6.00 pm Monday to Friday. Please be aware that a National
Insurance number which starts TN is not a valid number. If you cannot yet provide your permanent National Insurance number,
please do not delay returning this form but communicate directly to the Payroll Office on receipt (payroll@abdn.ac.uk).

Please be aware your salary can only be paid into a UK bank account. If you cannot provide this prior to starting work, please do
not delay returning this form.  
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