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ADDITIONAL EARNINGS/OUTSIDE WORK  DECLARATION AND CLAIM FORM

1.  To be completed by the applicant

NAME





DEPARTMENT

POSITION

Please indicate the type of approval you are applying for:

Unpaid outside work



Paid outside work



Paid inside work 


University Consultancy Work

Please provide a full description of the work to be undertaken and remuneration expected where appropriate:

If engaging in outside work, please describe any University facilities which you will use



PAYMENT

Amount claimed




Code chargeable 

Please indicate if payment is to be made to: Personal research code  Departmental funds 

Please give code to be paid into


Please indicate if you have any paid or unpaid interest in the company undertaking work for the University Yes/No 

I declare that:

1.  Earnings are for additional work beyond my normal conditions of service

Signed







Date

2.  To be completed by the Head of Department
I declare that the above activity does not from part of core teaching activities and does not interfere with the proper performance of normal duties. (Heads of Department who are unclear on the above should seek  advice from the appropriate Course Director prior to signing below).
Signed







Date


3.  To be completed by the Senior Deputy Principal
Approval is granted/not granted

I detail below the conditions of approval/remuneration to be shared with the University 

Signed







Date


(For HR Services Use Only) 
Date passed for payment

-------/-------/-------

ADDITIONAL EARNINGS/OUTSIDE WORK APPROVAL PROCESS

2. Application to engage in outside work

1. Application for additional payment in respect of inside work 


Head of Department Authorisation


Authorisation from Principal
Approved

Not Approved
Claim/Cumulative Additional Earnings > £3,000
HR Services write to 

Applicant

Claim/Cumulative Additional Earnings < £3,000
HR Services Authorisation to Pay Office 

Approved

Not Approved

Authorisation from Senior Deputy Principal
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Additional Earnings Declaration Form 

