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Additional Hours Allowance 

Claim Form   



Please print clearly in BLOCK CAPITALS stating the hours worked a.m. and p.m., also showing the time taken for a break period.
If you work for more than six hours at a stretch, you are required in law to take a break of at least 20 minutes, which will be unpaid. If a break is not shown, then 20 minutes will be deducted by the HR Department. Please ensure that the form is completed correctly it will be returned, which may delay payment.
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	Dept.
	      
	Contract Hrs.
	     
	Pay No
	     


	Date
	Work Performed
	Grade of work Performed
	Additional Hours Worked (Indicate a.m. or p.m.)
	Additional Hours Worked
	Break Period
	Break Hours
	Additional Hours Claimed
	Payroll Use Only
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	O/T Rate (£)
	Total Due (£)

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


	This form must be signed by both the employee and the person authorised to sign on the chargeable funding code.

	Employee 
	Authorised person

	Name
	     
	Name
	     

	Signature
	
	Date
	Signature
	
	Code to charge

	
	
	     
	
	
	     

	Payroll Office use only

	Input by
	     
	Date
	     
	Checked by
	     

	Date
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