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Section 1 – To be completed by the Student

	Student Name:
	

	Student Number:
	

	Term Time Address:
	

	Name/Description of Event:
	

	Date of Event:
	

	AQD Validation Officer:
	


	Date of Travel
	Journey
	Mileage Car

@ 30p/m (£)
	Public

Transport (£)
	Other, e.g. parking (please indicate)
	Total (£)

	
	From
	To
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	*Fee = £
	

	Total Claim Amount
	


*Fees are subject to income tax, deducted by Payroll at basic rate
International (non-EU) Tier 4 students may only work up to a maximum of 20 hours per week during term-time. It is your responsibility to ensure that you do not exceed these hours across all employment you have, otherwise you may breach the terms of your immigration clearance.
	Bank Name:
	
	Date of Birth:
	

	Account Name:
	
	Gender:
	

	Sort Code:
	
	National Insurance Number:
	

	Account Number:
	
	


	Employment Details for first time claimants only: 

Claims must be accompanied by completed details below

You need to select only one of the following statements A, B or C (delete as applicable)

· A – This is my first job since last 6 April and I have not been receiving taxable benefits such as JSA, ESA, IB, State or Occupational Pension.

· B – This is now my only job but since last 6 April I have had another job, or received taxable benefits such as JSA, ESA or IB. I do not receive a State or Occupational Pension.

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

You need to answer the following statements:

· Do you have a Student Loan which is not fully repaid? YES / NO (delete as applicable)
· Are you repaying your Student Loan direct to the Student Loans Company by agreed monthly payments? YES / NO (delete as applicable)
· What type of Student Loan do you have? PLAN 1 / PLAN 2 (delete as applicable - You will have Plan 1 Student Loan if: You lived in Scotland or Northern Ireland when you started your course, or You lived in England or Wales and started your course before 1 September 2012. You will have Plan 2 Student Loan if you lived in England or Wales and started your course on or after 1 September 2012)
· Did you finish your studies before the last 6 April? YES / NO (delete as applicable)
For more information about repaying Student Loans please see details here: www.gov.uk/new-employee/student-loans 


Under the terms of the Local Government Pension scheme you will be contractually entered into their scheme from your first day of employment. Please complete and send to payroll a Member Enrolment Form. Further information on the scheme and relevant forms are available from www.yourpensionservice.org.uk/local-government-scheme/ 

	Checklist and Declaration (please ( to confirm the following…

	
	I confirm that this claim was wholly, exclusively and necessary in the performance of my duties as a Student Reviewer participating in a validation/revalidation/periodic review event at the University of Cumbria

	
	I confirm my understanding that the information provided on this form will be used for the accurate processing of payments and deductions due, including fraud prevention controls.

	
	I confirm that I have attached all relevant receipts/tickets (this is essential as proof of purchase)


	Claimant Signature
	
	Date
	


Return this form and receipts/tickets to:

AQD Quality Assurance Team, University of Cumbria, Bowerham Road, Lancaster, LA1 3JD
AQD@cumbria.ac.uk 
Section 2 – To be completed by the AQD Administration Assistant
	Employee Number:
	
	Date claim checked and approved:
	


Refer to Account Payable list for workorder, account and product codes – Fees and expenses for Student Reviewers will be paid from either the Validation budget (for core UoC provision) or the Collaborative Provision budget
	Workorder Code:
	Account Code:
	Product Code:
	Amount (£)
	VAT Code

	
	7040
	
	Fee
	10

	
	8070
	
	Expenses
	10


	Authorisation / Financial Coding approval must be in line with Agresso workflows which are available on StaffHub:

	Authorised Signature 1:
	
	Date:
	

	Authorised Signature 2:
	
	Date:
	


Once authorised, this claim form and all receipts will be retained by AQD

Details of the claim will be provided to the University Payroll Team for processing and payment
