
Personal Details Form





Payroll Ref: ________
Please complete the white boxes on this form and return to the GM within 48 hours of commencement of employment. Failure to return this form on time or provide incorrect information will result in the wages not being paid.
	Title
	

	Name
	

	Address

Postcode
	

	Home Telephone No./Mobile No.
	                             /

	National Insurance Number
	

	Marital Status
	

	Gender (please tick)
	Male
	
	Female
	

	Date of Birth
	

	Job Title
	

	Is this your only employment
	Yes
	
	No
	

	If no please give details here
	


	Previous Employment
	

	Earnings to date
	

	Tax paid to date
	

	Tax Code
	

	P45 / P46 / None
	


	Bank or Building Society Name
	

	Sort Code (6 digits, i.e. 00-00-00)
	

	Account No. (8 digits, NOT card no.)
	

	Building Society Ref No. (if applicable)
	

	Account Name (i.e. Mr John Smith)
	

	Branch Address
	


Pleas provide a valid P45 form your previous employer.

If a P45 is not available, employee must complete a P46 form.

Failure to provide this information will result in the payment of wages being paid late and incorrectly

Next of Kin details

	Name
	

	Address
	

	Telephone Number
	

	Relationship ie Husband/Mother etc
	


This information is used for Equal Opportunities monitoring only and you are not obliged to complete it.

	Ethnic origin
	Black African, Black Caribbean, Black Other, Irish, Indian, Pakistani, Bangladeshi, Chinese, White, Other
	


	Nationality
	


Office use only

	Contracted hours of work
	

	Usual days of work
	

	Hourly rate of pay / Salary
	

	Employment start date
	

	Job Title
	

	Department
	

	Reports to
	

	BACS Reference
	

	Contract Issue Date
	


General Manager Authority_________________________________ Date____________
Original Copy to Accounts/Wages Office
Photocopy to Personnel File with GM

The information on this form will be used to enable the employer to comply with their legal obligations under the Data Protection Act 1998.


