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Name: Payroll number: 
School/Unit: 
Job Title: Grade: 
 

Overtime / Additional Hours / Enhanced Payments 
Please see the first page of the claim form for the appropriate rate information 

Single time  (hours worked over contract up to 36.5, and  normal  contracted hours 
worked on bank holid ay, public holiday, or minimum service day)  
Dates worked Hours Mins Reasons for additional work 
    
    
    
    
    
    

Time and a half  
Dates worked Hours Mins Reasons for additional work 
    
    
    
    
    

Time and three quarters  
Dates worked Hours Mins Reasons for additional work 
    
    
    

Double time  (hours worked outside of  normal scheduled hours  and ‘as and when’ 
hours worked on bank holiday, public holiday, or minimum service day ) 
Dates worked Hours Mins Reasons for additional work 
    

 
Negative Adjustments (contracted hours not worked) 

• To process ad-




