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The Blessed Edward Bamber Catholic Multi Academy Trust

CASUAL CLAIM FORM

This form should only be completed for hours / duties worked on a casual basis.  

For the period 14th March 2025 to 15th May 2025 only during the transition period of moving payroll services from Access to Edupay, this form should be completed and sent to HR@bebcmat.co.uk. Any hours you would normally submit via Self Service on Access will need to be added this way.



	To Be Completed By Employee

	

	Month claim is in respect of
	
	
	Employee Number
	
	
	
	
	
	

	

	Name
	
	Position
	

	School
	

	

	The number of Hours Worked must be recorded in decimals

	
	TOTAL

	Week Commencing
	Sun
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Hours
	Decimal

	 
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	Total Hours
	
	

	

	I certify that the hours claimed have been worked by me
	Employee Signature
	

	
	Date
	

	

	To Be Completed by the Authorised Approver.

	

	Approvers Signature
	

	Name (Printed)
	

	Job Title
	

	
	

	Contact Number
	

	Date
	


When recording hours, these must be specified as decimal and not in hours and minutes e.g. 15 minutes = 0.25 and half hour = 0.50 

The payroll cutoff date is 15th of each month. Please ensure the completed and authorised form is returned by 14th April or May. Any forms received after this date will be paid in the next available pay period.
