Asian and Middle Eastern Studies

Graduate Special Tuition

FORM C – CLAIM FORM FOR PAYMENT
This form should only be completed by tutors who have provided Graduate Special Tuition.  
It should be used to claim payment for the Special Tuition given to Graduate Taught Course and PRS students.  
Payment is made at the standard Senior Tutors’ Committee Rates (http://www.oxcort.ox.ac.uk/ and view ‘Register of Payments’)
Asian and Middle Eastern Studies postholders should not claim for payment for Special Tuition until they have fulfilled their contractual teaching obligations.
The form (together with Form B, the reporting form) must reach the Faculty Office (orient@orinst.ox.ac.uk) not later than Friday of 8th week.  
The Faculty Office will forward your report to the supervisor(s) of the student(s), and will process your claim for payment.  

1. CLAIMANT DETAILS
	Name of Special Tuition Tutor:
	

	Term & year of claim:

 
	


2. PAYMENT DETAILS

Either: if on main payroll, please give your employee number (on your payslip) __ __ __ __ __ __ __
Or: if not on main payroll, please complete the boxes below.

	Date of Birth
	
	National Insurance Number 
	

	Faculty/department
	
	If no NI number, please state nationality
	

	Home address including postcode
	
	Bank Name
	   

	
	
	Bank Sort Code
	

	
	
	Bank Account Name
	

	
	
	Bank Account No.
	


Please note that a P46 must be completed once in each financial year (April – March) by each person who is entitled to be paid without deduction of tax and returned to the Faculty Office.  This form can be obtained from the Faculty Office or downloaded from http://www.hmrc.gov.uk/forms/p46.pdf
Now please complete section 3 on the next page

3. AUTHORISATION AND TUITION DETAILS

You can use this form to claim payment for any amount of Special Tuition provided you complete a separate section for each student and submit a Report Form (Form B) for each one.  

	Name of Student
	
	Degree (please circle)
	MSt / MPhil /

PRS

	Degree Course
	
	No. Hours Taught
	

	Paper/Subject of Special Tuition
	
	Group Size
	

	Name of supervisor who approved the Special Tuition:


	


	Name of Student
	
	Degree (please circle)
	MSt / MPhil /

PRS

	Degree Course
	
	No. Hours Taught
	

	Paper/Subject of Special Tuition
	
	Group Size
	

	Name of supervisor who approved the Special Tuition:


	


	Name of Student
	
	Degree (please circle)
	MSt / MPhil /

PRS

	Degree Course
	
	No. Hours Taught
	

	Paper/Subject of Special Tuition
	
	Group Size
	

	Name of supervisor who approved the Special Tuition:


	


	Name of Student
	
	Degree (please circle)
	MSt / MPhil /

PRS

	Degree Course
	
	No. Hours Taught
	

	Paper/Subject of Special Tuition
	
	Group Size
	

	Name of supervisor who approved the Special Tuition:


	


Signed:



[no need to sign if returning by e-mail]

Date:

Please return this form to the Faculty Office (orient@orinst.ox.ac.uk) not later than Friday of 8th week together with your report(s) – on form B.
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