
	Employee Number


	


CURRENT PERSONAL DETAILS

	First Name(s)
	
	Family Name
	

	Preferred or “known as” First Name
	
	Department
	


CHANGE TO PERSONAL DETAILS – PLEASE FORWARD THE COMPLETED FORM TO PAYROLL
	
	FROM
	TO

	Title
	
	

	First name 
	
	

	Family name
	
	

	Preferred or “known as” First Name (please check the guidance)
	
	

	Address
	
	

	Contact telephone number
	
	

	Please confirm the emergency contact details to be recorded on the payroll system:

	Emergency contact name
	

	Relationship to Employee
	

	Emergency contact address
	

	Emergency contact telephone number
	


OTHER CHANGES – PLEASE FORWARD THE COMPLETED FORM TO PAYROLL
	Please Specify


	
	


CHANGE TO BANK OR BUILDING SOCIETY DETAILS– PLEASE FORWARD THE COMPLETED FORM TO PAYROLL

	Name of bank account holder
	
	

	Bank sort code (6 digits)
	
	

	Account number (8 digits)
	
	

	Building society roll number
	
	


CHANGES TO BE EFFECTIVE FROM

	Effect Date Of Changes
	

	Signature
	
	Date
	


For Payroll Use:

	Payroll Input
	Date:
	Signed:

	Checked
	Date
	Signed:

	Inform Pensions 
	Date:
	Signed:


PER02





CHANGE OF PERSONAL/BANK DETAILS FORM

















