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SNAP

‘Special Needs Activities and Play’

 
Unit 5

181a Verulam Road

St Albans

Herts AL3 4DR

 
Office number:  07979 612363

snapherts@hotmail.co.uk
www.snapherts.org.uk
Monday, 03 August 2009
To all staff,

RE: PAYMENT FOR TRAINING, SETTING UP SITES AND SUMMER PLAYSCHEME WORK

Please see below the outlined structure on pay: -

For any SNAP training, setting up of sites (planning) will be included with the first two weeks worked at scheme.  Staff will receive payment by cheque a fortnight thereafter in the month of August.  Those staff who will claim travelling expenses must also add and attach these details along with their weekly timesheets.
Staff at The Grove (Harpenden) will receive payment by Friday, 14th August and all other staff working at the different sites by Friday, 21st August.

All staff at every site will be sent out payment by cheque for their last two weeks work of scheme on Monday, 7th September. This is of benefit for SNAP staff as not to incur any extra tax or charges if they were paid twice in the same month.
I would kindly like to stress that it is your own individual responsibility to fully complete a weekly timesheet in a manor that is reasonably clear and acceptable to evidence such information provided by yourselves.  The Play Leaders and Office CoOrdinators will then sign to verify the recorded data which will then be processed within the SNAP Office and passed onto the treasurer (Martyn MacPhee) for payment.
If you experience any difficulties with pay, please inform us.  For example: - you may be registered to the wrong tax code, therefore would need to complete a relevant form to rectify this situation whereby we can help in passing on the documents (P38 Student Employee Form or P46 Doing Other Work) for you to fill out.

Yours sincerely,

Dale Sloan  
Play Services Manager

DEFINITIONS ON COMPLETING RELEVANT FORMS: -
· WEEKLY TIMESHEETS
Please round up to the nearest 15 minutes worked.  

Record with a decimal point in the HOURS PER DAY/TOTAL HOURS columns as shown below: -

On the hour



=
Whole number only
15 minutes past (1/4 of an hour)
=
.25

30 minutes past (half an hour)
=
.5

45 minutes past (3/4 of an hour)
=
.75

· EXPENSE CLAIMS

Journeys instigated from your designated place of work to pick up resources/supplies or for a transfer of work to another site will allow you to claim for fuel allowance.  
Travelling to and from your designated place of work for a shift is at your own expense.
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