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Payroll Use Only - Employee Number 


MP’s Name	CAPITAL LETTERS				Constituency		CAPITAL LETTERS

Employee Details

Title			First Name				  Last Name


Expected week of confinement or date child was born/placed for adoption
Or expected date child will be placed for adoption




Dates of leave
Requested



Authorisation & Declaration
· I authorise IPSA to amend the salary of the above mentioned staff member from the date shown
· I authorise IPSA to contact the staff member directly in the event this change creates an overpayment of salary
· I confirm that the staff member concerned has been notified of this change


MP’s Signature: _____________________________                    Date: ______________________

Note: Amendments must be received before the 15th of each month. If the 15th falls on a weekend then the payroll cut-off is the previous working day.
Please email this signed form to payroll@theipsa.org.uk

Alternatively, please send it to IPSA, 2nd Floor, 85 Strand, London, WC2R 0DW.

If you have any questions about completing this form, please call 020 7811 6400 / Option 2.















	Data Protection 
IPSA collects and processes personal information about you to exercise its statutory functions, to provide you with the services you have requested and where it is in our legitimate interests to do so. We will only use the information you provide on this form for the purposes set in the form and in any relevant related guidance to provide you with the services you have requested, to exercise our statutory functions or where we are otherwise required by law.  We may disclose information to third parties where it is fair and lawful to do so, while respecting your privacy rights. Information about how we use and protect your personal information, and your data protection rights is set out in the IPSA Privacy Notice available on our website. You can contact us by email to privacyrights@theipsa.org.uk or by post to IPSA, 2nd Floor, 85 Strand, London, WC2R 0DW.

Freedom of Information
Information held by IPSA may be disclosable under the Freedom of Information Act 2000. Information about the Act for MPs and their staff is available on the IPSA website.



Payroll use only 

							
Keyed by X_______________________________ Checked by X_______________________________ 


Date: ______________________ 			Date: ______________________ 



image1.png
IPSA

Independent Parliamentary
Standards Authority




image2.svg
            


