
Payroll Savings & Loans Scheme 
Employer Application Form

Working in Partnership 
EMPLOYEE SAVINGS FROM SALARY SCHEME: 
SETTING UP A PAYROLL LINK

The following form will ask you for your payroll details. 
	Name of Employer 

	

	Telephone number 


	

	E-mail address


	

	Fax


	

	Name of Payroll Manager 

and the name of the member of Staff we can contact with any queries

Telephone number
	

	Address where we should send the payroll deductions 


	

	Are staff paid weekly, fortnightly, 4 weekly or monthly?
	

	Will the payment be made by Cheque or BACS? *
	

	What date[s] in the month will the payment be made?
	

	What date in the month will the list of deductions be sent to us?
	

	Signature 

Job Title

Date
	


*We will need a list to accompany the payment.  Ideally we would like the list in the form of an excel spreadsheet which should be emailed to payroll@dragonsavers.org [Alternatively the list can be posted to us].  

The list should show: 

1. Name of the Employee

2. The amount deducted

3. The employee’s payroll number

4. The employee’s Credit Union membership number [if possible]

5. The total deductions must agree with the payment

Our bank details for BACS payments are:

Co-operative Bank

Sort Code: 089299 

Account No: 65129366
MARKETING IN YOUR WORKPLACE 

As a new partner organisation, we will need to be able to tell your staff about our services, and occasionally let them know about our offers to members. The following questions will assess how best we can work together to let your staff know about Dragonsavers Credit Union.

1. Approximately how many staff are in your organisation?      _________ staff

2. Do most of your staff have access to email?

	
	Yes

	
	No


3. Please indicate whether the following mediums would be suitable for Dragonsavers Credit Union to advertise offers to your staff.

Please tick one column only, for each medium

	
	Suitable
	Unsuitable
	Unable to facilitate this

	Stand outside canteen or in reception
	
	
	

	Email to staff
	
	
	

	Advert on Intranet Site
	
	
	

	Advert on payslips
	
	
	

	Letter/Flyers attached to payslips
	
	
	

	Posters around building
	
	
	

	Letter distribution
	
	
	


4. If you have ticked the suitable box, please list the contact details of the staff we can communicate with to action this and detail any instructions necessary (e.g. format you wish to receive it in, monthly cut off dates we will need to make etc) in the box below: 

	
	Contact Details
	Instructions

	Stand outside canteen or in reception
	Name:

Email Address:

Phone Number:
	

	Email to staff
	Name:

Email Address:

Phone Number:
	

	Advert on Intranet Site
	Name:

Email Address:

Phone Number:
	

	Advert on payslips
	Name:

Email Address:

Phone Number:
	

	Letter/Flyers attached to payslips
	Name:

Email Address:

Phone Number:
	

	Posters around building
	Name:

Email Address:

Phone Number:
	

	Letter distribution
	Name:

Email Address:

Phone Number:
	


5. If you have any further comments or reservations concerning the use of the mediums (above), please specify them here:

	


Thank you for completing this form. Please return this application form to: 

Christina Stoneman
Tel: 01443 777043
Email: stonemanc@dragonsavers.org
We look forward to working with you.
