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INTRODUCTION
Welcome to Compass Independent Living Payroll Service

We will take you step by step through the process of becoming an employer, making sure you understand your responsibilities and what we will undertake for you.

We hope this guide will help you understand and follow the Payroll Service processes. Please keep it safe as you may need to refer to it again.  If you cannot find the information you need, please contact us by phone from 
9am – 5.00pm, Monday to Friday on 0330 3330089 (or 01823 282823) or via email at payroll@compassdisability.org.uk or info@compassindependentliving.org.uk
If you need assistance with issues regarding the recruitment or management of your staff, your Independent Living Adviser (ILA) will be able to help.  They can also be contacted by phone on the number above or via email at: info@compassindependentliving.org.uk. The Payroll Service and your ILA will work together with you to ensure managing and paying your staff is a smooth-running process.
We have included copies of the forms you may need to use.  These are referred to throughout as an ‘Appendix’ and are indicated in blue print. Each one is numbered, e.g. the New Employer form is Appendix 1.

1) RECEIVING YOUR DIRECT PAYMENT / PERSONAL HEALTH BUDGET
Recruiting your staff






Once your social worker has informed you that your Direct Payment (DP) /Personal Health Budget (PHB) is available, you will receive a visit from an ILA. They will explain the whole process, so don’t worry! This will include:

· Establishing a separate bank account for receipt of DP / PHB funding (unless you use our Managed accounts services/TPSA)
· Talking to you about your assessed contribution (if applicable)

They will also be able to offer help with recruiting staff if you don’t already have someone to work for you. Please speak with your Independent Living Adviser (ILA) about this. 

Once the recruitment process is complete, your ILA will help you to complete a New Employer Form (Appendix 1) and then leave you with New Employee forms (Appendix 2) for all the staff you intend to employ, plus a pre-paid envelope.
Please return your completed New Employee Forms and P45, if applicable, to the Payroll Service at your earliest convenience. We cannot pay your staff until this information is available to us.
For your information the postal address is:

Compass Disability Services
Unit 11-12 Belvedere Trading Estate
Taunton
TA1 1BH

Your ILA they will also ask you to sign an Inland Revenue 64-8 ‘Authorising your Agent’ form (Appendix 3) which gives the Payroll Service your permission to correspond with HMRC on your behalf.

If you are going to use our managed accounts service (prior authority for this must have been given by the local authority), you will also need to complete and sign a copy of the CIL Managed Account Agreement (Appendix 4)/CIL Managed Account Set up form (Appendix 5) – your ILA will provide the appropriate form.
If you recruit additional staff at a later date, you must complete a New Employee Form for them and send this to the Payroll Service before they are due to start. 
You must have a separate bank account to receive your Direct Payment funding/PHB funding (unless you have been given authorisation to use the CIL Managed Account Service). This is paid every fortnight, 4 weeks or monthly depending on your local authority.
You must arrange for any assessed personal contribution you have to make towards your care to be paid into your Direct Payment bank account (or into the CIL Managed Account Service if applicable) at the appropriate time.

2) REGISTERING WITH HMRC AND PAYING YOUR STAFF

If you have not been an employer before…
When you employ staff, we will register you with HMRC as an employer. This means the appropriate statutory deductions for tax and National Insurance can be made.  We will also inform HMRC that we are acting as your Payroll Service. Once we have done this, all of their correspondence will be sent to us to deal with on your behalf. Your ILA will give you the appropriate documents to complete. Please refer to the CIL Payroll Service New Employer Checklist (Appendix 6).
If you have been an employer before…
If you are an existing employer and have been processing your own payroll, or you are transferring from another Payroll Service, and you would like Compass Independent Living to act as your payroll agent, we will ask you to complete an HMRC 64-8 ‘Authorising Your Agent’ form and a New Employer form, as well as New Employee forms for all your staff members. We will request your tax and National Insurance ‘to date’ figures, together with your tax reference numbers.  We will inform HMRC of the transfer to Compass Independent Living Payroll Service.

Informing the Payroll Service of the hours worked by staff
You can let us know how many hours your staff have worked in a number of ways. The Payroll Service will then calculate how much to pay them. 

a. Phone in your hours to the Payroll Service on 0330 3330089 (or 01823 282823)

b. Email your hours to payroll@compassdisability.org.uk
c. Fax your timesheet to 01823 351790
d. Post your timesheet to: The Payroll Service, Compass Disability Services, Units 11-12 Belvedere Trading Estate, Taunton, TA1 1BH
You have to inform the Payroll Service of your staff hours at least 2 working days prior to the end of your payroll cycle, 3 working days if you use our managed accounts services/TPSA. In this way we can ensure that your employees are paid promptly. An example of a Timesheet appears as Appendix 7.
If, for any reason, you are unable to let us know the hours your staff have worked on time, please let the Payroll Service know immediately.

Compass ID number 
It is important to us that we only discuss your personal information with you and those nominated as your representative. This will ensure that we fulfil our data protection obligations and work in line with your wishes. 

Therefore we will be providing you with a personal number which should be quoted each time you contact us. It is critical that you protect your Compass number, have it to hand when you contact us and only issue it to those authorised to communicate with us on your behalf.

If you are unable to quote this number when making contact we will be unable to discuss anything further and will only re-issue your number to the correspondence address or email address that we hold on file. Therefore it is important that you advise us of any changes to your correspondence or email address.

Christmas/ New Year
You may need to inform the Payroll Service of the hours your staff have worked earlier than usual for the Christmas/New Year periods.  A message notifying you of this will be included in our quarterly newsletter.

Issue of pay slips

You can choose whether to receive pay slips for your staff by post or electronically via email. One copy is for the employee and one for you to keep on file.

Each pay slip will show the wages owed to your staff after any statutory deductions such as tax, (also known as PAYE) and National Insurance (known as NICS).  This is shown on the pay slip as ‘Nett Pay’ and is the figure you pay your staff.  You may pay them out of your direct payment bank account by cheque or via on-line banking straight into their bank account. Paying staff by cash is generally not admissible under local authority rules. Furthermore, if you pay ‘cash in hand’, i.e. payments without the required statutory deductions, and this is discovered by HMRC, you may have to repay monies owed in addition to being fined.

P32s and payments to HMRC
You will be notified of the statutory deductions you have to make and pay to the government i.e. tax and National Insurance, on the P32 which will arrive with your payslips either by post or email. (These are taken into account when your ILA calculates the amount of funding you have available to pay your staff).  

The amount you need to pay the Inland Revenue is the ‘Total’ figure on the far right of the P32. Write a cheque from the direct payment bank account for this amount payable to ‘HM Revenue & Customs’ followed by your Accounts Office reference number. (This can be found on the HMRC white payment book).

Complete the remittance slip from the white book for the relevant payroll period:

[image: image1.jpg]14

W
Compass
& Independent Living
\)




The financial year begins on April 6th. The first slip in the payment book will be for the month ending 5th May, pay period 1. 

There will be four of twelve payments to be made over the course of one year (it depends if you choose your P32 provided monthly or quarterly). 

Please note if you operate on 4 weekly payroll and choose the monthly P32 option, you will only receive twelve P32’s from us in a year, which means that you will not receive P32 for one of your payment period and one P32 will cover 8 weeks period.
You will find that the white book contains 13 remittance slips. The extra slip is for any under payments when PAYE is complete so that an extra payment can be made and recorded in the right financial year by HMRC.

Place the remittance slip and the cheque in the addressed envelope provided (we/HMRC will post these envelopes to you along with your white payment book when we register you as an employer) and post to the Inland Revenue (a stamp, unfortunately, will be required).

If you do not have an envelope, post the remittance slip and cheque to:

HM Revenue & Customs

Bradford

BD98 1YY
If you do not have any payments to make to the Inland Revenue in a particular month/four weekly period, sign and post the remittance slip to HMRC anyway with the amount written as £0.00.

You can also opt to make the PAYE/NIC payment by internet banking. The HMRC gives the following guidance for setting this up:

Setting up and making payments to HMRC by Internet Banking
To pay your PAYE/Class 1 NIC using any of the above payment methods you'll need to set up the payment details with your bank. You'll need to supply them with:

· HMRC's bank account details

· your Accounts Office reference number

When making a payment to HMRC please make sure you always use the correct bank account details and reference number. And that your bank has confirmed that your payment has been made successfully.

If you make a mistake with the sort code or account number there may be a delay before your record is credited or your payment may not be received at all. That could mean you are charged a penalty, interest or surcharge for late payment.

When paying by internet or telephone banking, Bacs Direct Credit or CHAPS you should only use the bank account details shown below and not the account number shown on the front of your HMRC payslip as this sort code is only for payments made by Bank Giro or at a Post Office.
	Accounts Office
	Sort code
	Account number
	Account name

	Cumbernauld
	083210
	12001039
	HMRC Cumbernauld

	Shipley
	083210
	12001020
	HMRC Shipley


If your bank asks for the address of the bank to which payment is being made please use

Citi

Citigroup Centre

Canada Square

Canary Wharf

London

E14 5LB

You will also need to provide your Accounts Office reference number with your payment.
Staff holidays
As from 1st April 2010, all employees are entitled to 5.6 weeks (pro rata for part-time workers) annual leave per year which is inclusive of Bank Holidays.  Your ILA will have taken this into account when they costed your care support.  This will also take into account additional care support cover whilst a staff member is on leave.  For more information, please discuss this with your ILA or social worker.

You must keep a record of all leave taken by each staff member.  We have included an Annual Leave Record to assist you with this, see Appendix 8. At your request, the Payroll Service will keep a track of your staff members’ holiday for you, providing you inform us of it each payroll period. Keeping a track of your staff members’ holiday may help to prevent any disputes regarding the amount of leave remaining at the end of the holiday year.
Hourly rate changes
If you wish to increase pay rates for your staff, inform both your ILA and the Payroll Service. Complete a ‘Change of Salary Notification Form’ (Appendix 9) and send to payroll. The ILA will be able to assist with preparing a new budget to ensure you have sufficient funding available to make the changes.

What to do when staff leave your employment
If an employee tells you they intend to leave, please inform the Payroll Service at your earliest convenience. In order to make the appropriate calculations, we will need to know the hours worked in their final pay period and the amount of leave they have taken in the current holiday year.  We will then produce a P45 and send you a final payslip.  The P45 will be sent direct to the outgoing employee.
3) WHAT TO DO IF YOUR DIRECT PAYMENT CEASES

If your Direct Payment ceases (or you know it is due to cease), you need to inform the Payroll Service immediately. They will advise you about any statutory requirements e.g. holiday or redundancy payments etc. and send out final pay slips and P45s to your staff.  They will also calculate your final tax return and send this to you for payment.  Until you have met all your outstanding bills, you should not attempt to return any monies to either the local authority or CCG.

Guidelines regarding redundancy payments can be found on the ACAS website at www.acas.org.uk or call the ACAS helpline on 0300 123 11 00.
4) ADDITIONAL EMPLOYMENT INFORMATION
Statutory Sick Pay (SSP)
Statutory Sick Pay or SSP is paid to any employee who earns above the ‘Lower Earnings Limit’ per week in any one job.  This limit will usually increase each year – current figures can be found at www.hmrc.gov.uk 
The first three days of any period of sickness are called ‘qualifying days’ and are unpaid.  Subsequent days are paid at the rate set by HMRC. As a small employer you can recoup some of the SSP you have paid out to your staff. The Payroll Service will be able to advise you about this.
When an employee has had several short periods of sickness over a short period of time, or had (or will have) a long period of sickness, please contact the Payroll Service for advice on claiming back SSP payments in these circumstances.

Statutory Maternity Pay (SMP)

Statutory Maternity Pay or SMP is paid to anyone who earns an amount above the ‘Lower Earnings Limit’ per week in any one job and who has worked for you for 26 weeks prior to 15 weeks before the expected date the baby is due.  Your employee must provide you with a MATB1 form (available from her midwife or doctor) before any payments can be made. Please send this to the Payroll Service as soon as you receive it.  The payment is currently 90% of average earnings for the first 6 weeks, followed by 33 weeks at a rate set by HMRC.  This limit will usually increase each year. You can find details of the current figure on www.hmrc.gov.uk 

Similar payments apply to expectant fathers (Statutory Paternity Pay or SPP) and those who adopt children (Adoption Leave/Pay).  As there are strict conditions that must be met before payments can be considered, please contact the Payroll Service for advice.

The Payroll Service will make all of the above calculations for you and can write to HMRC and request the funding for you ‘up front’ to pay your staff. You will then receive a cheque from them to pay your staff their SMP. Please ensure that when you complete your local authority financial returns, you inform them there is extra money in the account to pay your staff SMP.  If not, they may regard this as an ‘excess’ and try to recoup this from you.  If you have difficulty with managing this process, please contact your ILA.

Attachment of Earnings

A court of law has the power to take money direct from a person’s wages (e.g. for child maintenance); this is called ‘Attachment of Earnings’.  Once notified, we will advise you and give you instructions of where the money has to be sent after it has been deducted.

Working tax credits

These are now paid directly to your employee and the Payroll Service has no involvement in these payments.

Tax codes

The tax code given to your employee determines how much tax they pay. The Payroll Service has no control over the tax code used as HMRC make this decision.

P45

A P45 is a form an employer gives to an employee at the end of their employment. It gives details of their National Insurance number, date of birth, tax code and year to date figures of any earnings, as well as any tax paid to date.
When a new employee starts with you they should give you their P45 (if they stopped working for their previous employer).  This must be forwarded to the Payroll Service as soon as possible.  The Payroll Service will continue to use the code applied by the previous employer.

P60

A P60 is the form given to an employee at the end of each tax year.  This indicates their total earnings, total tax paid and total National Insurance contributions for that year.  This is an important document and employees should ensure they keep their P60 safe.

Note: to qualify for a P60, your employee must have been in employment with you on April 5th of that current tax year.

5) Workplace Pensions and Automatic Enrolment 

Every employer with at least one member of staff will have a duty to enrol eligible employees into a workplace pension scheme and contribute towards it. This is called automatic enrolment.
If any of your employees are eligible to be automatically-enrolled, or opt-in or ask to join your pension scheme, then you will need a pension scheme to enrol them in to. There are a number of different pension providers, however Compass will be assisting with the set up and regular tasks involved in having a pension scheme for customers using the National Employment Savings Trust (NEST), which is a pension scheme set up by the government. 
You will receive a letter from The Pensions Regulator to let you know when your staging date is. You can also find this out through The Pensions Regulator’s website by entering your PAYE reference in to www.thepensionsregulator.gov.uk/employers/staging-date. Your PAYE reference can be found on your paying in book or on correspondence from HMRC.
You will have to complete ‘Employer Details Request Form for NEST Application’ when it is sent to you and return to Compass before your staging date.
Once you reach your staging date, we will assess your employees to find out whether or not they are eligible to be automatically enrolled in to a pension scheme. If any of your employees do meet the criteria to be automatically enrolled, we will make the necessary deductions from the employee(s) and enrol them in to your pension scheme. 
You will have to complete the set-up of your NEST account on receipt of an email from NEST, if applicable; there will be instructions in the email.
You will also receive a pension summary which will show you a breakdown of any pension contributions that need to be made, and will also show you the total amount due to NEST for that pay period. You will need to pay the total amount across to NEST by the 15th of the month following your payroll. If you notice pension deductions on your employee(s) payslips, but do not receive a pension summary, please contact us to let us know straight away so that we can get one sent out to you. It is your responsibility as an employer to ensure that your payments are made to your pension provider on time. If you have a managed account/TPSA with Compass, we will make the payment to NEST from your managed account and this pension summary will just be for your records.

We will send out a letter for each of your employees when we carry out the initial assessments to give them the details of the thresholds etc for automatic enrolment. You must forward these letters on to your employees within 6 weeks of your staging date; this deadline is set by the Pensions Regulator. Your employee(s) will also notice a deduction on their payslip if they have been automatically enrolled. 
The Pensions Regulator will write to you once you pass your staging date, to let you know that you have to complete a declaration of compliance within 5 months of your staging date. This has to be completed regardless of whether any of your staff had to be automatically enrolled or not. Compass Disability Services will carry out this declaration of compliance on your behalf, and The Pensions Regulator will write to you or email you to confirm that they have received this from Compass Disability Services.
6) COMPASS INDEPENDENT LIVING - QUALITY ASSURANCE
Compass Independent Living is part of Compass Disability Services, a User Led organisation based in Somerset but delivering services across the Country. As a user led organisation, Compass Disability Services endeavours to understand current and future users’ needs and will strive to meet users’ requirements and exceed expectations at all times. Compass Disability Services is accredited with the ISO 9001 standard. Registered Charity No 1099376.

Comments, Compliments and Complaints

If you have a comment, compliment or complaint, we would like to hear from you.  Please ask your ILA for the appropriate form or find out more about our complaints and negative feedback on www.compassdisability.org.uk
Data Protection Statement
Compass Independent Living will only collect the information necessary to enable us to process your payroll.  This information, whether in paper or electronic format, is stored safely and only passed to those organisations noted as relevant in the registration or as required by law.  However we will pass relevant information on to such organisations as HMRC, Department of Works and Pensions, the Benefits Agency if required to do so or to comply with a formal investigation.  (This is not an exhaustive list).  
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