



Frequently Asked Questions/Jargon Buster

What is P.A.Y.E ? 

PAYE (Pay as you Earn) is the system that HM Revenue and Customs uses to collect Income Tax and National Insurance contributions (NICs) from employee’s pay as they earn it. As an employer, you have to deduct tax and NICs from your employees pay each pay period and pay Employers Class 1 NICs if they earn above a certain threshold. The amounts that you are required to pay will be automatically calculated by your payroll provider.

What is emergency Tax Code 

An emergency tax code is used if your employee does not provide you with a P45 from your previous employer for the same tax year or if they have ticked Statement B on the P46 that they may have completed on commencement of employment with you. They will be given an equal amount of tax-free pay every payday based on the current allowances of £6475-00 per year. If your employee ticks Statement C on the P46 or gives you a P45 stating a BR code, this means that they will receive no allowances at all and will pay the current 20% tax on every pound they earn in your employment.

What is S.M.P? 

S.M.P. is Statutory Maternity Pay and is payable if your employee goes onto Maternity leave and qualifies for payment from you. As you will be classed as a small Employer, this will be claimed back automatically from any HMRC payments that are due so there is no actual cost to you.

What is S.S.P? 

S.S.P. is Statutory Sick Pay is payable if your employee qualifies. As you will be classed as a small Employer, this again will be claimed back automatically from any HMRC payments that may be due.

What happens if I do not send in my timesheet on Time 
If your timesheet is late then it will not be processed until the next pay run cycle.

Why is it important that I get my timesheet in on time?

It is important that your timesheet is in on time so that your employees pay the correct Tax & National Insurance for that Tax period. If the timesheet is processed late it could mean that they pay more Tax & National Insurance.
What do I do if I ran out of timesheets?

Contact your local Shaw Trust SDS Support Team. 
When will I receive my payslips? 

2 to 3 days prior to the agreed payment/ calculation date at the commencement of your payroll

What documents are issued with my Payslips and why? 
Managed accounts will only receive payslips for their employees. Calculation only payrolls receive payslips for their employees, a summary sheet with a breakdown of gross pay, tax and national insurance for all employees(mini version of payslip) a report stating what tax and nic is due to HMRC plus a completed HMRC slip if we hold the yellow book on behalf of the client. 

How do I calculate Employers National Insurance (ENI)?
Employers ni is payable at 12.8% over the earnings threshold of £476-00 per month, i.e. an employee is paid £927-00 gross take off the £476-00, ni is payable on £451-00 and amounts to £57-73

How often is this paid? Who will notify me of how much to pay? 

Managed accounts will not be notified but calculation only will receive a report and slip (if we hold yellow  payment book). Payment should be made to HMRC by the 19th of the month following calculation i.e. August calculation payable by the 19th September.
How do I calculate my employees holiday entitlement/pay? 

Employees are entitled to 5.6 weeks per annum. As most PA’s hours and days worked varies assistance in calculating out entitlement can be found on www.businesslink.gov.uk
How do I send in my timesheets?

You may send in signed timesheets via:

Post – Burford House Business Centre, 11 Burford Rd Unit 312/313 Stratford London E15 2ST

Fax – 020 8 536 5324

Email – newham.direct@shaw-trust.org.uk 

Or, hand delivered to the local office
What do I do if my Personal Assistant Leaves?

You must inform your local SDS Support team immediately so that the necessary adjustments can be made and Inland Revenue updated.  You should then complete a Termination form detailing whether any annual leave is owed to the employee.  Once all payments have been issued the employee will be issued with a P45.
How soon must I inform you of a New Personal Assistant to ensure there is no delay in payment?

Those who are on Third Party Management must inform and submit a new Employee Form, Bank Account Details form and P46 by the 19th of each month.

Those who are self managing must also forward the documents listed above without the Bank Account Details form
Who should I contact if my employee’s details change including hourly rate?

You must contact your local SDS Support Service.
When is the deadline date for Timesheets?

1st of each month. 

Example: hours worked in September submitted by the 1st October 2010 by 5pm. If the 1st falls over the weekend please ensure that the timesheet is sent in before.
When will my Personal assistant be paid?
Your personal assistant receives payment every per calendar month.  Payment dates are usually the 10th of the month subject to whether the 10th falls on the weekend.  If the 10th falls on a Saturday or Sunday then they will receive payment s the first working day prior to the 10th.

Can I pay my personal assistant additional hours?

Only if you have budget for this in your account.  You must also notify the Support team of the extra hours worked and that you have checked that there is enough in the account to cover this. You will be required to complete a TPA (Third Party Amendment form) provided with this pack.

Can I pay the shortfall of additional hours to the Shaw Trust to process for my Personal Assistant?

Yes – this must be discussed with our support service and paid prior to payday.  Any cheques must be cleared prior to the additional hours requested being processed.
How to I get a statement of the account?

This must be requested by the service user.  Should you wish to receive quarterly updates please contact our support team (Applicable for Third Party Management only).

