WHAT SHAW TRUST PAYROLL BUREAU WILL DO FOR YOU

· Register you with the Inland Revenue as an employer for your unique Tax reference number.

· Calculate payroll based on set hours/ time sheet with a GROSS hourly rate of which has been agreed between employer and employee.

· Provide payroll slip which should be handed to employee.

· Provide payroll summary sheets with calculated figures to be kept by you the employer.

· Complete the Inland Revenue payment book and send a payment every month on your behalf if applicable.

· Provide a P32 for you each month which details amounts due to the Inland Revenue.

· Provide guidance with Inland Revenue.

· Produce all year end returns for your employees and the Inland Revenue.

*******************************************************************

WHAT YOU AS THE EMPLOYER MUST DO

· Provide us with all employer/employee information sheets in order for us to put all information on our payroll system.

· Provide us with a P46 or P45 for all employees. If neither is provided we will base rate employee’s tax.

· Inform us of any changes to your payroll in advance of the calculation, i.e. terminations and new starters along with all relevant employee information.

· Any change of hours in advance if possible, if not, any adjustment will be made on next available payroll run.

	
	Shaw Trust London SDS
SHAW TRUST NEW EMPLOYER INFORMATION

	*
	Title:
	MR/MRS/MS/MISS      ADULT/CHILD

	*
	Name:
	

	*
	Forename:
	

	*
	Address:
	  

	
	 
	 

	
	 
	

	*
	Post Code 
	

	*
	Tel No:
	 


	*
	Care First Number:
	

	
	
	 

	
	Appointee Name (if applicable):
	 

	
	Address:
	 

	
	 
	 

	
	
	 

	*
	Tel No:
	 

	
	 
	 

	*
	Have you previously used another payroll provider:
	Yes / No (Please Circle)

If so is it this current tax year   Yes / No


	
	If so what is your Employer PAYE ref no:
	 

	
	 
	 

	*
	Funding Type:


	 Direct Payments /Individualised Budgets
(Please Circle)

	
	 
	 

	*
	Name of support worker:
	 

	
	 
	 

	*
	Employer’s Signature:
	 

	*
	Date:
	 

	*
	All fields mandatory
	 


	SHAW TRUST NEW EMPLOYEE INFORMATION

	*
	Employer’s Name:
	 

	* 
	Care First Number: 
	 

	All care workers must submit their passport or visa for this payroll pack to be processed, FAILURE TO DO SO COULD RESULT IN DELAYS TO YOUR PAYMENTS  

	*
	 Is your PA Eligible to work in UK (tick box)
	 Yes
	
	No
	
	If yes, please complete parts A and B

	A
	Do you hold a current UK or EU passport?
	 Yes
	
	No
	
	Tick box if Copy is Enclosed
	

	B
	If you are a non EU resident please confirm expiry date of your working visa
	
	Tick box if copy is enclosed
	

	Please ensure that you check that your Private Personal Assistant is legal to work in the UK. Failure will result in you being fined over £5,000- please refer to your Direct Payments Agreement/or speak to Shaw Trust Support Officer

	*
	Employee’s Title
	MR/MRS/MS/MISS

	*
	Employee’s Name
	 

	*
	Contact Telephone No
	 

	*
	Address
	 

	
	 
	 

	*
	Post Code
	 

	*
	Start Date:
	 

	*
	Date of Birth
	 

	
	 
	 

	*
	National Insurance No:
	 

	*
	Pay Frequency:
	Monthly

	
	 
	 

	*
	Rates of Pay per Hour:
	£

	*
	 Special Rates:
	 I.e. Sleep-over, weekend rate etc

	*
	Hours per Week:
	 

	
	
	

	*
	Employers Signature:
	 

	*
	Employee’s Signature:
	 

	*
	Date
	 


* ALL FIELDS MANDATORY
	EMPLOYEE TERMINATION REPORT

	Employer’s Name :
	 

	Care First Number:
	

	 
	 

	 
	 

	 
	 

	Address:
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	Employee’s Name
	 

	 
	 

	 
	 

	 
	 

	 
	 

	Termination Date:
	 

	 
	 

	Any Final/Holiday Pay Due
	 

	Employer Signature
	 
	Date 

	NOTIFICATION OF ANY EMPLOYEE TERMINATING

	MUST BE FORWARD TO:

	 
	 

	 
	 

	 
	SHAW Trust

	 
	312/313 Burford Business centre 

	 
	11 Burford Road 

	 
	Stratford

	 
	E15 2ST


GUIDE TO EMPLOYMENT

1. The people employed under the direct    payments scheme are not self employed, as advised by the Inland Revenue.

2. All employees should have a contract of employment.

3. Must conform to minimum wage legislation.

4. Must conform to working time directive.

5. Employees to bring P45 or complete P46.

6. If an employee is working for more than one employer, the employee should write to the Inland Revenue and let them know where they are working and approximate gross for each job.  The Inland Revenue will then split their allowances between all employers. 

PERSONNEL MATTERS

This contact information is designed to provide you with access to a range of information and services, which advise on best practices, techniques and changes in line with employment legislation.

Advisory, Conciliation and Arbitration Service (ACAS)

Helpline:
08457 47 47 47

www.acas.org.uk
The Department of Trade and Industry

Employer Relations

www.dti.gov.uk/er
Small Business Service (Business Link)

Helpline:
08456 00 90 06

www.businessadviceonline.org
Confederation of British Industry

Enquiries:
0207 395 8247

www.cbi.or.uk
EMPLOYEE BANK DETAILS FORM
NEW EMPLOYEE / EXISTING EMPLOYEE (Changed details) – Please Circle
	EMPLOYER’S NAME:

Care First Number:
	

	EMPLOYEE’S NAME


	

	BANK NAME
	

	BANK BRANCH
	

	ACCOUNT NAME  **

(IF DIFFERENT FROM

EMPLOYEE NAME –

AUTHORISATION RQD

FROM BOTH PARTIES)
	

	SORT CODE
	

	ACCOUNT NO
	

	BUILDING SOCIETY ACCOUNT
	


* Employer’s Signature:

* Employee Signature:

Individualised Budget Authorisation Form

I authorise Shaw Trust Ltd. to carry out on my behalf, the calculation and payment of my employee’s pay along with any other payments that may be due to the Inland Revenue.

I agree to pay an initial Service Set Up charge of £20.00 + VAT

AND (please tick the monthly charge to be used)
Contribution of £25.00 + VAT towards the cost of managing my Third Party Account which will automatically be deducted from the funds held by Shaw Trust Ltd

Contribution of £37.00 + VAT towards the cost of managing my Third Party Account which will automatically be deducted from the funds held by Shaw Trust Ltd

An Additional employee set up charge is £5.00 + VAT (for replacement or new staff)

I confirm that if I am transferring from Traditional Direct Payments to Third Party, my Traditional account has been fully reconciled and all monies owed has been paid prior to the transfer to Shaw Trust Ltd.

SIGNED: __________________________________________ Employer        

Start date of Third Party payments (LBN): ______________________

Unique User Number (CFN): _____________       _________        
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).

Third Party Amendment of Hours Form

Name of Employer:
 

Carefirst Number:



Total Allocated Hours: 


Month:…………………………………Total number of employees:…………………………………..

Name of Employee:……………………………………………………

Normal Hours employee works each month(if more than one employee):…………………….

Actual  Hours Worked this month:………………………………….
Number of hours over allocated/normal working hours  (+)………………………………………

  

Number of hours under allocated/normal working hours (-)………………………………………

Reasons for over/under hours ( tick as appropriate)

1. did not work full hours in previous month




(  )

2. covering for another employee





(  )

3. using excess funds in account





(  )

4. LBN have increased care package




(  )

5. LBN have reduced care package





(  )

6. back pay owed and availability of funds  has been confirmed

(  )

7. overtime worked and availability of funds has been confirmed           
(  )

8. Other (give reasons)_____________________________________________________

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Please Note

Availability of funds needs to be confirmed before any additional hours will be paid.  If payment for additional hours is validated payment will be made in arrears and will show in the subsequent months pay.

Office Use Only

Validated: Yes


No


(delete as appropriate) 

If no date SU Notified___________________

If Yes  additional hours to pay ____________

To be paid in (month)__________________(pay run)

Date Payroll Notified:_________________
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