                               FREQUENTLY ASKED QUESTIONS 
(Q) If my personal assistant has more than one job and only works a few hours a week in each job, they are put on a base rate (BR) tax code which means they pay more tax.  Is there any way this can be changed to reflect the number of hours they work?
(A) If your personal assistant earns under their tax code limit with both jobs added together, you can advise them to request that their tax code is split between their places of employment.  They will need to contact the HMRC to apply for this request e.g. for someone with two jobs, tax code 647L is split to 323L (2010/2011 tax code).
(Q) Am I allowed to pay my personal assistant for annual leave they have not taken in the year?  This could be because there has not been enough time for them to take it, or because the personal assistant would just like to be paid the money.
(A) It is against the law to pay your staff their annual leave - you must ensure they take it. This could be seen as you taking
away their statutory rights. 

(Q) Will the Payroll Bureau keep records of my personal assistant’s annual leave entitlement?
(A) It is your responsibility as an employer to keep records of your

personal assistant’s leave.  We do provide you with an annual leave card, this is in our Payroll Reference Guide. If you need support with completing the form, please contact your local Penderels Trust office.
(Q) Why do I have to pay HMRC (Inland Revenue) my personal assistant’s Tax and National Insurance when this has been deducted from their payslips already?
(A) This is because even though it is taken off your personal assistant’s pay slip, the money is still in your bank account /personal budget to pay HMRC at the end of the tax quarter. 

(Q) Do I need to pay my personal assistant for a bank holiday 
if they are not due to work that day?
(A) If they are not on the rota to work on that day you do not have to pay them.
(Q) Why do I have to pay Employers National Insurance?
(A) When you take on the responsibility of employing staff, you also take on the responsibility of being an employer. This means if your staff earns over the class 1A threshold, you will pay employers national insurance contribution.
(Q) My personal assistant is going on maternity leave, what do I need to do?
(A). As soon as your personal assistant gives you their MATB1 form (available from her midwife or doctor), please contact the Payroll Bureau who will take you through the process. They will arrange for you to have the statutory maternity payments (SMP) in advance from HMRC.  Please ensure you do not pay these payments out in one lump sum.  You must pay the SMP out every 4 weeks.  If you have a financial assessment from your local authority, please inform them you have money in your account (care account) for statutory maternity payments.  All this information is in your Payroll Reference Guide. 
(Q) My personal assistant has gone off sick, what do I need to do?
(A) If your personal assistant goes off sick, ensure you keep a record of the dates and times they are off to be able to complete their 4 weekly timesheet.  When completing their timesheet record, for the days they would normally work put ‘SICK’ across those days.  This will enable the payroll officer to calculate any Statutory Sick Pay (SSP) that is due to them.  We do have a sickness (SSP) flow chart in the Payroll Reference Guide. 

(Q) Can I have my personal assistant Nett pay figures early?
(A) Only in exceptional circumstances would we be able to give out Nett pay figures early.  This is due to the high volume of employers we support and the way the pay cycles fall.

(Q) My personal assistant is over 65 years of age and therefore does not pay Employee’s National Insurance, why do they have to pay tax?

(A) Anyone who earns over their tax threshold has to pay tax to HMRC, irrespective of their age.
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