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Direct Payments – What do I need to know when employing a Personal Assistant using Direct Payments
These tick lists are designed to help you prepare for employing your own PA.  If you are unsure about anything on the lists, please contact the Direct Payments Support Service. 

Have I got the knowledge?

· I understand about tax, PAYE, NI, self employment and payroll services

· I know about paid annual leave

· I understand the issues around immigration status

· I know about the national minimum wage, the working time directive and equal opportunities (including the specific legal requirements and exceptions for employing PAs)

· I understand my insurance responsibilities

· I have a way of recording the hours that my PAs work and the wages they receive

Have I done the groundwork?

· I have set up a separate bank account for Direct Payments

· I have arranged insurance

· I have calculated my budget 

· I have decided how I am going to process the payroll

· I have drawn up the rota of shifts

· I have decided how to record the working week (for example, Saturday to Friday, paid weekly)

· I have a way of recording the hours that my PAs work and the wages they receive

· If I am using a payroll service, they have all the information they need to start up

· If I am calculating tax myself, I have registered as an employer with the tax office and understand the calculations I will be making


Am I ready for recruitment? 

· I have decided how to advertise

· I have drawn up an advert

· I have drawn up a recruitment pack (application form, job description, person specification, details of hours and shift system, rates of pay, and other special details

· I have drawn up a contract

· I have drawn up a list of interview questions

· I have found a venue for interviews

· I know how to go about selection.


Am I ready to employ? 

· I have enough PAs to cover the full rota of shifts

· I have taken up references on anyone I do not know well

· employment contracts (with pay rates) have been typed out and signed, one for each PA,  a copy given to the employee and the original retained in my records

· My employees have each completed a personnel sheet

· My employees have each been given a copy of the job description

· My employees have each been given a copy of ‘Information to be given to the employee for them to keep’ which informs them about tax

· I have a plan for emergency cover

· I have recruitment materials ready, for when I need to recruit replacement PAs

· PAs have been trained in lifting and handling, where appropriate. Any other essential training has been arranged

· Any special needs I have, which have not been mentioned above, have been taken into account
