

PAYE for Nannies Ltd

PO Box 38, Hunstanton   PE36 9AD

Tel: - 01485 533322
Fax: - 0845 280 5824
Email: admin@payefornannies.co.uk

Payroll Service Information Form

Please note that information provided on this form will be stored on a computer system. ( PAYE for Nannies Ltd 2007

Please complete all sections clearly in BLOCK CAPITALS and return with a cheque for £135 to the above address.

Client First Name
  Surname
  Mr. / Mrs. / Miss / Ms/Other


Address



 Post Code
Home Tel. No (inc STD Code)


Mobile/Work Tel No: 

Start Date of Employee’s Employment



Email Address 

End date if position is temporary


Do you have a PAYE Scheme already set up for this or a previous employee? (Y/N)
 If so, PAYE Ref:


Your National Insurance Number 


We will send all letters and communications from ourselves or HM Revenue to the address given above.

New Employee’s First Name 

Surname 

Tel No 

Employee’s Address 

Mobile 





 Postcode 
  Job Title 


Employee’s Date of Birth

Are they married? 

If monthly paid, which date is salary paid?



(We strongly recommend clients to pay monthly.  Monthly pay period runs for the calendar month and will always end on last day of month.  Salary may actually be paid before end of pay period.  If weekly paid, pay period ends on Friday)

Employee’s rate of pay 
 [ *per week / per month ] [ *Gross before Tax and NI / Net after Tax and NI deducted ]

*Delete as applicable
If weekly rate agreed above, equivalent amount to be calculated and paid once a month instead of weekly? [ *Yes / No ]

Will the Employee be provided with a car for private use?
  If so, will fuel be provided for private use?


Is this the Employee’s only job or will they continue to be employed by someone else?   [ *Only Job / Will keep another job ]

Will the Employee provide a P45?  [ *Yes / No / Don’t Know ]
Date when they left their last job


What Days and Hours will the Employee work? 








If Employee is starting mid-week or mid-month, actual salary to be paid in first week or month [ *Gross/Net ] 


If Employee has already started work, please provide full details of any payments already made, including dates and amounts.

Employee’s NI No: 
Please send Employee’s P45 to us as soon as you receive


 it.  Otherwise, we need a completed P46 form.

Are there any additional requirements you wish to mention?















If our service was recommended to you by a Nanny Agency, please state which one:  Smileys Childcare Agency

I understand that the information provided by me on this form will be used to calculate tax and National Insurance contributions payable to HM Revenue and that the information is, to the best of my knowledge, complete and accurate.  I also understand that it is my responsibility to notify PAYE for Nannies Ltd immediately if any of these details change.  I have read the Terms of Business on the reverse of this form and accept them.  I enclose a cheque for the appropriate fee, made payable to “PAYE for Nannies Ltd”.

Signed

Date:


PAYE for Nannies Ltd Registered in England and Wales No 4548911. Registered Office: Bleak House, 146 High St, Billericay CM12 9DF
PAYE for Nannies Ltd
Payroll Service Terms of Business

1. The payroll service is offered to Clients by PAYE for Nannies Ltd on payment of an annual subscription charge.  For this annual subscription we will act as the Client's agent in dealings with HM Revenue, provide payslips once a month (either weekly or monthly payslips) and provide a monthly Employer's Summary showing the employer's liability for tax and National Insurance.  We will also calculate and produce all relevant documents relating to any end-of-year employer's returns which are due within the annual subscription period and file these with HM Revenue.  The payroll service does not cover deductions or record keeping related to pension contributions.

2. PAYE for Nannies Ltd will not accept any liability for unpaid tax, National Insurance contributions or other levies from HM Revenue or the Benefits Agency howsoever these arise.  The Client is, and will remain, the employer and responsible for all these.  The Client retains full responsibility for the payment of all wages to the employee and all tax, National Insurance and other charges to HM Revenue.  PAYE for Nannies Ltd is at all times acting only as the agent of the Client.

3. The annual subscription for employees covers provision of a full payroll service for the employee notified to us at the commencement of the service, for a service period of up to twelve months from the first day to be included in payroll calculations.  A further annual subscription will be required for any additional staff (other than replacements – but see 7 below).  This will be at a reduced rate if the additional employee is paid at the same frequency as any current employee registered with the PAYE for Nannies Ltd service, otherwise it will be at the full annual rate.

4. The service period for an annual subscription will expire twelve months after the first day to be included in payroll calculations unless the subscription is renewed or unless it has been suspended after an employee has left.  We may decline to renew the subscription at our discretion or may terminate the service at any time and refund a pro-rata proportion of the annual subscription to the Client. 

5. A reduced rate of subscription may be offered for an employee employed for a temporary service period of up to three months.  In these cases, the service period will expire when employment of the employee ends or after three months, whichever occurs first.  Employment for periods of greater than three months requires a full annual subscription, except for temporary staff employed by a current client during maternity leave or extended periods of sick leave for the original employee (but see 7 below).

6. No refund will be given if the employee leaves the Client's employment or the service is no longer required for any reason during the subscription period.  However, the subscription will be suspended on the date of leaving of a Client’s employee and will be restarted on the first day of employment of any subsequent employee.

7. If the employee leaves the Client’s employment during the subscription period and a replacement employee is employed, we will operate a payroll service for the new employee for the remainder of the annual service period for no additional charge.  Please note that an employee employed to cover for an employee on maternity or sick leave is not classed as a replacement employee as the original employee remains employed by the client and an additional subscription (at the rate for temporary staff, if paid at the same frequency as the original employee and at the full annual rate if paid at a different frequency) is therefore payable for the temporary employee providing cover.

8. All payroll services will cease following the expiry of the service period and we will notify HM Revenue that we are no longer acting on the Client’s behalf.  On request, we will return all documents we are holding on the Client's behalf to the Client or to a nominated alternative agent and will provide details of all pay and deductions calculated since the beginning of the tax year.

9. Payroll calculations will be based on the information provided to us on the PAYE for Nannies Information Form at the time of initial subscription and any revised information subsequently provided in writing by the Client.  PAYE for Nannies has no responsibility for checking that pay rates comply with legislation, including the National Minimum Wage.  Verbal communications and instructions will not be accepted unless confirmed in writing or by email.  PAYE for Nannies Ltd cannot be held responsible for any penalties levied by HM Revenue, loss or overpayment of wages, tax or National Insurance due to calculation errors resulting from incorrect or incomplete information supplied by the Client or late submission of documents or monies by the Client to ourselves or to HM Revenue.

10. Provided the Client has provided the necessary authorisations, we will file the end-of-year documents required by HM Revenue electronically.  This will allow the client to benefit from any financial incentives offered by HM Revenue for electronic filing.

11. The Client retains responsibility for determining if the employee is entitled to any payment of wages, benefit or rebates and that the employee is being paid at or above the National Minimum Wage.  PAYE for Nannies Ltd will use rates of pay and produce payroll documents based solely on the Client’s determination.
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