Process for Sourcing Off Payroll Workers — Contractor /Agency
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Consultant procured
ensuring that all
necessary checks e.g.
DBS are undertaken.
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Hiring manager carries
out IR35 assessment
using the online HMRC
tool https://
www.gov.uk/guidance/
check-employment-
status-for-tax
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STEP 3

Hiring manager sends
applicable letter and
Status Determination

Sheet (SDS) to worker to

notify them of IR35
outcome.
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Contract signed by worker

and appointment starts
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If not in agreement
with IR35
conclusion

individual can
submit an appeal
within 45 days.

Headteacher to consider
appeal. Recomplete IR35
Assessment Tool https://
www.gov.uk/guidance/check-
employment-status-for-tax
and to confirm outcome

NB.

If any part of a consultant’s brief or working arrangements change
whilst working with the Council, another IR35 assessment must be
carried out to reflect the new arrangements.

STEP 8

Accounts Payable advised of
net payment following
calculation and pay

contractor

HR Provider issues
P45 month after |«
date of leaving

STEP 9
HR Provider issue | <
P45 month after
date of leaving NB. Should for whatever reason,
the individual not undertake
A any work within the preceding 6
months they will be removed
from the system.
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system with open
ended date
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Appointment Form Supplier code and > Business Manager to system deducts tax and NI in next
and s_ends along add to register raise Purchase Order available process period
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Assessment The Supplier Code is
Outcome to HR automatically
Provider generated. No PO
required in BW.
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Leavers Form
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