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Compass Independent Living Payroll

                                                                New Employer Information


	Local Authority/CCG Area:     


	Employer’s Title
	     
	Employer’s Date of Birth:

     


	Employer’s Name
	     
	County Specific ref. (eg, Draig No)      

     

	Customer Name
	     


	Address
	     


	Tel. Number
	     

	Email Address
	     

	Accounts office ref.
	     

	PAYE ref.
	     

	First pay date
	     

	Advisor’s Name
	     
	Tel No:      

	Managed Account
	Yes           No 

	Children & Families                               Or                               Adult Services     


How many starting employees do you have?
     ……….

Employee Details

	Employee Name
	Attached?
	Attached?*

	     
	New Employee Form 
	P 45 

	     
	New Employee Form 
	P 45  


	     

	New Employee Form 
	P 45  

	     
	New Employee Form 
	P 45  


*If your employee does not have a P45, they must complete the ‘Your present circumstances’ and ‘Student loan’ sections on the new employee form.
How often will your payroll be processed*:

Weekly

Fortnightly 

Four weekly

Monthly

*Subject to agreement with the funding provider.

How will you notify us of the hours:
	Telephone 
	 01823 255905


	Fax
	 01823 351790


	Email
	  FORMDROPDOWN 



	Same amount each time

	 (automatically produced)

Give details on new employee starter form.

	Post
	 

Compass Disability Services
Unit 11-12

Belvedere Trading Estate

Taunton

TA1 1BH

	Name of the person who will normally notify us of hours
	     



All correspondence, including payslips, will be emailed to you. Please ensure that you have included an email address on page one. If you do not have access to email, please contact us on 01823 255905 to advise.
If any employee has given you forms which show they have exemptions from national insurance (e.g. married women’s reduced rate, over pension age), please give details and enclose. 
Please note if your scheme is inactive for 6 months and you have not notified us otherwise, it will be closed.

Important for Data Protection

Your personal information will be processed in accordance with the Data Protection Act 2018 and the General Data Protection Regulations (GDPR). 

Our legal basis for processing your data is legitimate interest, this means that we need your data to be able to support you with the services you require, this includes keeping
you up to date on your legal responsibilities. You may choose to give your express consent to receive other communications from us. For example: we may send you information about training opportunities. 
Tick here if you are happy to receive other information from us (we promise it will not be spam or junk) (
You have rights to have your data correct, up to date, used only for the purposes you gave it to us and erased or transferred when we cease to provide you with services. It will not be used for any other purpose than those describe above. It may be shared with your funder/s, HMRC, NEST etc. It will not be shared with other organisations without your express permission. 

If you would like further information about how we process and protect your data please visit our full Data Privacy Notice which is available at www.compassdisability.org.uk 

Employers signature ……………………………………………    Date ………………………
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