
CIL Payroll Service New Employer Help Sheet

Welcome to the Compass Independent Living Payroll Service

This checklist is designed to help you make sure that there are no delays or errors when processing your payroll. Please keep this safe and refer to whenever you have an employee starting or finishing employment with you, if there is a change in your employee’s circumstances or if you are considering not using the payroll service in the future. If you are uncertain about anything please ask your Independent Living Advisor or the payroll department.

Please note that if you are using the Managed Account Service/TPSA, payments will be made directly to your employees and the HMRC by your MA/TPSA provider. 
Your responsibility will be to inform the payroll department of the hours your employees work/do not work (and any holiday taken) giving at least 2 working days prior to the pay date. You will receive payslips for your employees and P32s detailing the payments made to the HMRC. 
	What you need to do
	When 

	
	
	

	When you first join the payroll 
	Complete a new employer’s form and send it to the payroll department, ensuring that your own NI number is included
	Immediately

	
	Complete a 64-8 ‘Authorising your agent’ form and send to the payroll department to give Compass authority to speak with HMRC on your behalf 
	Immediately

	The payroll department will send you your “Compass ID number” - a personal number which has to be quoted each time you contact us. It is critical that you protect your Compass number, have it to hand when you contact us and only issue it to those authorised to communicate with us on your behalf.

	When you have a new employee starting
	Check all possible new employees eligibility to work in this country
	Immediately


	
	Complete a new employee starter form and send to the payroll department


	As soon as your new employee starts

	
	Ask your new employee for a P45 and send it to the payroll department
	As soon as your new employee is recruited

	
	Keep a record of the hours the employee works, as these may be required for auditing purposes
	Ongoing

	
	Phone, email, post or fax your hours in to the payroll department.
	At least 2 working  days before the end of your payment period if you pay your employees yourself, 3 working days if you use MA/TPSA services

	The payroll department will calculate how much the employee’s net pay is and send you a payslip by your preferred method (post or email). You and the employee keep a copy of the payslip.

	The payroll department will send you a breakdown of the amount (if any) owed to the Inland Revenue on a document called a P32 (quarterly/monthly)

	If you do not use automatic payroll, to avoid being fined by HMRC please ensure that you submit your hours on time. You can get a penalty from HMRC if your Full Payment Submission (FPS) was late.

	When an employee takes holiday
	Inform the payroll department 
	When notifying us of the hours worked

	When an employee is leaving
	Inform the payroll department of your employees last working day and request a P45
	As soon as possible


	
	Inform payroll of the holiday due and normal working pattern
	As soon as possible

	When you make a change to the hourly/period rate that you pay an employee*

* You need to have enough funds in your DP/PHB  – check with your ILA who can check/ prepare a new budget for you
	Inform the payroll department in writing (by post, email or FAX)
	As soon as you know

	If you no longer wish to use the payroll service (but are still an employer)
	Contact the payroll department and they will send you what you need to continue with your own payroll or for someone else to do it.
*if a different company will process your payroll you will need to provide us with Authority to transfer all your information
	As soon as you can

	When you cease to be an employer (including if you are the representative of a customer who has died)
	Contact the payroll department 
	As soon as possible

	Pensions – when you receive a letter with your staging date
	Please send a copy to the payroll department
	As soon as possible

	Two months before your staging date we will contact you to let you know what you need to do.


Please note that all correspondence, including payslips, will be emailed to you. If you do not have access to email, please contact us on 01823 255905 to advise.
If you have any questions, contact our payroll department. They will be pleased to explain anything to you.

To contact payroll you can
Tel: 01823 255905 or 0330 3330089 
Email: payroll@compassdisability.org.uk
Fax: 01823 351790
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