	Service Offered 
	Description of Service Offered 
	Adults, children’s and health?

	1. Initial conversation
(by telephone)
	You can expect a free, no obligation, confidential initial conversation from all of the organisations listed here to introduce themselves and their services and to make sure they will be able to help you.

The organisations will make sure the initial conversation will be made accessible to you, so do let them know of any communication needs you may have.
	Adults, children’s and health

	2. Finding and interviewing personal assistants (PA’s)
	If you choose to directly employ a personal assistant, the Hub will support you to recruit. If you need support with further rounds of recruitment, organisations listed here will:

· Have a free, no obligation, confidential initial conversation with you to introduce themselves and their services and to make sure they will be able to help you
· Make sure you understand what your responsibilities will be as an employer and that you are willing and able to take this on

· Provide templates for advertisements

· Provide sample documentation, advice and guidelines on becoming an employer

· Support you to write job-descriptions and person specifications 
· Help you to write your own advert 

· Support you to place adverts in a variety of places, including both online and at physical locations

· Provide advice on how to place an advert on the Universal Jobmatch and / or other websites or place the advert on your behalf with your permission

· Act as a mailing address if requested

· Receive completed application forms, collate them and forward them to you so that you can short list them

· Support you to short list if you need it 

· Provide advice on interviewing and selecting if you need it
	Adults, children’s and health

	3. Employing personal assistants (PA’s) and being a good employer. 
	When you have found a Personal Assistant you want to employ, you will have certain legal responsibilities as their employer. The Hub can support you with the initial round of recruitment.

Some employers’ liability insurance organisations will provide support and advice to employers via a telephone advice line that is often included in the cost of your insurance. Check your policy for details of what they offer.

Organisations listed here will: 

· Have a free, no obligation, confidential initial conversation with you to introduce themselves and their services and to make sure they will be able to help you
· Support you to write job-descriptions and person specifications 

· Inform you of your legal obligation to purchase Employers Liability Insurance, provide advice on the various schemes available and signpost you to them as appropriate

· Confirm PA contact details, bank details and payment dates 

· Support you to develop a Contract of Employment 

· Provide advice on setting up a payroll 

· Provide advice on health and safety responsibilities, including advice on risk assessments and accident reporting

· Advise you on obtaining a DBS check for prospective PA’s

· Advise you on your pension and tax responsibilities 

· Provide advice on pay rates and other associated costs 

· Provide sample documentation, guidelines, advice and support to you on being a good employer, including that available at https://live-skillsforcare.cloud.contensis.com/Employing-your-own-care-and-support/Information-for-individual-employers/Information-for-individual-employers.aspx which includes:

· Supporting you to develop an induction for new employees

· Advice on offering training to your employees

· How to carry out supervisions of your staff

· Management skills

· Developing staffing rota’s
	Adults, children’s and health

	4. Disclosure and Barring Service (DBS)
	If you employ people directly, we recommend that you carry out an enhanced DBS check. For more information on what this is, please see https://www.gov.uk/disclosure-barring-service-check. 

Carrying out these checks has a cost attached to it. All of the organisations listed here have included the cost of the check in the cost to you, as well as the support around getting the check done. The cost is per check unless otherwise stated.

If you would like help with getting PA’s DBS checked, the organisations listed here will: 

· Have a free, no obligation, confidential initial conversation with you to introduce themselves and their services and to make sure they will be able to help you
· Send out DBS documentation to the potential PA for them to complete 

· Send paperwork to you so that you can verify the documentation sent in by the potential PA

· Return all documents relating to identity verification directly to the potential PA 

· Countersign the DBS application and forward the complete paperwork to the DBS

· Review the disclosure once it is returned and make a recommendation to you as to whether the applicant is suitable for you to employ (Note that the right of appeal is offered to any applicant who is not deemed to be suitable)

· Pass the details of suitable applicants to the single point of contact to be added to the PA register with permission of both the PA and employer

· Let you know when a disclosure is due for renewal 
	Adults, children’s and health

	5. Payroll and pension set-up
	If you are employing people directly, you will need to have arrangements in place to pay them and you will need to understand your role in providing a pension for them.

For payroll and pension set-up, the organisations listed here will: 

· Have a free, no obligation, confidential initial conversation with you to introduce themselves and their services and to make sure they will be able to help you
· Register you as an employer with HM Revenue & Customs (HMRC) 

· Set you up on the payroll system as the employer

· Set up your PAs on the payroll system as employees

· Work with you and your PA’s to decide whether they are eligible / want to enrol in a pension, and if so, set-up and enrol them on a pension

· Process first timesheets
	Adults, children’s and health

	6. Ongoing payroll and pension service
	For an ongoing payroll and pension service, the organisations listed here will:

· Have a free, no obligation, confidential initial conversation with you to introduce themselves and their services and to make sure they will be able to help you
· Calculate and submit all correspondence for HMRC including Real Time Information (RTI) and end of year submissions 

· Check timesheets and ensure they are acceptable in terms of quality / legibility and if not, chase them up and resolve any errors

· Calculate and monitor all payments to employees as required (including PAYE, national insurance, maternity / paternity and pension contributions)

· Calculate annual leave allowances

· Prepare monthly payslips

· Calculate any redundancy pay if necessary

· Produce and submit P45’s when an employee leaves

· Produce and provide P60s at the end of the tax year

· Provide payslips for your employees

· Calculate redundancy payments if required

· Retain annual leave records for your employees 
· Ensure your calculated charge (if any) is paid into your direct payment bank account and inform Client Finance of non-payment of charges after 2 missed payments
	Adults, children’s and health

	7. Payroll audit reports
	If you would like an organisation to produce the report which the council / CCG’s Client Finance team require in order to audit your account, the organisations listed here will do this for you.
	Adults, children’s and health

	8. Help with finding and using an agency 
	If you decide you would like to use an agency to meet your needs, the organisations listed here will: 

· Have a free, no obligation, confidential initial conversation with you to introduce themselves and their services and to make sure they will be able to help you
· Help you to understand the role of the Care Quality Commission and how to use the reports they produce

· Help you to find a suitable agency and pass on information of your needs to them, with your permission 

· Help you to agree with the agency what you would like them to do

· Discuss with you how much the agency will cost and help you to negotiate this with the agency to make sure it is affordable for you

· Provide support and advice to complete the paperwork to get a contract in place with the agency
	Adults, children’s and health

	9. Full Financial Accounts service
	A full financial account service will receive and make all the payments to and from your direct payments account. They will also prepare and send in all the necessary financial paperwork (returns) the organisation funding your support needs. 

Full financial accounts will either be temporary (for people who want to be supported to manage their own direct payment) or ongoing (for those who would like all the financial management done for them). 

The organisations listed here will: 

· Have a free, no obligation, confidential initial conversation with you to introduce themselves and their services and to make sure they will be able to help you
· Receive all invoices, receipts and payment requests and ensure they are acceptable in terms of quality / legibility and if not, chase them up and resolve any errors.

· Make all authorised payments from your account

· Keep a full record of money coming in and going out of the account 

· If you are in receipt of an adult social care payment, keep track of any calculated charges that you should be making and inform the council’s Client Finance team after two missed payments

· Provide monthly or quarterly statements of account (depending on which you ask for)

· Completion of all the financial record keeping as required by the funding organisation and submitting returns to the funding organisation as required

If you want a temporary managed account, the organisation will agree with you a plan and a timeframe to support you to be able to manage the financial side of your account yourself. 
	Adults, children’s and health

	10. One-off support
	Sometimes you may need ad-hoc or one off support with some aspect of your direct payment. This could be help with a disciplinary, working with you to put together a rota for your staff, and other things that are out of the ordinary and not covered by other support you may receive. The organisations listed here will:

· Have a free, no obligation, confidential initial conversation with you to introduce themselves and their services and to make sure they will be able to help you
· Work with you to clearly agree what you want to achieve with this support

· Agree with you how much this will cost and provide this costing in writing to you

· Work with you to achieve the outcomes you described and jointly agreed
	Adults, children’s and health

	11. Other services
	Please list out any other services your organisation could offer to direct payment recipients and / or their PA’s, together with the outcomes that can be expected. For example this could be providing a full employment service for PA’s (for which your organisation would need to be CQC registered), allowing DP recipients to direct their care, but not have any of the employment responsibilities.
	

	12. Details of any packages offered 
	Please list out any combinations of the above that you may offer, for example a combination of 1, 2, 3, 4 and 5 and any discounts offered with these packages. Each package must clearly state what is included and the outcomes that can be expected.

Package 1

Includes service 3a, 6, 9 ongoing as follows:

3 a - Customers who are employing up to two personal assistants or have care from more than one provider

Telephone support and up to 3 home visits per annum, including paperwork

· Have a free, no obligation, confidential initial conversation with you to introduce themselves and their services and to make sure they will be able to help you
· Support you to write job-descriptions and person specifications 

· Inform you of your legal obligation to purchase Employers Liability Insurance, provide advice on the various schemes available and signpost you to them as appropriate

· Confirm PA contact details, bank details and payment dates 

· Support you to develop a Contract of Employment 

· Provide advice on setting up a payroll 

· Provide advice on health and safety responsibilities, including advice on risk assessments and accident reporting

· Advise you on obtaining a DBS check for prospective PA’s

· Advise you on your pension and tax responsibilities 

· Provide advice on pay rates and other associated costs 

6 - For an ongoing payroll and pension service, the organisations listed here will:

· Have a free, no obligation, confidential initial conversation with you to introduce themselves and their services and to make sure they will be able to help you
· Calculate and submit all correspondence for HMRC including Real Time Information (RTI) and end of year submissions 

· Check timesheets and ensure they are acceptable in terms of quality / legibility and if not, chase them up and resolve any errors

· Calculate and monitor all payments to employees as required (including PAYE, national insurance, maternity / paternity and pension contributions)

· Calculate annual leave allowances

· Prepare monthly payslips

· Calculate any redundancy pay if necessary

· Produce and submit P45’s when an employee leaves

· Produce and provide P60s at the end of the tax year

· Provide payslips for your employees

· Calculate redundancy payments if required

· Retain annual leave records for your employees 
Ensure your calculated charge (if any) is paid into your direct payment bank account and inform Client Finance of non-payment of charges after 2 missed payments

9 - The organisations listed here will: 

· Have a free, no obligation, confidential initial conversation with you to introduce themselves and their services and to make sure they will be able to help you
· Receive all invoices, receipts and payment requests and ensure they are acceptable in terms of quality / legibility and if not, chase them up and resolve any errors.

· Make all authorised payments from your account

· Keep a full record of money coming in and going out of the account 

· If you are in receipt of an adult social care payment, keep track of any calculated charges that you should be making and inform the council’s Client Finance team after two missed payments

· Provide monthly or quarterly statements of account (depending on which you ask for)

· Completion of all the financial record keeping as required by the funding organisation and submitting returns to the funding organisation as required

If you want a temporary managed account, the organisation will agree with you a plan and a timeframe to support you to be able to manage the financial side of your account yourself.

Package 2 

Includes service 3b, 6, 9 ongoing as follows:

3 b - Customers employing multiple personal assistants or multiple personal assistants and agency support

Telephone support and up to 6 home visits per annum, including paperwork

· Have a free, no obligation, confidential initial conversation with you to introduce themselves and their services and to make sure they will be able to help you
· Support you to write job-descriptions and person specifications 

· Inform you of your legal obligation to purchase Employers Liability Insurance, provide advice on the various schemes available and signpost you to them as appropriate

· Confirm PA contact details, bank details and payment dates 

· Support you to develop a Contract of Employment 

· Provide advice on setting up a payroll 

· Provide advice on health and safety responsibilities, including advice on risk assessments and accident reporting

· Advise you on obtaining a DBS check for prospective PA’s

· Advise you on your pension and tax responsibilities 

· Provide advice on pay rates and other associated costs 

6 - For an ongoing payroll and pension service, the organisations listed here will:

· Have a free, no obligation, confidential initial conversation with you to introduce themselves and their services and to make sure they will be able to help you
· Calculate and submit all correspondence for HMRC including Real Time Information (RTI) and end of year submissions 

· Check timesheets and ensure they are acceptable in terms of quality / legibility and if not, chase them up and resolve any errors

· Calculate and monitor all payments to employees as required (including PAYE, national insurance, maternity / paternity and pension contributions)

· Calculate annual leave allowances

· Prepare monthly payslips

· Calculate any redundancy pay if necessary

· Produce and submit P45’s when an employee leaves

· Produce and provide P60s at the end of the tax year

· Provide payslips for your employees

· Calculate redundancy payments if required

· Retain annual leave records for your employees 
Ensure your calculated charge (if any) is paid into your direct payment bank account and inform Client Finance of non-payment of charges after 2 missed payments

9 - The organisations listed here will: 

· Have a free, no obligation, confidential initial conversation with you to introduce themselves and their services and to make sure they will be able to help you
· Receive all invoices, receipts and payment requests and ensure they are acceptable in terms of quality / legibility and if not, chase them up and resolve any errors.

· Make all authorised payments from your account

· Keep a full record of money coming in and going out of the account 

· If you are in receipt of an adult social care payment, keep track of any calculated charges that you should be making and inform the council’s Client Finance team after two missed payments

· Provide monthly or quarterly statements of account (depending on which you ask for)

· Completion of all the financial record keeping as required by the funding organisation and submitting returns to the funding organisation as required

If you want a temporary managed account, the organisation will agree with you a plan and a timeframe to support you to be able to manage the financial side of your account yourself.


	Adults, children’s and health


