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Factsheet on how the A4e Payroll works
This is a summary of information of how the Payroll service works, the roles and responsibilities of the employee, employer and A4e Payroll to ensure that the payroll process runs smoothly, that workers are paid correctly and that your obligations to Her Majesty’s Revenue & Customs (HMRC) are met.   

Please do take some time to read through this factsheet and don’t hesitate to get back to your Local office or speak to the Payroll Office if there is anything you don’t understand. 
PAYCYCLES
You will be allocated a pay cycle and will be given a list of important dates relevant to your Pay Cycle which shows you when your payroll is to be run and when you need to submit your timesheets.  Your payroll cycle will fall under one of the following pay cycles – PAYCYCLE ONE, PAYCYCLE TWO, PAYCYCLE THREE or PAYCYCLE FOUR.  It is extremely important that you stay within your allocated pay cycle to ensure accurate information is given to the HMRC.  Should you or your employee lose track of the dates already processed, please contact the Payroll Office as soon as possible.  When you run out of timesheets, you can get more by calling your local A4e Office or the Payroll Office. When assigned a pay cycle this will apply to all employees working for you, should a new employee start, Payroll will support the client to ensure they are assigned the correct pay cycle.
TIMESHEETS
You will be required to submit timesheets for a 4 week period, each week runs from Saturday to Friday of that week.  Timesheets should be completed and signed by both the employee and the employer to confirm hours worked.  Incomplete or incorrectly completed timesheets may lead to your worker being paid wrongly.  Should you or your worker require training on how to complete timesheets please contact the local office who will arrange for this training to be provided.  The timesheets should be sent directly to the Payroll Office - either by post, fax, or e-mail - to arrive by 12 p.m. on the Tuesday (at the very latest) of the week following the completed four week period.  Should your timesheet arrive after this time it will not be processed until the following week.  If you are e-mailing the timesheet and don’t have a scanning facility, it is acceptable to send the unsigned timesheet as an attachment to an e-mail as long as this e-mail  is sent from the e-mail address you give to A4e Payroll when you first join the service.  Holidays and Bank Holidays should be noted on timesheets – Bank Holiday rates will not automatically apply so you need to ensure you specify on the timesheet when the Bank Holiday rate applies. Holidays need to be recorded on the timesheet in the form of the number of hours holiday taken per day by an employee. 
PAYSLIPS
Upon receipt of your timesheet, the Payroll Office will run your payroll and will send you 2 copies of the payslip which should reach you by the Thursday, always assuming the postal service works efficiently.  You should ensure that you check the number of hours processed and the rate(s) used are correct before you make the payment to your worker.  If you encounter a mistake, please contact the Payroll Office immediately so that they can make any necessary adjustments.  
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One copy of the payslip is for your worker and the second copy is for you to keep for your records, you may require this for monitoring purposes.  If you pay the worker with a cheque, it is useful to make a note on the payslip, of the cheque number you have issued as this will make it easier for you to identify the payments made when completing the monitoring.
PAID HOLIDAYS
It is the your responsibility as the employer to ensure your employees take at least the statutory minimum each year as well as to monitor & record this information.  Holidays properly documented on timesheets will be recorded on the appropriate payslip, however a central holiday record will not be kept by the Payroll Office.  The statutory minimum holiday entitlement is 5.6 weeks per year (pro rata).  Holidays are calculated from 1st April until 31st March unless otherwise instructed.  
WHEN A WORKER STARTS YOUR EMPLOYMENT
If you are employing a new worker, you should send A4e Payroll an Employee Registration Form and P46.  If your new employee gives you a P45, you should send this instead of the P46.  Whenever a new person is going to work for you, please contact the A4e Payroll Office and they will send you the above forms alternatively you can download them from our website http://dpsc.a4e.co.uk  
WHEN A WORKER’S CIRCUMSTANCES CHANGE

If your worker’s circumstances change, you will need to notify the A4e Payroll Office of the changes.  Please contact them and they will send you the relevant form to complete alternatively you can download them from our website.  

WHEN A WORKER LEAVES YOUR EMPLOYMENT
If your worker leaves your employment, you will need to tell A4e Payroll and you should do this by sending them an “Employee Leaver Form”.  Whenever a person leaves your employment, please contact the A4e Payroll Office and they will send you the relevant form alternatively you can download them from our website.  
HELPING YOU TO COMMUNICATE WITH HMRC (Her Majesty’s Revenue & Customs)
You need to sign a “64-8 Authorising Your Agent Form” which allows A4e Payroll to speak to HMRC on your behalf should a query arise in relation to your payroll.  Similarly, the “FBI 2 Form” needs to be signed as this enables A4e Payroll to communicate with the Revenue online about your payroll.
A4e Payroll will register you as an employer with HMRC who will send them any correspondence relating to your role as an employer.  They may also send you copies of letters they send A4e and if you are unsure about anything you receive from HMRC, please call the Payroll Office to discuss the matter. 

Once you are registered with HMRC, they will issue you with an Accounts reference number and a PAYE reference number which should be quoted on all correspondence regarding your payroll.  They will send out a “yellow booklet” (p30b) which is to be used for processing any Revenue payments you may have to make.  As your Agent, A4e Payroll will ask the Revenue to send the booklet to them as they will be processing the payments on your behalf. 
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The Financial Year runs from April to March, you generally need to pay your National Insurance and Tax contributions on a quarterly basis however if these contributions total more than £1500 in a month, your returns should be made on a monthly basis.  These returns are required regardless of whether you need to make any payments to HMRC; if no payment is required a nil return needs to be submitted.  A4e Payroll will write to you at the beginning of July, October, January and April with the amount you have to pay.  It is extremely important that you submit timesheets or a nil return timesheet (if your worker has not worked in that period) in accordance with your Pay cycle.  If you do not do this Payroll will not have the information it needs to process your returns and there will be a delay in the returns being sent to the HMRC.  The HMRC are now very strict and will issue fines if their timeframes are not followed.  
You will be asked to send Payroll back a cheque (either from your own account, Direct Payments or Personal Budget account whichever is relevant to your particular circumstance) with the required amount made out to “H M Revenue and Customs” you should also include your name and address on the reverse of the cheque.  When they receive the cheque from you, they will send it to HMRC with the relevant slip taken out of the Yellow Book.  There are time limits for the payments to reach The Revenue so it is important that you send the payment to the Payroll Office as quickly as possible.  

When A4e Payroll forward your payments to HMRC, they will make a note of them so that when they submit your “End of Year Returns(P35’s)” online every year, they can confirm that all payments due have been made.  P35’s must be made by the 19th May following the end of the Financial Year in question so it is important that they have all the information to hand to enable them to do this for you.  Following the submission of your P35, a P60 will be produced for each of your workers and this will be sent to them directly.
In order that you can complete your monitoring to send to the Council (should this be relevant), they will send you a Form P32 which contains details of the payments made in each quarter.  This P32 Form can only be generated if all active employees are processed up to the present date; it is therefore essential for timesheets to be submitted for all active employees each four weekly period. Should an employee not work for a period a nil timesheet is required to ensure employee records are maintained. 
A4e Payroll strive to offer a quality service however if you have any problems with the service, do please feedback to them in the first instance.  If you continue to experience difficulties, then please don’t hesitate to contact the A4e local office and they will do their best to resolve the situation.  
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