Guidelines for payments being made to individuals or Personal Service Companies

The University is required to assess all payments for services and all payments in the nature of employment for tax liability

Is the invoice f ly of ves :
s the invoice for supply o GotoC.
goods?
No
o Is the work commissioned abroad? AND
Does the invoice come from a Yes Yes Is the contractor non-UK resident? AND
Lo _— )
Limited Company or other Is the invoice from a PSC? Is the work discharged wholly outside the UK? [
corporate body? !
Answer Yes only if all three are true. 3 No
No No
Yes
\
Is the invoice from a non-UK Yes Is the work to be discharged Yes
resident? outside the UK? Goto C.
No No
Is the invoice from an employee, Does the employee currently Yes
or former employee, of the Yes have a University Masters and Refer to the University
University or one of its Scholars or a subsidiary company Payroll team for advice.
subsidiaries? Check CoreHR. contract?
Goto A.
No No
/ Yes
Is the invoice for teaching and/or instructing?
Yes Is the invoice for teaching or
This includes lecturing, teaching, seminar presentations on academic or non- instructing on an examined
academic subjects including coaching, presentation skills etc. and also sports or accredited course? 5 GotoC.
coaching. * No
No
Use the HMRC CEST tool to conduct an Employment Status check.
y
Employee status — Go to A. Inconclusive — Go to B. Non-employee status — Go to C.
A. Send the invoice and (CEST tool if appropriate) B. Contact HMRC directly C. Send the invoice and (CEST tool if appropriate)
outcome to the Payroll team in Central Finance. to obtain their opinion. © outcome to the AP team in Central Finance.
For PSCs — Ask your HR team to set up the PSC on CoreHR. For PSCs — Contact HMRC's For PSCs — Notify Purchasing team for set up on Oracle.
IR35 team.
Tax and NI may be deducted. Process the invoice according Do not deduct tax or NI. Process the invoice using the
to the payroll cycle. Accounts Payable process. ’

Please sign and date below to certify that you have verified all the answers above and attach a copy of the CEST tool outcome prior to submitting for payment where
box C applies.

Sign and print name: Date:

You must provide a Status Determination Certificate to the worker. Further information is available at https://www.gov.uk/hmrc-internal-manuals/employment-status-manual/esm10013

! Limited Company or other corporate body invoices must contain the company name and be for payment to a company bank account. Ideally the invoice will also include a company registration number and/or VAT registration
number. All UK incorporated companies should be registered at Companies House. If you are in any doubt process the invoice as if it comes from an individual.

2 The generally accepted definition of a Personal Service Company (PSC) is a limited company typically with a sole director, the contractor, who owns most/all of the shares. The contractor’s PSC generally supplies professional
services to end user clients, either directly or via an agency. The services are delivered by the contractor who is also the owner and director of the business. All UK company directors should be registered at Companies House.

3 Contractors hired through a foreign PSC may be affected by the intermediaries’ legislation. There may also be fiscal implications abroad for which we invite administrators to contact the Payroll Manager.

4 A part-time lecturer whose engagement covers a complete academic term or longer may well have similar terms and conditions to a full-time lecturer. Many such part-time lecturers will be employees. A visiting lecturer who
gives an occasional talk or short series of talks on a subject about which she/he has specialist knowledge and which is not part of the core curriculum will normally have rather different terms and conditions and is likely to be self-
employed. Between those extremes, engagements should be considered on their own facts and the CEST tool must be completed to determine status.

° Examined and Accredited courses do not include those that only issue a certificate of attendance or similar.

©|f the result relates to a visiting lecturer/trainer, please refer to our website for more information.

7 All payments to an individual processed through the Accounts Payable process will be recorded, where applicable, for declaration to HMRC in accordance with HMRC regulations.
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