
PAYROLL AGREEMENT BETWEEN INDEPENDENT LIVING AGENCY & THE SERVICE USER
A) Independent Living Agency         
(ILA)



and 

B) 

     



(Service User/Representative)
1) Objective

· To ensure that the service user’s employees/service provider get paid on time
· To manage service user’s Direct Payment/Individual budget

· To ensure ILA is protected against any claim

2) Responsibilities of the Service User
The service user must ensure that the timesheet for each of their employees is submitted to the ILA within the payroll period agreed (4 weekly/monthly).  
A payment date needs to be arranged and timesheets to be sent to the ILA 5 working days before that date.
All the timesheets/invoices must be sent in at the same time in order for us to manage the budget efficiently. Extra charges may occur if we have to rerun the payroll due to late timesheets and the service user/employees are not happy to wait for the next pay run.

Each timesheet must be checked to ensure the information is correct, signed by both PA and service user before it is submitted to the ILA for payment. Timesheets can be posted, emailed or handed in personally at the ILA office.

The employer must ensure that the new employee completes the relevant forms to set them up on the system. These forms are Employee Details form, P45 or in its absence Starter Checklist.  They need to be signed and dated by the service user.

If an employee leaves the employment with the service user the ILA must be informed immediately so that any money owed to the carer can be paid and the P45 issued.
It is the duty of each employer to ensure that the employee has a legal right to remain and work in this country.  ILA will carry out this check on behalf of the service user upon the employee providing the documents. 
The ILA recommends that all employees have a DBS check. 

All correspondence from HMRC and Pension Regulator must be forwarded as soon as possible to the ILA.
If the person holds its own funds, is responsible to make any payments/deductions due to HMRC. The HMRC account reference must be used as reference for all HMRC payments. 
If pension deductions are due to the pension provider, service user holding its own funds, must provide the bank details of the direct payments account as these payments are made by Direct Debit.
It is the responsibility of the service user to inform the ILA of any changes to his/her arrangement in terms of hours and pay rates for their employees. This should always be done in writing.
Any changes to the allocated hours must be agreed with the Local Authority and such changes must be communicated to the ILA.
The Service User must inform ILA in advance or as soon as possible that an employee is leaving their employment.

In the event that the Service User is not happy with the service provided by the ILA this should be brought to the attention of the Manager as soon as possible. We hope to resolve any issues at this stage but if the service user is still not happy the ILA complaints procedure should be followed. A copy of our complaints procedure is available on request.
If the service user is not happy with the service or the response to a complaint, then they have the right to terminate the contract.

In order to terminate the contract, the service user must inform the ILA of his/her decision and give at least 2 weeks notice so that the file can be prepared and forwarded to the new managing agent.

The Service User must pay the amount due to ILA before their file can be transferred to the new agency.

3) Responsibilities of ILA
To work with the service user, local authority, personal assistants and service providers to ensure our service users receive the best service possible.

Our service users will be able to call the office during the normal business hours which are 8.00am - 4.00pm Monday to Friday, with the exception of bank holidays.
To discuss the account in more detail or to see a member of staff an appointment can be arranged in advance.
The payroll staff will check timesheets for accuracy and the number of hours on the time sheets will be cross checked against the support plan. If a time sheet has a discrepancy it will be brought to the attention of the service user.

ILA we will send one (1) copy of the payslips and a monthly payroll summary to the service user’s either by email or post. We can email the employee the payslip directly if an email has been provided, otherwise the payslip must be collected from the service user.

We are happy to provide a statement of the account on request. 
We will deduct the fee due to us for payroll services directly from the account and an invoice will be raised for each pay run.
If the service user holds its own funds an invoice will be raised and sent with the payroll paperwork. If the invoice is not paid on time we reserve the right to cancel the service. 
Any mistakes on our part will be corrected at the earliest opportunity and new payslips will be dispatched at no extra cost to the service user.

All funds received from the council will be managed in accordance with our local procedure ‘Handling Direct Payment Money’.
ILA will forward the Statutory Deductions to HMRC every month.

ILA will assess your PA for pension entitlement, set up and manage a pension scheme if needed. 

All records relating to the payroll will be kept and stored in accordance with legislation. 
Any complaint by the service user will be investigated thoroughly following the ILA Complaints and Procedures Guidelines.
Signed :……………………………………( Service User)

Date…/..../….

Signed: …………………………………… (On behalf of ILA)
Date… /…./….
.
