
 IR35 “off payroll” starter checklist

The revised ‘Off-payroll Rules’ (also known as IR35, or the ‘intermediaries legislation’) came into force on 6 April 2017.  The Rules require individuals working with a public sector organisation through an intermediary to pay (broadly) the same tax and National Insurance contributions (NICs) as an employee. 

You have been asked to complete this form as you works for St Mary’s university as a self-employed contractor, sole trader, freelancer, or consultant and also meet the following criteria:

· You pay yourself through a PSC or similar intermediary arrangement, 
· St Mary’s university has a direct relationship with your PSC (not an agency), and
· Your Recruiting Manager has completed an IR35 Employment Status Service questionnaire, resulting in an “in scope” outcome – it means that you would be considered an employee if the intermediary didn’t exist. 

Although St Mary’s university will be deducting tax and National Insurance contributions from your “deemed earnings” i.e. the amount on your invoice excluding VAT and expenses, as an individual deemed “in scope”  you are not an employee of St Mary’s university and as such are not entitled to any statutory or contractual employee benefits. 

Please fill in the form and send it to the HR department. Please note that without completion of the form we are unable to make payment of any invoices you submit. 



Company Name



Individual’s personal details


1 Last name

5   Home address


Postcode
Country




2 First name(s)
Do not enter initials or shortened names such as Jim for James or Liz for Elizabeth





3 [bookmark: _GoBack]Are you male or female?


Male	Female

6  National Insurance number (if known)



4   Date of birth  DD MM YYYY


7 Employment start date  DD MM YYYY






	
	
	
	








Individual statement


8 You need to select only one of the following statements A, B or C


A This is my first paid work since last 6 April and I have not been receiving taxable Jobseeker’s Allowance, Employment and Support Allowance, taxable Incapacity Benefit,
State or Occupational Pension.


B This is now my only paid work but since last 6 April I have had other paid work, or received taxable Jobseeker’s Allowance, Employment and Support Allowance or taxable Incapacity Benefit. I do not receive a State or Occupational Pension.

C As well as my new paid work with St Mary’s university, I have other paid work or receive a State or Occupational Pension.


Signature	Name


Date DD MM YYYY

	
	
	
	





For HR & Payroll use only

IR35 questionnaire completed by:

(Note: this is authorisation for Payroll to make agreed tax & NIC deductions)


Name: ………………………………………………………………….    Signature:  ………………………………………….……..


Position:  ……………………………………………………….  Date: …………………………………………………….  



Cost centre to be charged:


	IR35 ESS questionnaire completed
	
	

	Payroll number allocated
	
	

	Payroll – set individual to “CHEQUE PAYMENT”
	
	

	Information sent to Finance
	
	




