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Employer support

Being an employer can be daunting; keeping records, working out holiday and maternity pay etc.
are some of the responsibilities an employer has. However, Solihull MBC has a duty to ensure that
people who use Direct Payments to buy their own support have sufficient support to enable them
to do it legally.

There are currently two services contracted by SMBC to provide support around Direct Payments.
The Direct Payments Information and Advice Service, provided by Age UK and DIAL, offers
information and advice about Direct Payments and employing Personal Assistants. The Ideal for
All Service will manage the Direct Payment and ensure that all statutory duties are carried out,
including the provision of a Payroll service. This can take much of the stress out of being an
employer.

Creating a Circle of Support is a method of arranging services which can also be useful in
supporting Clients to manage their money and make decisions, as can appointing a suitable
nominated person to manage the Direct Payment, setting up a user controlled trust, or asking
relatives or friends to help.

Using the methods of support available, a person employing a Personal Assistant needs to inform
the PA how they want things to be done, as long as this is within the law. All of the paperwork can
be undertaken by someone else.

What information must an Employer give to an Employee when
they start?

By law, the employer has to give an employee a Contract of Employment or a "statement” of
employment within 2 months of the employee starting work. This covers what would normally be in
a Contract of Employment; however the statement of employment is not a contract between the
employer and the employee.

If there is a dispute and the employer has not given the employee a contract, the court may use
the terms in the statement to decide the terms of employment.

If no statement has been given within 2 months, an employee can apply to an Employment
Tribunal at any time after the 2 month period, (or within 3 months of termination of the employment)
for the tribunal to determine what should have been in the statement.

Statutory Holiday Pay

Statutory Holiday Pay is 5.6 weeks per year, as set out in the working time regulations 1998 and
amendments 2003. Working out an individual’s entitlement is done by multiplying the average
number of hours worked per week by 5.6. For example, a PA working 35 hours a week is

entitled to: 5.6 multiplied by 35 = 196 hours. Therefore the worker is entitled to 196 hours holiday
leave a year.

Maternity leave

An employer cannot dismiss an employee because she is pregnant; it does not matter if the

employee does not have 1 year's continuous employment with the employer. The dismissal will be

automatically unfair.

Below are the main rights and entitlements of a pregnant employee:

1. A pregnant employee is entitled to Maternity Leave without having worked for 1 year. Ordinary
maternity leave is 26 weeks. They also have a right to Additional Maternity Leave. This starts at
the end of the Ordinary Maternity Leave period and lasts for 26 weeks.
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2. A pregnant employee also has the right to Maternity Pay, if she has worked for 26 weeks or
more. The 26 weeks is counted from 15 weeks before the week the baby is due, so take the
week that the baby is due and count back 15 weeks. If an employee has worked for 26 weeks at
that stage the employee can claim Maternity Pay; this is paid for 39 weeks.

3. Right to same contractual terms whilst off work (except same pay).
4. Right to paid leave for ante-natal care.

5. Right to return to work under the same contractual conditions after Ordinary Maternity Leave,
and a comparable position after Additional Maternity Leave.

6. The employee should be offered alternative work (if it is available), if the pregnancy means they
cannot do the work they are normally employed to do.

Paternity leave

To qualify for Ordinary Paternity Leave you must be an employee. You must be taking the time off
to support the mother or carer for the baby and intend to be fully involved in their upbringing.
Rights to Ordinary Paternity Leave are extra to your normal holiday allowance.

To qualify for Ordinary Paternity Leave, you must have been with your employer for at least 26
weeks by either:

e the end of the 15th week before the start of the week when the baby is due

e the end of the week you are notified you are matched with your child in the case
of adoption

You must also be either the:
e biological father of the child
e mother's husband or partner (including same-sex relationships)
e child's adopter
e husband or partner (including same-sex relationships) of the child's adopter

If you are an employee you may not qualify for Ordinary Paternity Leave but may qualify for
Ordinary Statutory Paternity Pay.

If you are an agency worker, office holder or subcontractor, you will not normally have the right to
Ordinary Paternity Leave. However, you may be eligible for Ordinary Statutory Paternity Pay.

Statutory Sick Pay for Personal Assistants
Who can get Statutory Sick Pay

You may be able to get Statutory Sick Pay (SSP), if you have:

e been sick for at least four or more days in a row (including weekends, bank holidays
and days that you do not normally work)

e average weekly earnings equal to or more than the Lower Earnings Limit (LEL)

Lower Earnings Limit (LEL)

The LEL is the amount you would need to earn before you start paying National Insurance
Contributions. For 2013/2014, the LEL is £107 a week.

How average earnings are worked out

For 2013/14, you must have average earnings of £107 a week before tax and National Insurance
contributions are deducted. Whoever is responsible for the deduction of National Insurance
Contributions from your earnings is also responsible for payment of SSP.
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Your average weekly earnings are calculated over the eight weeks before your sickness began.
This period may vary slightly depending on whether you are paid weekly, monthly or have other
pay patterns. If you have just started your job the calculation may be different, contact your
employer for more information.

Only earnings actually paid in this eight week period can be used for the average weekly earnings
calculation. These earnings must be subject to National Insurance Contributions or would be if
your earnings were high enough and may include:

e your normal earnings

® pbonuses

holiday pay

e overtime

other Statutory Payments

Salary Sacrifice Scheme and Statutory Sick Pay

If you have a salary sacrifice arrangement, your average weekly earnings are calculated using the
actual earnings (minus the salary sacrifice) paid to you.

This could mean that your average weekly earnings may not reach the Lower Earnings Limit for
payment of SSP.

What days you’ll be paid for

SSP is paid for qualifying days. These are the days that you would normally work for your
employer under a contract of employment. However, it is not payable for the first three qualifying
days. These days are known as waiting days.

If you work part-time, you must still serve your three waiting days before you can get payment.
This means you may not receive a payment at the start of your period of illness.

If you have a varied work pattern, your qualifying days may be different in each week that you
work.

For example, if you work Monday to Friday and become sick on a Friday your waiting days will be
Friday, Monday and Tuesday. If you continue to be sick, SSP will be paid from Wednesday.If you
work Thursday and Friday and become sick on a Friday your waiting days will be the Friday of the
week that you are first sick and the Thursday and Friday of the next week. If you continue to be
sick, SSP will only be paid from the Thursday of the following week. Please speak to your employer
about this.

Linking with a previous period of Statutory Sick Pay

If you have received SSP for a previous period of illness within the last eight weeks, your new
period of illness may link to this. For periods of illness to link, you must have been sick for at least
four days in a row in the second period for this to be treated as one continuous period. SSP will be
paid for the new period, without you having to serve waiting days.

Phased return to work or altered hours after illness

If you and your employer have agreed that you have a phased return to work or altered hours after
a period of sickness, you should get:

e your normal earnings for the days and/or hours you work

e SSP for the days that you are sick, if the qualifying conditions for payment continue to
be satisfied
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Insurance

People who employ workers, including PAs need to ensure that they have sufficient insurance in
case there is an accident. Most people who employ PAs buy both Employers and Public Liability
insurance.

This protects the Employer, Employee and any third party.

It is also a good idea to have insurance that covers costs associated with Employment Tribunals in
case the PA has to be dismissed and claims against their Employer.

People can check their Household Insurance

A number of Insurance Companies specialise in providing insurance for Employers of PAs.

Disclosure and Barring Checks

To protect children, Employers must ensure that a PA has a DBS (previously CRB) check if:
e they are a parent employing a PA to look after their disabled child
e a child lives in their household

A DBS check highlights criminal convictions and an enhanced disclosurehighlights cautions and
spent convictions. Local Authorities may pay for these checks.

A PA does not need to be DBS checked for providing support to an adult, but an Employer can
choose to have a PA checked and it is good practice to make the following checks.

Options for Employers to use as further checks include:
e PA’s references preferably from last Employer.
e An optional DBS check

Someone employing a close relative is unlikely to need to make these checks.

Recording & Reporting
Records which an Employer is required to keep by law include:
e Tax and National Insurance contributions for all workers.

e Records of individual hours worked and holidays taken to enable averaging over a
period to meet the requirements of the Working Time Regulations 2003.

e Pay to ensure the Minimum Wage Act 1998 is being met, and to meet the statutory
requirement that workers are issued with pay statements.

e Paid Sickness (more than 4 days); Statutory Sick, Maternity and Paternity Pay.
e Accidents, injuries, diseases and dangerous occurrences.

It is good practice for Employers to keep information/records readily to hand to provide to new
workers and to keep other records in case of future challenge. For example:

e Records of all recruitments carried out

e Daily records

¢ |nduction information

e Training and development information

e Records of absence, lateness, and staff turnover
e Disciplinary and grievance procedures

e Termination of employment information

e Equal opportunities issues and information
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National information: sources for Employers and P.A’’s

http://www.skillsforcare.org.uk/home/home.aspx - contains a very comprehensive PA
toolkit and training resources.

ACAS
http://www.acas.org.uk/index.aspx?articleid=1461

BIS
https://www.gov.uk/government/organisations/department-for-business-
innovation-skills

Equality Act 2010
https://www.gov.uk/definition-of-disability-under-equality-act-2010

Health and Safety Executive
http://www.hse.gov.uk/

Fire Service
http://www.fireservice.co.uk/

Department of Health
https://www.gov.uk/government/organisations/department-of-health

Disclosure and Barring service
https://www.gov.uk/government/organisations/disclosure-and-barring-service

No Secrets
https://www.gov.uk/government/publications/no-secrets-guidance-on-
protecting-vulnerable-adults-in-care

Mental Capacity Act 2005 and Deprivation of Liberty Safeguards -
https://www.gov.uk/search?g=mental+capacity+act&tab=government-results

Personal Assistants & Employers:
ﬂ Statutory responsibilities of Employers as of July 2013 — Document 7



Personal Assistants & Employers: 7
Statutory responsibilities of Employers as of July 2013 — Document 7 .







<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /CMYK
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<

    /BGR <>
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /CZE <>
    /DAN <>
    /DEU <>
    /ESP <>
    /ETI <>
    /FRA <>
    /GRE <>

    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)
    /HUN <>
    /ITA <>
    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /LTH <>
    /LVI <>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /POL <>
    /PTB <>
    /RUM <>
    /RUS <>
    /SKY <>
    /SLV <>
    /SUO <>
    /SVE <>
    /TUR <>
    /UKR <>
    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /ConvertToCMYK
      /DestinationProfileName ()
      /DestinationProfileSelector /DocumentCMYK
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles false
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice




