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Now the payroll has started.  We send you monthly pay frequency hard copy wageslips on the penultimate Friday of each month and if the pay frequency is weekly we send the weekly hard copy wageslips in monthly batches on the last Friday of each month, so that you always have the next weekly wageslip to hand.
If you receive a general demand from HMRC, e-mail or post us a copy or the original of the letter from HMRC and we will contact HMRC on your behalf.
We confirm to you by e-mail that the HMRC payment request letter has been cancelled and all issues now resolved

Please only ever pay any Tax & NIC when we at Nannywage Ltd send you a Tax & NIC due notice

Changes to Payroll Go to our website quick link www.payrollchanges.co.uk  click on the form  you require. 

Employee salary change Complete the fields as indicated and we will amend the employee salary total and commencement of new salary level as per your instructions.
Use our web site quick link to go straight to the form required www.employeesalarychange.co.uk 

Sick Pay If your employee is taken ill and is entitled to statutory sick pay benefits you must inform us On the first day of sickness Even if your employee takes only 1 day sick leave which may not affect their salary amounts you must inform us, to enable us to record the sick day on their employment record as sick pay benefits are a government benefit and must be recorded
Use our web site quick link to go straight to the form required www.employeessp.co.uk 

Maternity Pay If your employee pregnant and is entitled to Maternity pay please inform us as soon as possible and we handle all issues on your behalf.
Use our web site quick link to go straight to the form required www.employeesmp.co.uk 

Employer change of address You must keep your records up to date with HMRC. As End of year returns, leaving P45’s. P60’s require the correct employer address details
Use our web site quick link to go straight to the form required www.employerchangeofaddress.co.uk 

Employee change of address Please inform us of any employee change as we have to inform HMRC of employee address changes so that they can send tax code allowance changes direct to employees if required, likewise we require up to date information to process end of year returns, P45’s & P60’s.
Use our web site quick link to go straight to the form required www.employeechangeofaddress.co.uk 

Nanny Leaving Provide us with all the information we require on our Staff Leaving Form. As the employer it is your responsibility to comply with HMRC regulations regarding leaving staff and provide your staff with a leaving P45.   Complete a staff leaving form and we at Nannywage Ltd process the leaving P45 on your behalf and send the nanny their P45 either direct or to you to hand on to them, depending on your instructions. We send the nanny and you the employer correspondence confirming that the leaving procedure has been completed and filed with HMRC
Use our web site quick link to go straight to the form required www.employeeleaving.co.uk Your remaining subscription is then put on hold until a new nanny starts in your employ
New Nanny starting  Use our web site quick link to go straight to the form required www.payrollform.co.uk  Require a contract of employment for your new nanny ? . Our web site quick link is www.contractquestionnaire.co.uk 

Subscription Renewal The annual subscription is for 12 monthly wageslips or 52 weekly wageslips. If a nanny leaves during subscription the remaining subscription goes on hold until you find another nanny. The subscription can go across tax year ends and as many tax years as it takes to complete the subscription Once completed Nannywage Ltd send with the final wageslip of the subscription a subscription renewal reminder.

Please return the subscription renewal letter, together with a subscription cheque, with your client number on the back made payable to Nannywage Ltd Send your subscription renewal to our registered trading office NANNYWAGE LTD. 25, The Highway, Sutton Surrey SM2 5QT When renewing your subscription you agree to our Terms of Service as advertised.                                                              
To pay by Bank Transfer OR Credit Card via PayPal Go to our web site quick link www.subscriptionrenewal.co.uk If an employee is leaving soon with a declared actual leaving date and you only require a short subscription, we offer monthly subscriptions at £20 inclusive of VAT Cheque payment or bank transfer only We complete all compliance including the end of year return. This short term subscription does not include an employment contract.
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               End of Year Tax Return Nannywage Ltd as part of our annual payroll service file your end of year return for your Small employer PAYE HMRC scheme on line with HMRC by the current compliance deadline of 19th April each financial year. Also included a P60 by the current compliance date of 31st May each tax year for all employees working for you at tax year end
Holiday Entitlement Current statutory minimum holiday entitlements implemented on 1st April 2009 are 28 working days for a five day week or pro–rata for less days worked in the week. The 28 working days includes the option for nannies to nominate 8 bank holidays in the 28 working days paid holiday including a pro rata basis. 

This bank holiday rule was introduced as the UK is a multi cultural society and when a nanny works for an employer where the two celebrate different cultural holidays the nanny is protected from working if they so choose on their bank holidays by the statutory minimum entitlement pertaining to paid holiday being taken on bank holidays. 

For example a nanny may nominate to take Christmas day & Boxing day and the New year’s day as paid bank holidays even though the employer may not necessarily celebrate these holidays It does not mean that if a nanny works only Tuesday, Wednesday & Thursday that they cannot nominate bank holidays as bank holidays are not restricted to Mondays & Fridays as many cultural holidays fall on different days of the year although they are normally on the same date  

Nannywage Ltd Ensure you are HMRC compliant by entering the correct pro-rata statutory minimum holiday entitlement in the Free employment contracts offered to all subscribers to our service. (See our web site for current Pro Rata  entitlements)
Sickness Payments Where a HMRC small employer PAYE scheme is being operated Statutory Sickness Payment is received by the nanny on the 4th consecutive working day of sick leave from the government. 

During the first three days of sick leave the employer decides if they wish to pay the nanny her salary for none, one, two or three days prior to SSP starting. Likewise once SSP starts the employer decides if they wish to “top up” the salary of the nanny to any level they wish over and above the current SSP rate.  

Normally the employer and nanny also agree in the employment contract a total amount of sick days per year that the employer will pay the sick nanny her salary prior to SSP starting on the 4th consecutive working day and a generous average is 6 days in total during one year of employment.

The employer has no obligation to make salary payments or  “top ups” during sick leave and may opt to include in the employment contract  “ The employer will not pay the nanny from the first day of sickness and the nanny will receive SSP only”.

Nannywage Ltd handle all of this on your behalf. All you need to do as a subscriber to our service is complete a SSP form on the FIRST day of sickness. We then calculate SSP on your behalf and include SSP payments in the next wageslip. You then pay the net as shown on the wageslip in the normal way

Our website quick link www.employeessp.co.uk
Statutory Maternity Pay Current statutory maternity entitlement is for 39 weeks of paid maternity leave To qualify the nanny must have worked for you for a minimum period in a small employer PAYE scheme.When your nanny goes to her doctor to confirm her pregnancy she will be given a MAT B1 form, please send us the original, a copy or e-mail us a copy, without us having a copy of the MAT B1 form we cannot process Statutory Maternity Pay ( SMP )
Please inform us of the date when your nanny starts Maternity leave by submitting to us a SMP form 
Our website quick link www.employeesmp.co.uk. You will need to inform us if you are paying her any salary during SMP. Normally employers DO NOT "top up" salary and the nanny receives only SMP)  During SMP your nanny officially is still in your employ, you continue to provide wageslips, pay her the net shown on the wageslips in the normal way and every quarter April, July Oct and Jan we claim the TOTAL SMP back from HMRC 
Her SMP is for 39 weeks and she receives 90% of her average salary for the first 6 weeks and then current SMP per week, after the 39 weeks she can take a further 13 weeks unpaid leave and then after the total of 52 weeks either has to return to work or leave your employment You cannot terminate her employment during these 52 weeks of Maternity leave. 

During SMP the nanny wages will cost you NOTHING we reclaim the TOTAL SMP Plus 3% from HMRC on your behalf.

On an average nanny salary and running the full 39 paid weeks we reclaim for your admin costs something in the region of £200 more than covering our yearly subscription fee of £115 including Vat and any postage costs you incur sending on correspondence to your nanny. 

Your only cost is the holiday pay due accrued during the maternity leave period and employer contributions. If at anytime during the 52 weeks the nanny returns to work for you or officially leaves your employ to start work elsewhere you MUST inform us immediately so that we can stop SMP. All you need to do is send us the MAT B1 form inform us if you are “topping up” the salary and last working day

Nannywage Ltd then handle everything on your behalf If the nanny has not worked for you long enough to qualify to be paid SMP via your PAYE scheme, we send you a SMP 1 form for the nanny to claim SMP via benefits not the payroll. The nanny receives no wageslips while on SMP benefits but you must still administer your PAYE scheme with HMRC and we charge 3 months subscription to administer the payroll for upto the year of SMP leave and file end of year return and continue to liaise with HMRC on your behalf
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Welcome to Nannywage Ltd one of the most experienced, respected and competitively priced on line payroll services in the UK for employers of nannies since 2002.
We guarantee a full payroll & pension service with no hidden costs or extra charges whatsoever.

Unlimited telephone support from our help desk Mon-Fri 09.30am – 5pm 020 8642 5470 

Any questions or queries, do not hesitate to telephone us or e-mail us your query / question / instruction 
SUBSCRIPTION

Our low annual Subscription, plus full payroll service and hard copy wageslips, makes 

Nannywage Ltd the most competitively priced internet payroll & pension provider service in the UK today. 

As an internet business we only receive payroll instructions via hard copy (e-mail or our website forms ) 
Please note we send subscription receipt with first wageslip 

If your nanny leaves after 6 months your subscription is suspended and put on hold and whenever the next 

nanny starts in your employment the subscription resumes with first wageslip for the new nanny as subscription month number 7 ensuring you receive full annual subscription of 12 months regardless of the amount of tax years this takes to complete  
PAYROLL

Thank you for your subscription and we have sent you a subscription receipt to our payroll service, 

We have posted you the first hard copy payroll and e-mailed you a payroll summary

If you have any questions do not hesitate to e-mail us at info@nannywageltd.co.uk 

HOW IT WORKS
We do everything on your behalf and if you are slightly late setting up we backdate the payroll 

HMRC Registration 

We register you with HMRC as a PAYE employer and your payroll compliance 
commences from employment start date 
You pay your nanny the NET figure shown on the wageslips ( Located bottom right of wageslips )

that we post to you for each pay day.

Monthly wageslips are sent after 5pm on the penultimate Friday prior to payday 

You give the nanny the wageslip with her salary payment

Weely wageslips are sent out in monthly batches on the last Friday of each month

You pay your nanny the NET figure shown on the wageslips ( Located bottom right of wageslips )

we post to you for each pay day.

You give the nanny the wageslip with her salary payment

Each tax quarter 

Periods ending 5th July - 5th Oct - 5th Jan - 5th April

We send you a payroll summary of what you have done in that quarter

So no need to make copies of wageslips for yourself 

With amount of Tax & NIC due to HMRC with full payment instructions 

Please remember that all employers pay employer NIC which will not be on wageslips ( as not the business of the employee ) but will be shown on Tax & NIC due notice 

These Tax & NIC due notices are sent to you with the wageslip

For Example Tax & NIC due notice for the period end 5th July will be sent with the June wageslip

Please note; it is your responsibility as the employer to pay the Tax & NIC when due.

If you do not receive from Nannywage Ltd the current Tax & NIC due notice with the relevant wageslip you must contact us immediately for a replacement. 
Please note; in order to sort out any Statement of Liability queries with HMRC, before we start we will require Tax & NIC amounts paid by you and dates debited from your account for the relevant year 

Any changes you wish to make just use www.payrollchanges.co.uk 

Click on relevant form and submit to us we carry out your instruction
Please note all correspondence is only sent to the HMRC registered employer.
Any questions or queries during payroll our help desk is open Mon – Fri  09.30 AM – 5.00 PM 

Telephone number 020 8642 5470  e-mail info@nannywageltd.co.uk
We draw your attention to your HMRC compliance responsibilities, 

as a registered employer, your agreement to provide Nannywage Ltd with complete, accurate and upto date payroll instructions at 

all times. Once you receive your first wageslip you agree that this constitutes your acceptance of our Terms & Conditions  
Any correspondence from HMRC E-mail or post us a copy to deal with on your behalf 

Please ensure any instructions are given to us at least 5 working days before required 

HMRC Registration 

Please note as a  registered HMRC PAYE employer, your payroll compliance commences from employment start date
THE P45
If you are the primary employer ( meaning this is the ONLY job the nanny has ), the nanny with only you as an employer must hand you her P45 from previous employment.

You as the employer must send to us a copy or original of the P45 by post or e-mail and you must include your name with the P45 either on the e-mail copy or a post it note etc if posting
You enter on our payroll form Yes nanny has a P45  

If this is the second job of the nanny, she cannot give you a P45 as has given the P45 to the primary employer
You must answer no P45 and answer Statement A, B or C to establish employment status of your employee 

You are the secondary employer and tax is at basic rate, you need to complete our nanny sharing form if you require part of the tax free earnings allowance ( tax code ) of the nanny to be given to you 

www.nannysharing.co.uk 

Please note: Primary / Secondary decided by who nanny started with first, if started same day with both upto employers to decide Primary / Secondary status 
You enter on our payroll form NO nanny does not have a P45  and then statement C 

Please note if nanny cannot find or give you a P45 you must answer No P45 and statement A, B or C 

Since 6th April 2013, Real Time Information ( RTI ) has been a HMRC compliance regulation, which means HMRC require an on line submission report

 of your payroll every pay frequency and require the actual day you pay your employee, which must not be a non banking day.
The First monthly payroll plus payroll correspondence will be sent to you normally 7-10 working days before the first payday 

Monthly Payroll
To adhere to HMRC compliance regarding RTI, we will process payroll on the basis that Monthly employees are paid for work carried out, until the last Friday of each month and are paid by you, on the last Friday of the month and monthly wageslips will be dated to the last Friday of the month. Nannywage Ltd will commence sending out Monthly wageslips on the penultimate Friday of the month. 

If your nanny starts mid month, the first Monthly wageslip will be from the start date, to the  last Friday of the month.
The First weekly payroll plus payroll correspondence will be sent to you normally in time for the first payday 

Weekly Payroll

To adhere to HMRC compliance regarding RTI, we will process payroll on the basis  that Weekly employees are paid for work carried out, until the Friday of each week. Weekly wageslips are calculated and processed to the Friday of each week and sent in batches of a month in advance, on the last Friday of each month. Any amendments that you have informed us of will be included in the final week of the monthly batch

                               The first weekly wageslips and starter correspondence will be posted to you at the start of the firs week of employment

 It is  important for ( RTI ), that by subscribing you agree to the   Nannywage Ltd payroll terms and conditions, that the nanny is actually paid on the last Friday of the Month, or Friday of each week, as this is the information we will be submitting, on line, to HMRC, on your  behalf, every pay  frequency.

Nannywage Ltd  process payroll, register your small employer scheme with HMRC and provide, if  required, employment contracts based only on the information provided on the payroll form. ( Any subsequent re- processing, due to incorrect information provided on the payroll form, will be 

                               charged as per non provision of complete, accurate and up to date payroll T&C’s as set out below. )

HMRC has strict rules regarding the time scale of when new employers may be registered with them, for a small employer scheme, in relation to the start date of employing staff and we will register you in line with current HMRC compliance.
Please note, if you have subscribed late after the start date of payroll resulting in an HMRC late FPS submission fine this will be your responsibility

CONTRACTS

By law, the employer must provide the nanny with a contract of employment within two months of employment start If you have completed a contract questionnaire. Nannywage Ltd e-mail you Contracts of Employment as the payroll starts with the first wageslip of the nanny employment. They are not draft contracts they are full copies as per your contract questionnaire instructions.

LETTER OF INTENT 

Instead of a contract of employment prior to employment start date, we can provide you with a letter of intent, showing main employment points and reassuring your future employee of your valid intent.

EMPLOYMENT-ALLOWANCE 

The government reduction in Employer NIC does apply to the employment of nannies or other domestic staff, under certain circumstances. Please see our Employment Allowance Information.

Employer NIC does not appear on the wageslips of your employee as it is not part of their salary details.

Employer NIC will be shown and included in your Tax & NIC due notice

For budget purposes Employer NIC is approximately 15% more than the employee NIC each pay frequency  

REAL TIME INFORMATION PAYROLL

HMRC require a Full payment submission of your payroll activities each pay frequency ( Weekly or Monthly ) 

Ensure any changes you have you inform us at least 5 working days before processing date 

( This does not apply to unforeseen circumstances such as sick leave ) 

If your FPS to HMRC is late HMRC will require a reason why which Nannywage Ltd files on your behalf 

In order to file first payroll on time for FPS it will be necessary to register you as an employer with HMRC prior to employment start date to receive from HMRC your HMRC employer PAYE account reference in order to file FPS returns

Please note;  If your nanny does not start in your employment or you do not wish to proceed, once registration has been filed by Nannywage Ltd any subsequent refund will be subject to our administration fee.

As HMRC require Real Time Information payroll, if you have any backdated changes these will be implemented going forwards only as we and you the employer need to avoid late FPS adjustments that require giving reasons to HMRC 

filed by Nannywage Ltd any subsequent  refund will be subject to our administration fee.

AUTOMATIC ENROLMENT PENSION

All employers are by law obliged to offer their employees a compulsory pension plan known as Automatic Enrolment pensions.

Nannywage Ltd offer full support and advice for £60 per year per employee inclusive of VAT
Ensuring your peace of mind that your complicated pension process is in professional hands and will continue to offer you support and advice over many years 
TAX REBATES
               Every employed person in the UK receives a tax free threshold of Lower Earning Level 

            Above this amount tax is paid
When a person has had a break in employment and then returns to work in the same tax year or has been paying    tax on a higher earning level and then has a reduction in salary often there is a tax rebate as the tax free threshold is cumulative.
             Please always pay the net figure shown on the wageslip 
As a registered employer HMRC use you as an unofficial tax collector and are saying pay the employee the tax rebate as per our current tax year criteria and we will repay you via Tax & NIC due.

The tax rebates you pay to your nanny will be refunded to you via the next Tax & NIC due notice by being deducted from any Tax & NIC amount due 
[image: image3.wmf].. Employer Liability Insurance.. BY LAW you are required to insure your staff against liability or disease. You could be fined £2,500 for every day that you do not have cover. It is vital that you protect yourself from damages and costs arising from injury to staff at work, not only from the injury itself but also from potential future loss of earnings . Cover should be a minimum £5 million.
Employer Liability insurance in over 90% of cases is included in your home contents insurance, please check with your insurer

With the introduction of HMRC Real Time Information compliance, many payroll providers have doubled their subscription charges, which in many cases now range from £250 - £350 per year. 
From  6th April 2013. It is vital that you maintain complete, accurate and up to date payroll at all times to ensure your HMRC PAYE RTI small employer scheme. 

Nannywage Ltd does not wish to charge clients these higher subscription charges, meaning irrespective of work done, the charge may be approaching £300 for the year, regardless of the level of payroll work carried out .

Nannywage Ltd has maintained competitive subscription prices per employee, since April 2002 and will continue to do so. 
Please note that subscription is for one employee only. 2 employees requires 2  etc
If your renewal subscription is late and results in payroll not being completed and reported to HMRC on time, Nannywage Ltd will accept no responsibility whatsoever for any HMRC late payment/filing fines.

Please note if your subscription to our service lapses and means payroll must be completed from a past tax year we charge £175 inc VAT per quarter payroll or part thereof.

We only charge per quarter and for example four months of payroll from a past tax year required would be charged at 2 quarters of payroll  

                         We will register you for a HMRC RTI PAYE small employer scheme with HMRC.

            Contracts of employment for you and your employee Complete our web site quick link  www.contractquestionnaire.co.uk
          We send you hard copy wageslips, we process weekly wageslips for each Friday and monthly to the last Friday of the month.
·                                 Full telephone payroll help desk team with employment law help and advice.
·                                       Real Time information on line submission to HMRC each payday.
PAYING TAX & NIC 

We produce a summary of the payroll each quarter Tax & NIC due date,(April, July, Oct & Jan) with your Tax & NIC due notice of amount due to HMRC, with full payment instructions for you to make electronic payment. 

HMRC have fixed monetary limits determining small employers who pay Tax & NIC quarterly ) or large employers who pay monthly, however, at new employer registration HMRC have no system to determine a small or large employer and will chase you for monthly Tax & NIC payments, assuming you are a large employer, until you pay your first quarter . Do not worry  and disregard the HMRC  letters. If they continue, after your first payment, contact Nannywage Ltd  and we will sort out the situation with HMRC 
· We will process new nannies joining, whether or not they have a P45.

· We arrange the whole procedure of tax code split should you require nanny sharing.

               We will process nannies leaving and produce a P45 for them.

                   We process & advise on Statutory sick pay

We process & advise on Statutory maternity pay, with pre funded reclaim *.
We will process any salary increases you award your nanny.

We will make deductions for repayment Student loans, when instructed by HMRC.

We will make deductions for any attachments of earnings when instructed by HMRC.

We ensure your HMRC compliance regarding over/underpayments of tax.

We ensure your HMRC compliance regarding any changes to tax codes.

·                                           We will process any overtime or bonus payments you make to your nanny.
·                                               Provide Late Subscription solutions and backdated employment starts.
·                                                File end of year employer declarations on line including P35, P14 and P60.
Continuing compliance, on your behalf, with HMRC during the subscription period, with any length breaks between employing staff.
                            We guarantee a full payroll service   NO hidden charges or extra costs whatsoever,  As long as you the employer, provide to Nannywage Ltd 
                                                                                   Complete, Accurate and up to date payroll information at all times.
                                                      MONTHLY changes to be received by Nannywage Ltd  on the penultimate Friday of the month by 5pm
                                                        WEEKLY changes to be received by Nannywage Ltd on the last Friday of the month by 5pm
                                                                                     For all changes use our web site quick link, www.payrollchanges.co.uk
             For all payroll changes ( Nanny leaving, Maternity Pay, change of address etc ) use our quick link www.payrollchanges.co.uk 

SSP must be reported on the FIRST day of sick leave by completing our web site page

Quick link www.employeessp.co.uk
*Statutory Maternity Pay
Nannywage Ltd handles every aspect of your SMP, offering full advice and guidance from the day your employee announces she her pregnancy. All you need to do is complete our one minute SMP form www.employeesmp.co.uk 

We pre fund your payments claiming 100% from HMRC of the gross amount you need to pay out in SMP plus 3% small employer relief to assist with your admin costs.

We send you SMP wageslips in the normal way and you pay the net shown in the normal way and we send you the Tax & NIC every quarter in the normal way. 

At SMP end we contact you again for further instructions regarding employee return to work or now officially leaving your employment.

Unlike many other payroll providers we do not charge any extra fees to administer your SMP payroll 

The annual subscription is an inclusive package of service, but only that amount as a maximum total, 
With the extra work and man hours involved to re submit RTI, if these payroll change deadlines are broken, ( you have not provided complete, accurate and upto date payroll by the dates required ), HMRC may levy late filing penalties against you and Nannywage Ltd accept no responsibility whatsoever for any late filing of FPS RTI submissions if you have not proved any information or changes at least 10 working days before the due FPS date 
Please note; our annual subscription only applies to current tax year payroll processing. 

Nannywage Ltd do not process any payroll from a past tax year unless at £175 inc vat per quarter payroll or part thereof and will e-mail you a subscription amount required to resume payroll if you have not subscribed for 12 weeks since subscription lapse date 

If you do not renew your subscription within 12 weeks of renewal date we reserve the right to decline further payroll service to you.                                      
We strongly recommend that you copy all paperwork we send you.
SSP amendments are free if SSP instruction e-mailed to us on first day of sickness.
As a registered HMRC PAYE scheme employer you must comply to any HMRC rules and regulations or  Nannywage Ltd reserve the right to abrogate 

our service to you

If past & present employees contact us for missing documentation, we will provide requested documentation without asking you for permission

Therefore it is best that you need to ensure that all paperwork is copied and

copies retained by you and then all original documentation pertaining to your employees is passed onto them
 Leaver P45 processing. Once the P45 has been processed and sent to employer / employee and HMRC has been notified, 
 If you have given the wrong payroll information and a subsequent amended wageslip or P45 have to be processed or the nanny subsequently 

does not leave your employment once the P45 has been filed with HMRC. Nannywage Ltd will charge 3 months to your subscription or request cheque

 payment of £40 inclusive of VAT if insufficient funds are remaining on your subscription before starting the amendments to the P45.

 Once the end of year has been filed and if you have not given the correct payroll information or relevant adjustment at the time of leaving resulting in a P35 amendment Nannywage Ltd  request cheque payment of £200+VAT ( minus any remaining subscription )  to administer the manual alterations on the HMRC official website

SUBSCRIPTION RENEWAL 
We send you a subscription renewal reminder with the final wageslips of your current subscription 

If we have not received a response or renewal from you, the next month we e-mail you a second reminder.

In an effort to assist you, subject to our discretion we will continue to process payroll up until second reminder.

Our annual service is for 52 weekly or 12 monthly wageslips and at the end of the second month of reminders if we have not had a response from you, we send you your P11’s and accept no further responsibility for your PAYE scheme and if you require the 2 months of payroll or information regarding these 2 months we would require £50 inclusive of VAT 
We will be unable to complete your end of year declaration, until we know what your intentions are as an employer and must point out that after 19th April each year you will be fined £100 every month, or part thereof, until you complete tax year declaration.

From 6th April 2016, HMRC will fine you for late RTI FPS submissions and Nannywage Ltd will not file any FPS until a renewal subscription is cleared and received by our accounts department

At the third month, we will have no other option but to send you your P11’s for the current tax year and from lapse date with no response from you regret that we will now longer acting on your behalf and Nannywage Ltd will take no responsibility or liability whatsoever for your HMRC PAYE scheme compliance. 
Should you wish to resume payroll services with Nannywage Ltd, you must e-mail us at info@nannywageltd.co.uk , giving your surname and client reference and we will e-mail you a subscription renewal amount valid for 2 weeks, based on the total arrears, including incomplete tax years of your PAYE scheme and any outstanding HMRC compliance. 

You must inform Nannywage Ltd within one month of the payroll processing date, if you have not received expected wageslips.
Nannywage Ltd, being a professional payroll provider, will carry out all received e-mail instructions, but will not confirm these instructions, or receipt of these instructions. Only our completed web site forms will confirm receipt

We look forward to providing you with full payroll provider services.

Leaving you more time with your family, safe in the knowledge that Nannywage Ltd are managing every aspect of nanny employment, on your behalf.

             Our help team on 0208 642 5470 and will be pleased to deal with any payroll questions you may have.
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Welcome to Nannywage Ltd   

We send you 64-8 & FBI 2 authorisation forms, please complete and return to our offices
We register your HMRC PAYE scheme under the first name details you have entered on our payroll form 

with Nannywage Ltd as your authorised payroll agents.

The 64-8 form authorises Nannywage Ltd to act on your behalf with HMRC and the FBI 2 form authorises 

Nannywage Ltd to receive updates for your PAYE scheme direct from HMRC on line.
If you send us a P45 we add into your employment record of your employee 

If your nanny has not given you a P45 at this time we will file a P46 and HMRC RTI payroll Employer Alignment submission

Plus a Full Payment Summary You need take no action. 

If your nanny does in the future hand you a current P45 (Leaving date on the P45 from 6th April this year only please) 

Post or e-mail us the original or a copy.Do not complete any sections of the P45 as we file electronically with HMRC
      Please ensure when you visit our website you use www.nannywageltd.co.uk
 Please ensure when you use our e-mail address you use info@nannywageltd.co.uk
We e-mail your subscription receipt.
Hard copy wageslips are posted to you

We e-mail you contracts of employment ( If you have requested this part of our service ) 

  Please pay the Net (take home pay) figure shown bottom right on the wageslip to your nanny

                                     If you pay any part of the NET salary by Child Care Vouchers, 

              The voucher company pays the NET worth of the vouchers directly into the bank account of the nanny    DEDUCT this from NET figure on the wageslip & pay the employee the BALANCE by cheque, cash, credit transfer, etc                               
We file you on our client base under this name and reference number which we request you please use when you
contact us. If you quote other professional or maiden names it will delay our response to your correspondence

We strongly recommend that you copy all paperwork we send you & maintain an employer file during nanny employment. 
SSP amendments which are free  if SSP instruction e-mailed to us on first day of sickness

Monthly wageslips are calculated & processed to the last Friday of each month by Nannywage Ltd who report RTI under RTI HMRC compliance that the nanny works for you to the last Friday of each month and you pay the nanny to the last Friday of each month 

Any salary changes  inform us by the penultimate Friday of the month when wageslip posting to clients commences

   If  you are not sure about anything, telephone our help desk for assistance. Mon –Fri 9.30am-5.00pm Tel 020 8642 5470 

Or e-mail us at info@nannywageltd.co.uk Or visit our information bar menu on our home page www.nannywageltd.co.uk 
              For All Changes to your payroll Use our website quick link www.payrollchanges.co.uk
    INFORM US ON THE FIRST DAY OF SICK LEAVE TO ENABLE US TO RECORD ON YOUR FILE
      Please inform us immediately Or by the penultimate Friday of the month at the latest for the next month of payroll  

      Real Time Information payroll ( RTI ) Started on 6th April 2013 meaning all employers must file a Full Payment Summary at every

     pay day and payroll  MUST NOT run in arrears in respect of new staff starting, staff leaving or staff changes.

      You MUST give Nannywage Ltd at least 5 working days notice of all changes ( Sick leave excluded )  so that we have time 

      to amend and re process your payroll and ensure your payroll is fully RTI compliant. Gone are the days of running in arrears

      with any type of payroll changes and in tax year 2016 / 2017 HMRC will levy late Full Payment Summary filing fines, which could

      occur several times per year if you are not compliant.   
As a small employer your Tax & NIC is due to HMRC every tax quarter period ending 5th July, 5th October, 5th January & 5th April. 

We send you a complete summary of your payroll activity during the period, amount due and full electronic payment instructions.  
Remember that all employers have to pay Employer NIC where applicable after employment allowance. This is not shown on the employee wageslip as it does not pertain to their salary, but will show and be included for payment on the Tax & NIC quarterly summary. Depending on salary level and current tax thresholds the average contribution is 13.8%

INSURANCE

You must have Employer Insurance BY LAW and you should fully protect yourself from any staff injury, loss of earnings or long term care which could run into millions of pounds, please ensure you make required arrangements, in over 90% of cases your home contents insurance provider covers Employers Liability in their policy and also ensure your nanny has public liability insurance.

The value of the Employer Liability policy should be a minimum of £5 million but it is to be remembered that the minimum level of cover also includes costs, so you may wish to increase your cover above the minimum required.

Without suitable employer’s liability insurance you could be fined £2,500 for every day that you do not have cover and it is essential that you protect yourself from damages and costs arising from injury to staff at work, not only from the injury itself, but also from potential future loss of earnings claims.

These observations are for information purposes only and are not a legal interpretation of the Employers Liability

 ( Compulsory Insurance ) Act                                         
                 If you want to renew your subscription Go to our quick link      www.subscriptionrenewal.co.uk
                       New employee starting in your employ Go to our quick link      www.payrollform.co.uk 
Employee salary change Complete the fields as indicated and we will amend the employee salary total and commencement 

    of new salary level as per your instructions
Employee leaving Complete ALL fields and we will process the leaving procedure, sending your employee their P45 and send you confirmation correspondence that all leaving procedures have been completed.
Employer change of address It is important to keep your records up to date with HMRC, although we will deal with all issues on your behalf. HMRC may from time to time send you correspondence direct.
Employee change of address. We have to inform HMRC of employee address changes so that they can send tax code allowance changes 

direct to employees if required, likewise we require up to date information to process end of year returns. 
Sick Pay If your employee is taken ill and is entitled to statutory sick pay benefits you MUST inform us On the first day of sickness
 If your employee ONLY takes 1 day sick leave which may not affect their salary amounts you MUST inform us, to enable us to record

 the sick day on their employment record as sick pay benefits are calculated and recorded  on an eight week basis.
Maternity Pay If your employee is entitled to Maternity pay please inform us and we handle all issues on your behalf.

Payroll General Terms & Conditions                                                                                                           
To provide complete payroll services, for all past, current and future employees that have been, are or will be processed by Nannywage Ltd as per our 
current Terms & Conditions and liaison with HMRC. Our payroll service is for a yearly subscription, with full HMRC compliance per employee, 
with as many breaks of employment, changes of employees, and as many tax years as it takes to complete  the subscription of 52 weekly wageslips 
which are processed to the Friday of each week and sent monthly in advance or 12 monthly wageslips which are 
processed to the last Friday of each month
All subject to accurate, complete and upto date payroll information from you the employer

.
Holidays . We do not keep a chart for employees. You should keep a paid holiday year record.  Important when an employee is leaving to ascertain earned holiday year entitlement. We do not need to know about paid holiday, only unpaid leave which will affect the wage amount paid for that particular pay frequency

We guarantee a full payroll service with no hidden costs or extra charges, subject to complete, accurate and up to date payroll
 information and RTI HMRC compliance from the employer at all times. 
 
We process Weekly wageslips for the week ending every Friday and we process calendar Monthly wageslips for the last Friday of every month. 
We send hard copy wageslips the week before the Last Friday of the month for monthly payroll and a complete month the week before the start

 of the next month for weekly payroll. All payroll instructions must be received by the penultimate Friday for monthly payroll or the last Friday

 for weekly payroll after these dates payroll will be actioned for the next available pay frequency date
Peace of Mind refund policy will be deducted from the subscription payment as per Nannywage Ltd administration charges, 

Once the employer has made a payment to their employee, official RTI HMRC 

compliance starts, meaning Tax & NIC must be calculated and paid with end of year returns filed by the employer. 

Nannywage Ltd handle this on behalf of the employer and once this point has been reached no refund is available. 

The Peace of mind policy is purely to cover the situation where an employer has subscribed to our service in advance of the agreed 

employment start date and due to circumstances the nanny does not start in employment. If an employee fails to start in your employ you

 must inform Nannywage Ltd immediately, failure to do so within 10 working days of employment start date on the payroll form renders

 “Peace of Mind” policy invalid and no subscription refund is available
Anything less than the full year does not result in any amount of refund, as we continue to liaise with HMRC on your behalf throughout the tax year and file end of year returns. If you do require a subscription refund we immediately stop acting on your behalf as payroll agent and will not file end of year returns for your small employer scheme. If you subsequently require us to file an end of year return on line we charge three  hundred pounds plus VAT. When the first wageslip is processed and or Nannywage Ltd have entered into correspondence with HMRC on your behalf, you have initiated your subscription, agreeing to our terms and conditions. If you do not agree to these you must inform Nannywage Ltd in writing within ten working days of the payment date of the invoice, that you wish to cancel the Nannywage Ltd payroll service and receive a subscription refund subject to the administration charges as stated in our welcome to Nannywage Ltd correspondence

We will then send you any refund balance and inform HMRC we no longer act on your behalf 
 25, The Highway, Sutton.Surrey. SM2 5QT.  Tel: 020 8642 5470.      Business Hours. 09.30am- 5.00pm. Mon – Fri 

                                           www.nannywageltd.co.uk    e-mail: info@nannywageltd.co.uk                                                                                                                                                                       
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