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Off-Payroll rules apply – steps to follow

The steps below should be followed where the HMRC Check Employment for Tax (CEST) Test has determined that ‘Off-Payroll (IR35)’ rules apply to an engagement.  Full guidance on Off Payroll Working can be found here.  
NB - IR35 supersedes Construction Industry Scheme (CIS) deductions.  


Step 3


Step 2


Hiring Manager completes template letter for Worker or Intermediary to inform them Off Payroll (IR35) rules apply.  The following documents are to be attached:
Step 1




Step 4


Step 5


Invoices received from the Worker/Intermediary for material used or other expenses relating to the engagement should be checked and processed through the usual Integra process.  These can be paid in full as outwith the IR35 rules.  


Worker/Intermediary will have access to My View to view their Payslip.  They will be informed of how to access this by the Payroll Team.  


Hiring Manager will receive a Payroll Number from the Payroll Team.     


 Status Determination Statement confirming Off Payroll (IR35) rules apply


 New Worker Start Form (to obtain Worker/Intermediaries information and payment details).  


Upon receipt of the completed 'New Worker Start Form' the Hiring Manager must check and forward onto payroll@highland.gov.uk to be set up as an IR35 Worker on Payroll system.





Payment for material used or other expenses will be received separately.
The Worker/Intermediary must provide the Hiring Manager an invoice for labour only as HMRC PAYE deductions will apply to this amount under IR35 rules.  Any materials used or other expenses relating to the engagement should be invoiced separately and can be paid in full. (see Step 4). 


 The Hiring Manager must:


 (a) check the labour costs are correct. 


 (b) confirm the 'Deemed Direct Payment' figure.  Where VAT is included in the labour invoice, please deduct VAT before passing for payment and email a copy of the invoice to vatteam@highland.gov.uk.  If there is no VAT, the total labour cost is the Deemed Direct Payment figure. 


 (c) complete the 'Off Payroll (IR35) Deemed Direct Payment' form and forward to Payroll who will then process the payment applying PAYE.
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