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Before you start

.This guide is quite long. You may want to
have support to read it.

.To make it easier to find the information
you need, we have made this guide in 2
parts:

Part 1-
About becoming an employer – page

1.

 This part tells you what you need to
do if you want someone to work for
you.

Part 2-
Rules for employing people – page

30.

 This part tells you about the rules
you have to follow if you want to
someone to work for you.
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Part 1-
About becoming an employer

.You are an employer if you pay someone
to work for you.



2

.

What is in this part?                 Page

How do I find someone to work for me?     4

?

Job

desc
ripti

on

How much do I pay them? 8

How do I pay them? 10

Do I need a paper that says what the job is? 11

.What does someone who applies for the job
need to show? 13

How do I interview someone for the job? 15



3

Page

.Will I need a contract to give someone
the job?                 17

How do I get the best from  my staff?    19

Should I check if they have a
criminal record?             21

Giving a  job to someone who
is self-employed             23

.What if I use an agency to get my staff?   24



4

How do I find someone to
work for me?

.You need to think about:

l what sort of person you want

l how many people you need

l what work they need to do

l are they able to do the job.
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Once you know the sort of person you want,
you then need to find them.

You can ask friends and family if they know
anyone.

You can put a notice in a:

. l post office

l  local shop
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l  college

l  newspaper

l  job centre.

Your notice has to say:

l  what the job is

Help
wanted
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l  how many hours it is

l  what sort of person you want

l  how much they will get paid

l  how they can contact you.

?
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How much do I pay them?

Check how much other people with Direct
Payments pay the people they employ.

Look at how much other people are paying
for jobs in their adverts.

.Ask your local council what they think is fair.

If you cannot find anyone for the money
you are paying, then you need to check
with your local council that you are getting
enough money.

£££

?

?
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How much you pay someone will also
depend on what you need them to do and
when you need them to work.

.You need to make sure that the money you
pay meets the national minimum wage.

This is what the Government says is the
smallest wage someone can get.

.You can find out about the national
minimum wage:

l on their website

  www.direct.gov.uk/nmw

l by calling the national minimum
wage helpline on:

  0845 6000 678

?

?

?

http://www.direct.gov.uk/nmw
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How do I pay them?

You might be able to use a payroll service.
Payroll is about paying wages, tax and
national insurance. A payroll service will do
all this for you.

.Ask your local council or Direct Payment
support service if there is a payroll service
in your local area.
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Do I need a paper that says
what the job is?

.Yes. You need to have a record of what the
person who gets the job needs to do. This
is called a job description.

It should show:

l what you want them to do

l when you need them to do the work

l if the times they work will change

Job

desc
ripti

on

?
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l other things you expect them to do

l a list of main things they should do

l whether they may need to be
flexible.

  Flexible means be able to change
the way they do things if you need
them to.
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What does someone who
applies for the job need to
show?

.You need to find out about the person who
wants the job.

.You can get them to fill in a form or to write
a letter saying why they are right for the job.

.You can also ask a list of questions about:

l their experience, training and
previous jobs

l when they are able to work and
when they can start

l why they want to work for you.
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You should always ask is they have any
criminal convictions.

.You should ask them for references.

References are letters written by people
who know them. The letters should say
why they are good for the job.

The letters must have the names of the
people who wrote them and ways to
contact them.

You should get in touch with the people
who wrote the letters to make sure that
they are telling the truth about what they
wrote.

?



15

How do I interview someone
for the job?

Check the applications for the job to see if
they are right for it.

Remember you can always get someone to
help you.

You may not feel safe having interviews at
your home. Speak to your local council or
support group to see if they have a room
you can use.

Think about the questions you will ask in
the interview.
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Make sure the people who are asking for
the job understand the job you want them
to do.

Give the people you interview the chance
to talk.

When you are ready to choose who gets
the job you need to be sure they can do it
and you can get along with them.



17

Will I need a contract when I
give someone the job?

A contract is a legal agreement between
you and the person you employ.

There is a contract between you and the
person you employ as soon as they start
work.

A contract does not have to be written but it
may help to stop many problems if you put
your contract in writing.

You need to make sure that you and the
person you give the job to understand the
rules you both have to follow.
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For more advice you can call the New
Employers Helpline on:

0845 60 70 143

You can also get help at

www.businesslink.gov.uk/writtenstatement

http://www.businesslink.gov.uk/writtenstatement
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How do I get the best from my
staff?

.To get the best from the people you give a
job to:

l  make sure they understand what
you want them to do

l  talk to them about how you want
them to work

l  listen to their ideas and problems

l  tell them what they do well

l  tell them when they do not do well.
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As the employer you have the power to
stop someone working for you if you think
their work is not good enough.

You must tell them you are not happy with
their work and give them a chance to get
better.
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Should I check if they have a
criminal record?

Yes, you should if:

l they are looking after a child

l you are disabled under 17 years old

l you are getting Direct Payments for
someone else who is not your friend
or relative and you need to employ
someone.

You can ask your council to do the checks
if they will be working with children or
someone who is disabled and under 17.
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It is important to make sure your child is
safe. For more advice and help contact the
Government’s Department for Children,
Schools and Families.

If you are a disabled adult getting Direct
Payments you can also ask for a check.

You should talk to your council about why
you might want to do this.

If you are worried about employing
someone safe, you can also employ
someone though an agency.
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Giving a job to someone who
is self-employed

Self-employed means someone who
works for themselves or runs their own
business.

If the person you give the job to is
self-employed contact your local tax office
for help.

The tax office has a useful way to help you
find out if someone is self-employed. Find it
at this website:

www.hmrc.gov.uk/calcs/esi.htm

Someone who is self-employed will have to
sort out their own tax and national
insurance.

Tax Office

http://www.hmrc.gov.uk/calcs/esi.htm
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What if I use an agency to get
my staff?

When you use an agency you have a
contract with them. You do not have a
contract with the people they send you.

To find an agency, ask:

l your council

l other people who use Direct
Payments

l your doctor or district nurse

l local libraries

Library
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l local voluntary councils

l Citizens Advice Bureau

l the Yellow Pages.

Before you contact an agency think about
the help you need.

Check with different agencies to see what
each of them can offer.

Yellow Pages
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Here are some questions you may need to
ask them:

l What help do you offer?

l How much does everything cost?

l How much help do I have to buy?

l Do I get to choose the people who
help me?

?



27

l What if the person who helps me is
ill?

l Can I contact the agency at any
time?

l What if I want to complain?

l What if I want to stop using your
agency??
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Register

l Are you insured and registered?
(Insured means they have money
set aside in case things go wrong.

 Registered means they are on a list
with CQC that says they can do
their work.)

l How do you pick and train your
staff?

l Can you do a police check?

Agencies have to follow rules to protect
their staff and you.

Call the Employment Agency Standards
helpline on:

08459 555 105
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Part 2-
Rules for employing people
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The person who works for you is called an
employee.

The following things are what you need to
know as an employer.

Page

1. Job description        32

2. Unfair dismissal       34

3. Period of notice       35

4. Tax              36

5. National insurance      37

6. Sick pay           36

Job
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You need to make sure you know the latest
changes in the law.
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1. Job Description

.Your employee needs to have a copy of a
job description in the first 2 months. This is
also called a statement of employment.

It needs to show:

l what their job is

l how much they get paid

l their holiday rights

Job

desc
ripti

on
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l details of their notice and
disciplinary rights.

Notice is the amount of time you have to
give each other before the person stops
working for you.

Disciplinary rights are the rules you need
to follow before they can be sacked for not
doing the job right.

.You can get more advice from the New
Employers Helpline on:

0845 60 70 143

.You can also find more information at:

www.businesslink.gov.uk/writtenstatement

Rights

http://www.businesslink.gov.uk/writtenstatement
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1 Year

2. Unfair dismissal

Unfair dismissal is when someone is
sacked without a good reason.

Employees who think they have been
unfairly sacked can take their employers to
court.

If someone has been working for you for at
least 1 year, you cannot sack them without
a good reason.

For more advice, call the Employers
Helpline on:

08457 143 143

To find out more, go to this website:

 www.direct.gov.uk/en/Employment/

x

http://www.direct.gov.uk/en/Employment/
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3. Period of notice

This is how long in advance someone has
to tell you they are leaving before they stop
working for you.

The amount of time depends on how long
they have worked for you.

If they have been working for you:

l between 1 month and 2 years, they
have to tell you  1 week before they
stop working for you.

l for more than 2 years, they have to
give you a week for every year they
have worked for you.

For example, if they worked for you for 6
years, they have to tell you 6 weeks before
they want to leave.

The longest time they can give is 12
weeks.

1 month

2 years
1 week

2 years +

6 years

6 weeks

12 weeks
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For more information you can also go to:

www.direct.gov.uk/en/Employment/

4. Tax

By law, you must use Pay As You Earn
(PAYE) on the pay of your employees.

This is the way the tax office gets taxes
from your employees.

To set this up, speak to the tax office’s new
employers helpline on:

0845 60 70 143

They will send out a leaflet to help.

http://www.direct.gov.uk/en/Employment/
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5. National insurance

If someone who works for you is over 16
and gets paid enough you have to pay
national insurance for them.

The tax office have leaflets that can help,
including guides in Braille, print or audio.
Call the Employer Orderline on:

08457 646 646

If the person who works for you is
self-employed they need to sort this out
themselves.
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6. Sick pay

If your employee is off sick for 4 days or
more in a row then you may have to give
them sick pay.

.The tax office has a sick pay guide for
employers. You can find it at this website:

www.hmrc.gov.uk/employers/employee_sick.htm

For more advice, you can also call the
Employers Helpline on:

08457 143 143

http://www.hmrc.gov.uk/employers/employee_sick.htm


39

7. Maternity

Maternity means being pregnant.

If your employee becomes pregnant, they
have the rights to:

l take time off for pregnancy care
(ante-natal care)

l take up to 26 weeks maternity leave
(holiday)

l You must pay maternity pay for up
to 39 weeks

To find out more, go to this website:

www.businesslink.gov.uk/maternity

For more advice, you can also call the
Employers Helpline on:

08457 143 143

26 weeks

39 weeks

http://www.businesslink.gov.uk/maternity
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8. Paternity

Paternity means when a man becomes a
father.

Your employee may have some rights if his
partner has a baby.

To find out more, go to this website:

www.businesslink.gov.uk

For more advice you can also call the
Employers Helpline on

08457 143 143

http://www.businesslink.gov.uk
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9. Adoption

Your employee has rights if they adopt a
child. They may have a right to adoption
leave (holiday) and adoption pay.

For more information, go to

www.businesslink.gov.uk/adoption

For more advice you can also call the
Employers Helpline on:

08457 143 143

http://www.businesslink.gov.uk/adoption
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10. Redundancy

Most people who have worked for you for 2
years or more and are over 18 are entitled
to a redundancy payment.

Redundancy means that you no longer
need someone to work for you.

A redundancy payment is money you give
someone when you decide to stop
employing them.

To find out more, go to this website:

www.businesslink.gov.uk

There is also a national helpline for advice
about redundancy on:

0845 145 0004

http://www.businesslink.gov.uk
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11. Equal opportunities

Opportunities  means chances. Equal
opportunities means everyone has to be
given an equal chance.

Jobs must be open to all. It does not
matter:

l what their race is

l what country they come from

l what their ethnic background is

l whether they are a man, woman or
transgender
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l married, single or in a civil
partnership

l gay, lesbian, straight or bisexual.

To find out more, go to this website:

www.equalityhumanrights.com

You can also call the Equality and Human
Rights Commission Helpline on:

0845 604 6610

http://www.equalityhumanrights.com
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Insurance

Insurance is money you put aside in case
things go wrong.

You will need to get 2 types of insurance:

1.  Employer insurance

 This is money set aside in case your
employee gets hurt or sick.

2.  Insurance for people who visit you at
work

This is in case someone gets hurt whilst
visiting you or if their things are damaged
or lost.
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Ask your local support service, the National
Centre for Independent Living or your local
council for help.

If you do not have this as part of your
household insurance then your Direct
Payments should pay for it.

Household insurance is the money you
pay a company to put aside in case
something happens to your house.

For example, if there is a fire, or you get
broken into. This insurance will help pay to
put things right.
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Health and safety

When you employ people you are in
charge of making sure they have a healthy
and safe place to work.

If you use an agency then they are in
charge.

Ask the National Centre for Independent
Living for help or call the Health and Safety
Executive on:

0870 1 545 500
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the ‘EasyRead’ service at Inspired Services
Publishing Ltd. Ref ISL273/08.
June 2009.

Artwork is from the Valuing People Clipart
collection and cannot be used anywhere
else without written permission from
Inspired Services. To contact Inspired
Services:

www.inspiredservices.org.uk

http://www.inspiredservices.org.uk


50



(e,H) Department
of Health

© Crown copyright 2009
297042 1p 10k Sept09 (NUF)
Produced by COl for the Department of Health

If you require further copies of this title visit
www.orderline.dh.gov.uk and quote:
297042 Becoming an employer using direct payments

Tel: 0300 123 1002
Fax: 01623 724 524
Minicom: 0300 1231003
(Sam to 6pm, Monday to Friday)
www.dh.gov.uk/publications

O recycle
_yo"~ ... ftI __"b_"""'~

50% recycled

http://www.orderline.dh.gov.uk
http://www.dh.gov.uk/publications

	Becoming an Employer using Direct Payments
	Before you start
	Part 1 - About becoming an employer
	How do I find someone to work for me?
	How much do I pay them?
	How do I pay them?
	Do I need a paper that says what the job is?
	What does someone who applies for the job need to show?
	How do I interview someone for the job?
	Will I need a contract when I give someone the job?
	How do I get the best from my staff?
	Should I check if they have a criminal record?
	Giving a job to someone who is self-employed
	What if I use an agency to get my staff?

	Part 2 - Rules for employing people
	1. Job Description
	2. Unfair dismissal
	3. Period of notice
	4. Tax
	5. National insurance
	6. Sick pay
	7. Maternity
	8. Paternity
	9. Adoption
	10. Redundancy
	11. Equal opportunities
	12. Insurance
	13. Health and safety


