Queen’s Register of Support Providers

Self Employment Guide for Support Providers
Queen’s Register of Support Providers provides one-to-one personal support through Support Providers to disabled students studying at Queen’s.  Queen’s Register of Support Providers recruits, maintains and trains a pool of suitable Support Providers who are able to carry out a number of specialist roles to support disabled students.

Why are Support Providers classed as Self-Employed?

Support Providers, although recruited by Queen’s Register of Support Providers, work on a freelance basis and are not employees of Queen’s University.  Therefore, as it is the student primarily employing the Support Provider, Support Providers are seen by the Inland Revenue as ‘Self Employed’.  
Many Support Providers may also have another job, whether it be full-time or part-time and may not realise that it is possible to be both an employee and self-employed at the same time.  For example, you may be employed working part-time in a supermarket and work as a Support Provider through self-employment in your spare time.  This means if you are an employee of a company, the wages you receive each week/month may already have income tax and national insurance contributions deducted from them.  Many companies operate a PAYE system (Pay as You Earn) throughout the tax year, from the 6 April to 5 April and this makes it easier for employees as they do not have to fill in a tax return form (see www.hmrc.gov.uk/ for further information).  However, Support Providers are seen as self-employed and therefore you must register with the Inland Revenue and explain the type of work you are involved in.
How do I get paid?

The majority of students who access Queen’s Register of Support Providers receive funding for personal support through a Disabled Student’s Allowance (DSA) awarded by their Education and Library Board, the Central Services Agency, the University or their Local Education Authority.  However, no money changes hands between the student and Support Provider as Support Providers are paid directly by the funding body through BACS (Banks Automated Clearing System) on submission of monthly work records.

It is very important for Support Providers to keep a record of the payments received as you will need to supply this information to the Inland Revenue at the end of the tax year.  It is advised that you keep a copy of all work records for the year and marked them once you have received payment.  

How do I Register?

If you are self-employed you must inform the HMRC (Her Majesty’s Revenue and Customs) within three months of being so or you could face penalties as this has become a legal requirement.  See the HM Revenue & Customs “Working for Yourself – The Guide” at http://www.hmrc.gov.uk/startingup/working-yourself.pdf.  

There are a number of ways in which you can register:
1. Complete a CWF1 form: ‘Becoming Self Employed and Registering for National Insurance contributions and/or tax’ (see www.hmrc.gov.uk/forms/cwf1.pdf for further information).
2. Online:

See http://www.hmrc.gov.uk/selfemployed/register-selfemp.htm for further information.
3. By ‘phone: 

See http://search2.hmrc.gov.uk/kbroker/hmrc/contactus/start.jsp or ‘phone the Self Employed contact centre on 0845 915 4515.
When registered as self-employed you need to:

1. Report to HMRC all of your income and they will normally send you a self assessment tax return each year to enable you to do this

2. Pay any tax required
3. Pay Class 2 National Insurance Contributions – HMRC will send you a bill every 13 weeks in arrears, unless you choose to pay monthly by direct debit.  The current rate of Class 2 NIC is £2.20 per week.

4. Pay Class 4 National Insurance Contributions
It is your responsibility to return all correct details of income and expenditure, which is made easier and less stressful if you keep accurate and up-to-date records.  For further advice, see:
· Self Assessment ‘A general guide to keeping records’

Available from all tax offices and Inland Revenue website, just quote the code SA/BK4. 

Legally, you have to keep records for your business and for any other income you get.  This is so you can fill in your tax return and show that the figures are right. You will need to keep;
· invoices for sales and purchases 

· receipts for business expenses 

· bank records 
What forms do I need?
When filing your tax return, you can ‘phone your local tax office to send you a tax return form, download the form from their website or do it on-line.  
Most Support Providers will earn less than £15,000 from being self-employed with the Register and so may be able to fill in the Short Tax Return Form.  However, you must contact the tax office as this form is only distributed in special circumstances and so cannot be downloaded.  The information leaflet on the Short Tax Return (SA210) can be retrieved from the website:
http://www.hmrc.gov.uk/worksheets/sa210.pdf
If according to the SA210 leaflet, you cannot fill in a Short Tax Return you will need to get a Full Tax Return (SA100).  For filing in 2006/07 go to; 
http://www.hmrc.gov.uk/forms/sa100.pdf or contact your tax office for a form.
Guidance on how to complete this form is fully explained in the tax return guide, ‘How to Fill in Your Tax Return’ which gives a step by step guide to assist you in filling in your form, but if you need more help, call 0845 9000 444.
Other forms you might find useful are:
· Enquiries under Self Assessment

· The No-Nonsense Guide ‘Government Rules and Regulations for setting up your own business.’

If you are self-employed only and do not have another job where you are classed as an employee, you may also have to repay any students loans which you may have.  If you have an outstanding loan the help sheet IR235 will guide you in calculating the student loan repayments on an income contingent student loan.  See www.hmrc.gov.uk/helpsheets/2007/ir235.pdf for further information.  Once calculated, the figure you get in box 15 of the form is the one you enter on the Tax Return Form in box 18.2A.  Once you have fully completed your tax return, send it to your nearest Tax Office and wait for them to send you out a Tax amount that you need to pay if you want to avoid penalties and surcharges.
After you return the relevant tax forms, the Inland Revenue will submit a P60, which shows your total earnings for the year and how much tax and national insurance you need to pay.
Small Earnings Exception (SEE)
Many of Queen’s Support Providers are self-employed in their spare time and so in any tax year they may receive small amounts which, is better known as ‘Small Earnings’ by the Inland Revenue. Therefore they may be able to become exempt from paying certain taxes.  As stated above, all self-employed people have to pay Class 2 National Insurance as the contributions count towards some benefits. However, in 2007/08 for example, if you believe you will earn under £4635, you can apply for a SEE Certificate as soon as possible.  If granted you will become exempt from paying the contribution, however, you may lose some of your entitlement to:
· Incapacity Benefits

· Basic State Pension

· Bereavement Benefits

· Maternity Allowance.
More information is available on the website:
www.hmrc.gov.uk or
by downloading a CF10 Form from:

http://www.hmrc.gov.uk/forms/cf10.pdf 
Important Dates and Penalties
The new tax year begins on 6th April every year and it is soon after this date that the HMRC issue a tax return to those who are filing for the first time and also a Notice to Complete a Tax Return (SA316) for the previous tax year to anyone who usually completes a tax return.
Key Filing Dates for Tax Returns:
	Date
	Why this deadline is important?

	31 January
	This is the formal deadline for sending back a tax return received by the previous 31 October. If it arrives after this deadline you'll be charged an automatic £100 penalty.

	30 September
	Paper tax returns for the tax year that ended on the previous 5 April must reach the HMRC by this date if you want them to: 

· calculate your tax for you 

· tell you what to pay by the following 31 January 

· collect tax through your tax code (if possible) where you owe less than £2,000 

If they receive your paper tax return after 30 September and process it by 30 December, they'll still calculate your tax and try to collect tax through your tax code; but they can't guarantee to tell you what to pay by 31 January.  If you file your tax return online the deadline is later (see below) because the system calculates your tax liability for you automatically on-screen.

	29 December
	If your agent submits your tax return via Electronic Lodgement Service (ELS) you must send it back by this date if you want HMRC to collect tax through your tax code (if possible) where you owe less than £2,000.

	30 December
	If you file your tax return online you must send it back by this date if you want HMRC to collect tax through your tax code (if possible) where you owe less than £2,000. Otherwise you can file up to 31 January.


Key Self Assessments Payment Dates:
	Key dates
	What payments or penalties are due?

	31 January
	If you were sent a tax return by the previous 31 October this is the deadline for paying the balance of any tax you owe. This is referred to as the 'balancing payment'. HMRC will charge you daily interest after this date, until it receives your payment. 

This is also the date by which you must make any first 'payment on account' for the current tax year. For example, on 31 January 2008 you will have to pay both of the following:

· the balance of tax owing for the year 2006-2007 

· the first 'payment on account' for 2007-2008 

	28 February
	If you don't pay the balancing payment by 31 January, you'll be charged an automatic 5% surcharge on top of the amount still owing. This is in addition to any interest payments

	31 July
	This is the deadline for making a second 'payment on account' for tax owing for the preceding tax year. 

If you still owe tax that you were due to pay by the previous 31 January, you'll be charged a second automatic 5% surcharge on top of the amount you owe.


(Source; www.direct.gov.uk)
Payment on Account
If you do not pay tax on a PAYE system, which most Support Providers do not and your tax bill for the previous year is more than £500, you will be asked to make two payments on accounts equaling half of your tax bill amount.  If you expect your income for the current year to be significantly different from the previous year you can ask for the payments to be adjusted.

(Source: www.direct.gov.uk)
Tax Rates

Each year when the government announces the pre-budget report, usually around November or December, tax rates and national insurance contributions sometimes change and this will affect the amount of tax and NIC you will have to pay.  Therefore it is important to know the various rates you need to work out and fill in your tax return accurately.  Being able to follow the budgets will make this easier for you but here is a list of figures you might find useful;

	Income Tax Allowances Table

	Income tax allowances
	2006-07 (£)
	2007-08 (£)

	Personal allowance
	5,035
	5,225

	Personal allowance for people aged 65-74 (1)
	7,280
	7,550

	Personal allowance for people aged 75 and over (1)
	7,420
	7,690

	Married couple's allowance (born before 6th April 1935 but aged under 75) (1) (2)
	6,065
	6,285

	Married couple's allowance - aged 75 and over (1) (2)
	6,135
	6,365

	Income limit for age-related allowances
	20,100
	20,900

	Minimum amount of married couple's allowance
	2,350
	2,440

	Blind person's allowance
	1,660
	1,730


(Source; Inland Revenue)
(1) - These allowances reduce where the income is above the income limit by £1 for every £2 of income above the limit. They will never be less than the basic Personal allowance or minimum amount of Married Couple’s allowance.

(2) - Tax relief for the Married Couple's allowance is given at the rate of 10 per cent.
If you earn less than the Personal Allowance of £5,225 in the tax year 2007/08 for example, you are exempt from paying income tax, but you must continue paying national insurance.

Tax Bands

	Taxable Bands Allowances
	2006-07 (£)
	2007-08 (£)

	Starting rate 10% 
	0 - 2,150
	0 - 2,230

	Basic rate 22% 
	2,151 - 33,300
	2,231 - 34,600

	Higher rate 40%
	over 33,300
	over 34,600


The Tax Return Guide will explain fully how you use these figures; however, they basically mean that in 2007/08 the first £2,230 of your earnings will be taxed at 10%, anything you earn between £2,231 and £34,600 at 22% and anything above this at 40%.  Always remember to deduct your Personal Allowance before calculating tax.
Useful Contacts
If, after reading this Self Employment Guide, you still have queries, the Inland Revenue should be able to answer any questions you may have.  
See http://www.hmrc.gov.uk/enq/maps/belfast.htm 
	Greater Belfast
	0845 302 1469

Mon-Fri 8:30am – 5:00pm
	Beaufort House
31 Wellington Place
BELFAST
BT1 6BH

	Northern Ireland Countries
	0845 302 1481

Mon-Fri 8:30am – 5:00pm
	Foyle House
Duncreggan Road
Londonderry
BT48 0AA


More information is available on the following websites:
http://www.businesslink.gov.uk
http://www.direct.gov.uk/en/MoneyTaxAndBenefits/index.htm
http://www.hmrc.gov.uk/
http://www.hmrc.gov.uk/sa/forms/net-06-07.htm#a
http://www.hmrc.gov.uk/menus/contactus.shtml
http://www.lra.org.uk/
Please note that whilst every effort has been made to ensure the accuracy of the information contained within this document, this cannot be guaranteed as material has been gathered from a range of external sources.
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