
“I employ personal
assistants - what are
my responsibilities?”

This fact sheet was made using
experiences and ideas from PA
employers in Bromley, Greenwich
and Lewisham in South East London



Explaining words

We will explain some difficult words
that are used in this document.

Personal Assistant
This is a person who is employed to
support a disabled person.

The disabled person makes the
decisions and is in control.

A Personal Assistant is different to a
‘care worker’ from an agency. The
disabled person is not directly in control
of a care worker.

Personal Assistant is often shortened to
‘PA’.



You must register yourself as an
employer. You do this with Her
Majesty’s Revenue and Customs.
This is usually shortened to HMRC.

HMRC collects tax from every
business and employer in the
country.

You need to get insurance. This is
called Employer’s Liability
Insurance.

There are different companies that
you can buy this insurance from.

Companies offer different levels of
insurance. Most of them include an
employment advice telephone
helpline. This can be very useful.

You need set up and run a payroll
system. You need to pay your PA
and pay taxes to HMRC. You can
use a payroll company to do this.
There are lots to choose from.

There are different levels of service
depending on how much help you
want. You are responsible for
making sure the payroll company
does the job properly.



You need to be fair when you are
choosing your PAs. The Equality
Act says that you must not treat
people differently because of their
religion or race for example.

You need to choose the right
people for you. For example, you
can ask that they have ‘good
spoken communication in English’.
You can’t say ‘only English people
can apply’.

You must check that all of your PAs
are allowed to work in the UK.

For many people this means
checking their passport. Other
people will have different
documents. You must see the
original document.

Take a photocopy of it. Keep this
copy  safe.

You need to give your PA a
description of the work you want
them to do. This is called a job
description..

It’s also a good idea to add a
list of skills that you need your
PA to have. This is called a
‘person specification’.



You must give your PA a written
contract. This is sometimes called a
statement of employment.

You and your PA both need to have
a signed copy.

You need to pay your PA a
reasonable wage. This must be at
least the National Minimum Wage.
The National Minimum Wage is
often called NMW.

The NMW changes, sometimes
every year. From October 1st 2015
it is £6.70 an hour for people who
are 21 or older.

From April 2016 the NMW
increases again. People who are 25
years old or more must be paid
£7.20 an hour.

“I need to make sure I set up
contracts with my PAs”

Employers said that they were
worried about being able to
pay PAs enough. Their funding
from the council has not gone
up for years. But NMW and
other costs have gone up.



You must give your PA a payslip
when you pay them.

This shows how much they have
earned and how much has been
taken off their pay for tax and
National Insurance.

A payroll company will do this for
you.

You need to make sure your home
is safe for your PAs to work in.

This is also the responsibility of
your PA. You should include this in
their job description.

You must give your PAs paid time
off. This is called ‘paid holiday’ or
‘annual leave’.

You must allow your PA to take this
holiday. You can ask them to take it
when it’s convenient for you.

You will need to organise someone
to cover while they are away.



You must have a way to deal with
problems. This is called a
‘Disciplinary and Grievance
procedure’. It should be in writing.

Having a set procedure makes it
much easier when there are
problems. It is there to protect you.

.

Every employer in the training
said they had at least one
problem with a PA. Some
people had to discipline their
PA.

This is an introduction to your responsibilities as an
employer. For more information please see:

“Employing Personal Assistants”

toolkit from Skills for Care

           www.skillsforcare.org.uk

Government information

www.gov.uk

0113 245 1716



Please remember

This was written in August 2015.

Employment Law changes from time to
time. You need to make sure you are
up to date.

If you’re not sure about something
please get advice.

info@personalisationpartnership.co.uk

www.personalisationpartnership.co.uk


