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20.0  
PAYROLL SERVICES  
20.1
Overview
The Schools Standards and Framework Act 1998 provided that with effect from April 2000 schools have payroll administration delegated to them. 
Schools are therefore able to buy their payroll, personnel and other services from a provider other than the County Council. 

20.2
Procedures for personnel / Payroll matters – Governing Body responsibilities
The Governing Body should establish procedures for the administration of personnel activities, including appointments, terminations and promotions. They are also responsible for selecting a payroll provider who can deliver the minimum standard and best value.

20.3
Headteachers’ Responsibilities

The Headteacher should ensure that internal systems provide
· Timely and accurate information to the payroll provider
· Proper controls over the authorisation to the payroll provider

· Full confidentiality

20.4
Payroll Providers

The payroll provider selected must meet all statutory and Local Authority requirements in respect of employment legislation; Pay As You Earn (PAYE); Dept. of Education / Teachers Pensions regulations for teaching staff; and related pension scheme regulations for other employees.

20.5.1
Payroll – Headteacher checks and controls

The Headteacher should obtain regular payroll reports and check these to the school’s documentation on staffing and pay to ensure that they correspond and that:

· There are no ghost employees

· Staff are paid the correct rates and allowances, including sick pay and maternity pay in line with government requirements
· Starters and leavers are processed in a timely manner
· Where the nature of a contract changes (e.g. temporary to permanent, or extension of temporary contract) the system has been updated accordingly

The Headteacher should be able to evidence that these checks have taken place.

20.5.2
Sick Pay

Staff should complete a self-certification form when they return to school after short-term sickness (i.e. 7 days or less).  The form can be found at https://cyps.northyorks.gov.uk/hr-attendance-management
20.6.1
Employment Support and payroll providers

This is now provided by NYCC through a traded service, details can be found on the North Yorkshire Education Services website. Payroll services can also be procured from other providers.


https://nyes.info/Services/1598
20.6.2
Employment Support Services (ESS) work is submitted via the portal below. Usual deadlines for the month are around the 5th, but ESS will notify schools on a monthly basis of the upcoming deadlines.


https://smartselfservice.northyorks.gov.uk 


