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Summary 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

A need to cover work of an established post is identified and appropriate authorisation has been obtained 

Engage via Agency. 

All engagements for temporary medical staff 
have been assessed as falling within the 

IR35 legislation.   

Engage via Fixed Term Contract or Trust Bank Engaged via a PSC or LLP Engage via Umbrella Company 

Contact the Trust’s IR35 lead (Financial 
Controller) if a specific request is received 
to consider a temporary worker as being 

‘inside’ or ‘outside’ IR 35 regulations 

End of Off Payroll Worker 
process 

Complete “IR35 - initial 
assessment form” at Appendix 

3 and send to IR35 Lead.   

Umbrella bodies are not subject to 
Off Payroll work regulations – 

request assurance from the UB 
that they employ the worker 

The employment indicator tool 
is completed by the IR35 lead 

and included in central register 

Inside Regulations –Employment 
Indicator tool prepared by IR35 
Lead based on information from 

General / Service Manager 

Outside Regulations – 
Employment Indicator tool 

prepared by IR35 Lead based on 
information from General / 

Service Manager 

Send copy of assurance to 

sarah.gould4@nhs.net   

Payroll informed of outcome and 
worker added to payroll system 
to deduct Tax and NI at source 

Accounts payable informed of 
outcome for invoicing 

mailto:sarah.gould4@nhs.net
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1. Introduction 
1.1. IR35, also known as the Intermediaries legislation, is a set of rules 
designed to ensure that individuals contracted to work for a client through an 
intermediary e.g. their own limited company, partnership or personal service 
company, have the right rate of tax and National Insurance deducted.  When 
deciding if IR35 applies to a contract the employment status of the worker must 
be established as if the intermediary did not exist.   

 
1.2. Historically the intermediary was responsible for complying with IR35 
legislation and, if IR35 applied, then they had to operate PAYE and National 
Insurance contributions on any salary or wages it paid to an individual.   

 
1.3. The legislation was revised for Public Sector Bodies from 6th April 2017 
moving the responsibility for deciding the employment status of off-payroll 
workers from the intermediary to the public sector body, i.e. the Trust.  The Trust 
became responsible for deducting and paying Income Tax and National 
Insurance contributions for the individual.   

 
1.4. For the Trust to be compliant with the legislation it is vital that all off-payroll 
workers engaged have their employment status assessed regardless of how 
they are engaged.  If it is deemed that IR35 is applicable to them their invoice 
must be processed via payroll where Income Tax and National Insurance can be 
deducted appropriately.   

 

1.5. The types of intermediaries that provide services to the Trust that may be 
affect by the IR35 legislation are: 

 

• Limited Liability Partnerships (LLPs) 

• Personal Service Companies (PSCs) 

• Limited Companies 

• Individuals 
 

1.6. This document is the first version of this procedure and policy.  
 

1.7. Data Protection Act 2018 (Also Known as General Data Protection 
Regulations – GDPR) Legislation  

 
The Trust has a duty under the DPA18 to ensure that there is a valid legal basis 
to process personal and sensitive data. The legal basis for processing must be 
identified and documented before the processing begins. In many cases we may 
need consent; this must be explicit, informed and documented. We can’t rely on 
Opt out, it must be Opt in. 
 
The DPA18 covers how the Trust obtains, hold, record, use and store all 
personal and special category (e.g. Health) information in a secure and 
confidential manner. This Act covers all data and information whether held 
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electronically or on paper and extends to databases, videos and other 
automated media about living individuals including but not limited to Human 
Resources and payroll records, medical records, other manual files, 
microfilm/fiche, pathology results, images and other sensitive data. 
 
DPA18 is applicable to all staff; this includes those working as contractors and 
providers of services. 
 
For more information about your obligations under the DPA18 please see the 
‘information use framework policy’, or contact the Information Governance Team 
rch-tr.infogov@nhs.net 
 

2. Purpose of this Policy/Procedure  
2.1. The purpose of this policy is to ensure that the Trust is applying the IR35 
legalisation correctly and consistently.   
 
2.2. HMRC provide a tool which allows the status of employment to be checked.  
This can be found at: 
   

https://www.tax.service.gov.uk/check-employment-status-for-tax/setup 
 

2.3. Providing the information input into the tool accurately reflects the terms 
and conditions under which the worker provides their services to the Trust, 
HMRC will stand by the results.   
 

3. Scope 
3.1. This policy and procedure document applies to all workers at the Trust 
regardless of how they are engaged.   
 
3.2. This policy must be read and followed by all employees engaging a worker 
via an intermediary.   

4. Definitions / Glossary 
4.1. IR35 also known as the Intermediaries legislation relates to off payroll 
working through an intermediary.    
 
4.2. HMRC refers to HM Customs and Excise. 

 

4.3. Off payroll workers are workers who intend to invoice the Trust for work they 
perform. 

 

4.4. PAYE refers to the Pay As You Earn system, which is a method of paying 
income tax and national insurance contributions.   

 

4.5. PSC refers to a Personal Service Company. 
 

https://www.tax.service.gov.uk/check-employment-status-for-tax/setup
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4.6. LLP refers to a Limited Liability Partnership. 
 

5. Ownership and Responsibilities  

5.1. Role of the Manager 

• The manager responsible for recruiting to a post where it is intended that 
payment is made via an invoice rather than through the payroll is responsible for 
checking compliance with IR35, liaising with the finance team and informing the 
worker providing the services of the assessment.   
 

• Manages must complete the IR35 initial assessment form at Appendix 3 and 
send this to the IR35 Lead before any contract is entered in to. 

 

•  Managers must not accept the outcomes of IR35 assessments which have 
not been reviewed and validated by the Trust’s IR35 lead and it is the manager’s 
responsibility to communicate this clearly with the intermediary.   
 

• Managers must notify, by letter, intermediaries who fall within the IR35 
legislation requesting that they send their invoice directly to the Trust’s payroll 
department for processing and payment.   

 

• Managers must notify the payroll department of any workers who fall within 
IR35 and provide payroll the correct information allowing their invoices to be paid 
promptly.  Invoices are paid monthly in accordance with the usual payroll timetable.   

 

• Managers are required to provide the Financial Controller with a copy of the 
final contract in relation to the third party, and to notify the Financial Controller of any 
changes to this. 

5.2. Role of Head of Resourcing (Kernowflex) 

• Ensure that all agencies that provide temporary workers engaged via a PSC 
are making the appropriate Income Tax and NIC deductions.   

 

• Notify the Trust’s IR35 lead of IR35 assessment requests from temporary 
workers.  

   

• Ensure that Liaison Financial Services, who manage the payment of 
temporary workers, are compliant with the IR35 legislation.  

 

• The Head of Resourcing or a member of their team must not accept the 
outcomes of IR35 assessments which have not been reviewed and validated by the 
Trust’s IR35 lead.    

 

• The Head of Resourcing or a member of their team must request assurance 
from Umbrella bodies that provide temporary workers to the Trust are employing the 
worker.  This assurance should be passed on to the IR35 lead to be recorded 
centrally.    
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5.3. Role of Human Resources 

Human Resources will provide support where necessary to ensure the correct action 
is taken to comply with IR35.  

5.4. Role of Payroll 

• The payroll department will receive new starter forms from Intermediaries who 
fall inside the IR35 legislation which will contain sufficient information for them to be 
set up for payment on the Trust’s payroll system.   
 

• The payroll department will receive approved IR35 invoices to be paid via the 
payroll system.  
  

• The payroll department will compute the payments through payroll, deducting 
Income tax and NI contributions for those workers that fall within IR35.  

5.5. Role of the IR35 Lead (Financial Controller) 

• The Trust IR35 lead is responsible for completing IR35 assessments based on 
the IR35 initial assessment form and using HMRC’s online tool. 
 

•  The IR35 lead is responsible for maintaining a central record of all IR35 
assessments. 

 

• The IR35 lead is responsible for reporting all IR35 assessment to the Audit 
and Risk Assurance Committee.   

 

• The IR35 Lead is responsible for communicating any legislative changes 
which will affect this procedure and policy.   

5.6. Role of the Audit and Risk Assurance Committee 

• The Audit and Risk Assurance Committee will receive a report from the IR35 
lead to notify them of all IR35 assessment carried out to provide assurance that the 
Trust is compliant with the Intermediaries legislation.   

 

6. Standards and Practice 
 

6.1. From 6th April 2017 the Trust, as a public body, became responsible for 
establishing the employment status of all ‘off payroll’ workers engaged through 
an intermediary.   
 
6.2. The term employment status is used to mean whether a worker is 
employed or self-employed and is not a choice but determined on the terms and 
working practices of the individual contract.   
 
6.3. There are six major indicators of employment status: 
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• Control, direction and supervision – can the worker decide what, when and 
where tasks are performed? 

 

• Risk (financial)/ability to profit – is there an opportunity for the worker to 
profit or loss from the engagement? 

 

• Integration: “part & parcel” of the organisation – is the worker included in 
work email lists, attend team meetings, line manage employees of the 
organisation? 

 

• Substitution – does the worker have the right to send a substitute to 
perform the task? 

 

• Provision of own equipment – does the worker use their own equipment to 
perform the task? 

 

• Feel – What is the overall intention of the engagement does the worker 
work exclusively for the organisation? 

 
6.4. HMRC provide an employment status indicator tool, which enables an 
entity to check the employment status of an individual or group of workers.  
Provided the information accurately reflects the terms and conditions under 
which the workers provide their services HMRC will be bound by the outcome of 
this tool.   
 
6.5. To ensure the Trust has a clear assessment and approval process for off 
payroll engagements the following steps should be taken. 
 
6.6. Process for assessment and approval of off payroll engagements 
where the Trust is responsible for paying the intermediary. 
 

• When a temporary or project worker is recruited who is intending to be 
paid via an invoice the recruiting manager should complete an initial IR35 
assessment form and send it to the IR35 lead.  The IR35 lead can use the 
information provided to complete the IR35 assessment using the HMRC 
online checker to establish whether the worker falls inside the IR35 
legislation.   
 

• The IR35 lead will keep a log of all assessments carried out and this 
will be reported annually to the Audit Committee.  

 

• If the engagement is deemed to fall within the IR35 legislation (as 
confirmed or not by the IR35 Lead) the recruiting manager (the Service 
Manager or General Manager) will notify the intermediary via a letter 
(Appendix 4) which will include a starter form (Appendix 7) to be completed 
by the intermediary.  This will contain details required to set the worker up 
on the payroll system.  A copy of this letter will be sent to the Trust’s IR35 
lead and payroll department.     
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• The intermediary will be requested to send the starter form directly to 
the Payroll department who will set the worker up on the Trust’s payroll 
system.   

 

• The intermediary will be asked to send all invoices directly to the 
manger for authorisation who will pass to the payroll department for 
processing and payment.  

 

• Employee’s income tax and NI contributions will be deducted from the 
invoice amount and the difference paid to the intermediary.  Employers NI 
contributions will also be paid.  This will be reported to HMRC via RTI.  
Income tax and NI contributions will be deducted from the net value of the 
invoice, and VAT will be added to the amount paid to the intermediary.   

 

• If the engagement is deemed to fall outside IR35 legislation the 
recruiting manager will notify the intermediary via a letter (Appendix 5).  A 
copy of this letter will be sent to the Trust’s IR35 lead.    

 

• The intermediary will be requested to send all invoices to the Trust’s 
purchase ledger department for processing and payment.   

 

6.7. Process for assessment and approval of off payroll engagements 
where an agency is responsible for paying the intermediary. 
 

• A letter (see Appendix 6) is sent to all agencies who supply temporary 
workers to the Trust informing them that all workers supplied on a 
temporary basis are considered to fall inside the IR35 legislation.   
 

• The letter states that, unless agreed in writing with the Trust, workers 
should not be engaged outside of IR35 and that deductions should be 
made by the agency for associated employment taxes and NI contributions.     

 

• Should a worker wish to be considered to work outside the IR35 
legislation an application must be made in writing to the Head of 
Resourcing who will work with the Trust’s IR35 lead to undertake an 
employment status assessment.   
 

• The outcome of this assessment will be notified in writing to the 
agency. 

 

• The assessment will be recorded centrally by the Trust’s IR35 lead.   
 

7. Dissemination and Implementation 
7.1. This document will be made available on the Trust’s document library. 
 
7.2. This document has been reviewed and agreed by Executive Board. 
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7.3. This document will be shared with Care Group Triumvirates, Finance 
Managers and HR Business Partners. 
 
7.4. This document will be shared with the Head of Resourcing and their team.   

 

8. Monitoring compliance and effectiveness  
 

Element to be 
monitored 

This policy will be monitored by regular spot checking ledger 
payments for payments to workers by invoice and checking that 
these have been assessed under IR35 and a record of this 
assessment has been logged.   

 

Lead The Financial Controller 
 

Tool Payment run 

Frequency All payments >£10k are reviewed by the Financial Controller.   

Reporting 
arrangements 

The Audit and Risk Assurance Committee will receive a report of 
IR35 assessments completed and the outcomes of those 
assessments.     

Acting on 
recommendations  
and Lead(s) 

The Financial Controller will lead on any outcomes of monitoring 
and liaise with Human Resources/Payroll.   

Change in 
practice and 
lessons to be 
shared 

Required changes to practice will be identified and actioned within 
3 months.  A lead member of the team will be identified to take 
each change forward where appropriate.  Lessons will be shared 
with all the relevant stakeholders 

9. Updating and Review 
9.1. The Policy and Procedure will normally be reviewed every 3 years.   
 
9.2. A Revision may be required ahead of the review date due to IR35 
legislative changes.   
 
9.3. Where the revisions are minor, e.g. amended job titles or changes in the 
organisational structure, approval will be sought from the Executive Director 
responsible for signatory approval, and will be re-published accordingly without 
having to go through full consultation and ratification process.  
 
9.4. Revision activity is recorded in the Version Control Table as part of the 
document control process.  

10. Equality and Diversity  
10.1.This document complies with the Royal Cornwall Hospitals NHS Trust 
service Equality and Diversity statement which can be found in the 'Equality, 
Inclusion & Human Rights Policy' or the Equality and Diversity website. 

http://www.rcht.nhs.uk/GET/d10268876
http://www.rcht.nhs.uk/GET/d10268876
http://www.rcht.nhs.uk/RoyalCornwallHospitalsTrust/OurOrganisation/EqualityAndDiversity/HumanRightsEqualityAndInclusion.aspx
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10.2. Equality Impact Assessment 

 
10.3. The Initial Equality Impact Assessment Screening Form is at Appendix 2. 
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Appendix 1. Governance Information 

Document Title 
Intermediaries Legislation (IR35) Procedure and 
Policy V1.0 

Date Issued/Approved: February 2019 

Date Valid From: May 2019 

Date Valid To: May 2022 

Directorate / Department 
responsible (author/owner): 

Finance – Sarah Gould – Financial Controller 

Contact details: 01872 258049 

Brief summary of contents 
Provides guidance to staff on the Trust’s procedure 
and policy for ensuring IR35 legislation is complied 
with.   

Suggested Keywords: 
IR35, Intermediaries legislation, off payroll 
engagements, workers, agency,  

Target Audience 
RCHT CFT KCCG 
✓   

Executive Director responsible 
for Policy: 

Director of Finance  

Date revised: N/A 

This document replaces (exact 
title of previous version): 

New Document 

Approval route (names of 
committees)/consultation: 

Deputy Director of Finance. The Trust is required to 
comply with IR35 and so the process required does 
not require consultation. The process has been 
discussed and agree with Payroll. 

Divisional Manager confirming 
approval processes 

Deputy Director of Finance 

Name and Post Title of additional 
signatories 

Not required 

Name and Signature of 
Divisional/Directorate 
Governance Lead confirming 
approval by specialty and 
divisional management meetings 

{Original Copy Signed} 

Adam Wheeldon – Deputy Director of Finance 

Signature of Executive Director 
giving approval 

{Original Copy Signed} 
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Publication Location (refer to 
Policy on Policies – Approvals 
and Ratification): 

Internet & Intranet ✓ Intranet Only  

Document Library Folder/Sub 
Folder 

e.g. Finance/Financial Services 

Links to key external standards IR35 – Intermediaries legislation 

Related Documents: IR35 – Intermediaries legislation 

Training Need Identified? No 

 

Version Control Table  
 

Date 
Version 
No 

Summary of Changes 
Changes Made by 
(Name and Job Title) 

February 
2019 

V1.0 This document 
Sarah Gould, Financial 
Controller 

    

    

 

 
 
 
All or part of this document can be released under the Freedom of Information 
Act 2000 
 

This document is to be retained for 10 years from the date of expiry. 
This document is only valid on the day of printing 
 
Controlled Document 
This document has been created following the Royal Cornwall Hospitals NHS Trust 
Policy for the Development and Management of Knowledge, Procedural and Web 
Documents (The Policy on Policies). It should not be altered in any way without the 
express permission of the author or their Line Manager. 
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Appendix 2. Initial Equality Impact Assessment Form 
 

 

Intermediaries Legislation (IR35) Procedure and Policy V1.0 
 

Directorate and service area: 
Finance 

Is this a new or existing Policy? 
New 

Name of individual completing assessment:  
 
Sarah Gould 

Telephone: 
 
01872 258049 

 1. Policy Aim* 
 
Who is the strategy / 
policy / proposal / 
service function aimed 
at? 

Provides guidance to staff on the Trust’s procedure and policy for 
ensuring IR35 legislation is complied with.   

2. Policy Objectives* 
 

Ensure compliance with IR35 Legislation  

3. Policy – intended 
Outcomes* 
 

The Trust is compliant with IR35 Legislation 

4. *How will you 
measure the 
outcome? 

Regular monitor of payments made to individuals via invoice and 
annual reporting to the Audit and Risk Assurance Committee.  

5. Who is intended to 
benefit from the 
policy? 

The Trust and employees through greater clarity of what is expcects of 
them in their roles.   

6a Who did you 
consult with 
 
 
b). Please identify the 
groups who have 
been consulted about 
this procedure. 

Workforce  Patients  Local 
groups 

External 
organisations 

Other  

YES No No No No 

Please record specific names of groups 
 
The Deputy Payroll Manager has been consulted with on this 
document. 
The Deputy Director of Finance has been consulted with on this 
document.    

What was the 
outcome of the 
consultation? 

Suggested amendments were incorporated into the document.    
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Are there concerns that the policy could have differential impact on: 
Equality Strands: Yes No Unsure Rationale for Assessment / Existing Evidence 

Age  x   

Sex (male, 
female, trans-gender / 
gender reassignment) 

 x   

Race / Ethnic 
communities 
/groups 

 x   

Disability - 
Learning disability, 
physical 
impairment, sensory 
impairment,  mental 
health conditions and 
some long term health 
conditions. 

 x   

Religion / 
other beliefs 

 x   

Marriage and 
Civil partnership 

 x   

Pregnancy and 
maternity 

 x   

Sexual 
Orientation, 
Bisexual, Gay, 
heterosexual, Lesbian 

 x   

You will need to continue to a full Equality Impact Assessment if the following have 
been highlighted: 

• You have ticked “Yes” in any column above and 

• No consultation or evidence of there being consultation- this excludes any policies which have 

been identified as not requiring consultation.  or 

• Major this relates to service redesign or development 

 

8. Please indicate if a full equality analysis is recommended. Yes   No 
 

x 

9. If you are not recommending a Full Impact assessment please explain why. 
 

 
Not indicated 
  

7. The Impact 
Please complete the following table. If you are unsure/don’t know if there is a negative 
impact you need to repeat the consultation step. 
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Signature of policy developer / lead manager / director 
 

Sarah Gould 

Date of completion and submission 
 
February 2019 

Names and signatures of 
members carrying out the 
Screening Assessment  

1. Sarah Gould 
2. Human Rights, Equality & Inclusion Lead 
 

 

 
 
 

Keep one copy and send a copy to the Human Rights, Equality and Inclusion Lead  
c/o Royal Cornwall Hospitals NHS Trust, Human Resources Department, Knowledge Spa,  
Truro, Cornwall,  TR1 3HD     
 
This EIA will not be uploaded to the Trust website without the signature of the 
Human Rights, Equality & Inclusion Lead.                                                    
 
A summary of the results will be published on the Trust’s web site.  
 

Signed __ Sarah Gould 
 
Date ____ February 2019 
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Appendix 3 – IR35 initial assessment form 
 
Control, Direction and Supervision Information provided by General / Service 

Manager 

Does the worker decide what, when and where tasks 
must be performed? 
 

 

Does the Trust control how the task is carried out? 
 

 

Can the worker be moved from task to task? 
 
 

 

Does the worker work set hours or days a week, is this 
flexible? 
 

 

Does the engager control, direct or supervise the worker 
or have the right to? 
 

 

Risk (financial)  

Does the worker incur expenditure in order to gain the 
skills to do their work or invest in equipment used in 
their trade where the cost may not be recovered from 
income from future engagements? 
 

 

Where unsatisfactory work arises, does the Trust have 
financial redress? 
 

 

If a quote is given for a fixed piece of work and 
additional costs are incurred by the worker, who meets 
these costs?  Eg overrunning of engagement. 

 

Is there an opportunity for the worker to profit or loss 
from the engagement? 

 

Integration  

Is the worker part and parcel of the organisation? 
 

 

Is the worker included on the telephone list or email 
address book? 
 

 

Does the worker attend team meetings? 
 

 

Does the worker get signed in with a visitors 
badge/book? 
 

 

Does the worker have supervisory responsibilities for 
members of Trust staff? 
 

 

Do members of Trust staff carry out similar duties to that 
of the worker? 
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Would you expect to find the worker at a particular 
site/place and or attend on a particular day? 
 

 

Substitution  

Does the worker have the right to send a substitute?  
 

 

If a substitute is used does the worker select them or do 
they need to use someone from an approved list 
provided by the Trust? 
 

 

Who pays the substitute? 
 

 

Are substitutes used in practice, a clause in a contract is 
not sufficient evidence of substitution? 
 

 

Provision of Equipment  

Does the worker have their own tools or use the Trust’s?   
 

 

Smell/Feel  

What is the overall intention of the worker and the 
engagement? 
 

 

Does the worker work exclusively for the Trust? 
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Appendix 4 - letter notifying organization that IR35 rules do 
apply 
 
 
 
 
[Insert Name] 
[Insert Address] 
 
PRIVATE AND CONFIDENTIAL 

 

 

 
Dear XXXX 

 
Compliance with IR35 
 
Royal Cornwall Hospitals NHS Trust is required to assess contracts with all individuals providing a service to 
the Trust through a personal service company or LLP under the Intermediaries (IR35) Legislation. 
 
Delete as appropriate 
 
The post of [insert post] has been assessed, and it has been decided that the IR35 rules do apply. 
 
The contract for services for x has been assessed, and it has been decided that the IR35 rules do apply. 
 
The reasons for this are: 
 
[insert reasons] 
 
Royal Cornwall Hospitals NHS Trust are therefore required to process all invoices through payroll, which will 
deduct income tax and NI contributions from the net amount invoiced. 
 
The following steps are required 
 

1. Compete the attached appointment form - IR35 Worker and return to the payroll department at 
Cornwall NHS Payroll Services, Royal Cornwall Hospital, Treliske, Truro, Cornwall TR1 3LJ. 

 
2. Send all invoices directly to [insert name of authorising manager] at [insert email address] who will 

authorise and forward to the payroll department for payment.   
 
 
If you require further information please contact me on [insert contact details]. 
 
Yours sincerely 
 
 

  

[Appointing Manager] 

[Insert Department] 

Royal Cornwall Hospital 
Truro 

Cornwall  
TR1 3LJ 

Tel: 01872 258049 
 

www.cornwall.nhs.uk/rcht 
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Appendix 5 - letter notifying organization that IR35 rules do not 
apply 
 
 
 
 
 
[Insert Name] 
[Insert Address] 
 
PRIVATE AND CONFIDENTIAL 

 

 

 
Dear XXXX 

 
Compliance with IR35 
 
Royal Cornwall Hospitals NHS Trust is required to assess contracts with all individuals providing a service to 
the Trust under the Intermediaries (IR35) Legislation. 
 
Delete as appropriate 
 
The post of [insert post] has been assessed, and it has been decided that the IR35 rules do not apply. 
 
The contract for services for x has been assessed, and it has been decided that the IR35 rules do not apply. 
 
It is therefore the workers responsibility to ensure income tax and NI contributions are made.  
 
Please notify the individuals within your organization of this.  
 
Royal Cornwall Hospitals NHS Trust will pay the invoices through the normal invoicing process.   
 
Invoices should be sent to: 
 
Rcht.invoices@nhs.net 
 
If you require further information please contact me on [insert contact details]. 
 
Yours sincerely 
 
 
 
 
 
[Appointing Manager] 
 
 
 
 

[Insert Department] 

Royal Cornwall Hospital 
Truro 

Cornwall  
TR1 3LJ 

Tel: 01872 258049 
 

www.cornwall.nhs.uk/rcht 
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Appendix 6 - Letter to agencies 
 
 
 
 
[Insert Name] 
[Insert Address] 
 
PRIVATE AND CONFIDENTIAL 

 

 

 
Dear XXXX 

 
Compliance with IR35 
 
Following changes to IR35 which came into effect from 6 April 2017 the Government has placed a 
requirement on the Trust to establish the employment status of all off-payroll workers, regardless of how the 
worker is engaged.   Employment status is a term used to mean whether the worker is employed or self-
employed and is not a choice but is determined on the terms and working practices of an individual contract. 
 
The Trust advises you that we consider workers you supply to us on a temporary basis or where introduced 
to the Trust on a short-term engagement to be subject to these changes and falls inside IR35.  As a result, 
the IR35 rules apply and your agency will be responsible for the deductions of tax and national insurance 
contributions at source on all payments made.  
 
The following instructions shall apply, unless agreed otherwise in writing by the Trust. 
 
If you introduce a worker to the Trust the workers should not be engaged outside of IR35 and deductions 
should be made by you for associated employment taxes and National Insurance contributions either via a 
payroll arrangement or umbrella company arrangement.   As a result of this you should ensure that workers 
are fully informed of this.  
 
Please note that the requirement to seek assurance of compliance is a mandatory requirement of the Trust 
and your prompt assistance and cooperation in this matter is requested.  In order to fulfil our obligations we 
will conducti sample audits of temporary workforce supplied by all agencies. 
 
Yours sincerely 
 
 
 
 
 
[Appointing Manager] 
 
 
 
 
 

[Insert Department] 

Royal Cornwall Hospital 
Truro 

Cornwall  
TR1 3LJ 

Tel: 01872 258049 
 

www.cornwall.nhs.uk/rcht 
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Appendix 7 – Appointment form 

 
Appointment Form – IR35 Worker 

(Payment on submission of invoice) 

PERSONAL DETAILS 

TITLE:                  SURNAME:       FIRST NAME:   

DATE OF BIRTH:           NATIONAL INSURANCE NO.: 

GENDER:                          MARITAL STATUS: 

NATIONALITY: 

HOME ADDRESS: 

 

 

 

POSTCODE: 

BANK/BUILDING SOCIETY: 

Name of Account: 

Bank Name: 

Sort Code: 

Account No: 

Building Society Ref (if applicable): 

DETAILS OF POST 

JOB TITLE:        START DATE: 

COST CENTRE:           LINE MANAGER:     

DEPARTARTMENT:     LOCATION:    

I certify that the details given above are correct 

 

Signature of Worker ………………………………………………………………….    Date …………………………………. 

 

 

Authorised Signatory …………………………………………………………………    Date …………………………………. 

 


