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A v What records must you
\ % keep for the ILF?

If you employ a personal assistant (PA) or
use a self-employed PA you must keep a
record of -

The name, address and National
Insurance number of every person who
works for you, and the date they began
working for you.

The dates on which a PA works for you.

How many hours every PA works for
you each day.

The dates of any sick leave or holiday
your PA takes.

A record of how much you pay them,
how you pay them (for example by cash
or cheque) and when you pay them.

If you use a care agency, you must keep—

Copies of all invoices the agency
sends you.

A record of the hours the agency works
for you each day.

How much you pay them, how you pay
them (for example, by cash or by
cheque) and when you pay them.

How long should you keep
records?

The ILF will need to see records for 2 full tax
years. The tax year runs from 6 April each
year to 5 April the following year.

If you employ your PA(s) privately (not
through a care agency) you will need to keep
records for the last 6 years for HMRC
(formerly known as the Inland Revenue) —
please talk to HMRC when you are arranging
to pay tax for your PA(S).

Employer Helpline (HMRC)
% 0845 607 0143

@) Www.hmre.gov.uk

How should you keep the records?

It is up to you how you keep records. Some
people like to write everything down in a
notebook, and other people keep records on
a computer.

We will send you some examples of how to
keep records when we send you the offer
letter detailing our offer. You can use the
example forms if you want or you can create
your own forms.

What records will the ILF
‘ ask to see?

The ILF will ask to see all of your records,
such as who works for you; when they work
for you and how much you pay them and
how. We may not be able to pay you if you
cannot show us these records.

Sometimes we will ask you to give us some
information to support your request. Keeping
records may help you provide the information
we will need to see.

Records of Payments

It is also useful if you keep a record of all the
payments in and out of your bank account.
You can record the date and amount of your
ILF payments. You can then also record the
dates and amounts of any payments you
make to your PAs or care agency (or both)
and tax and National Insurance you pay.

By keeping these records, you will be able to
show the ILF how you have spent the money
you get from us and you will be able to see if
you are spending too little or too much.
When you get your bank statement you will
be able to see if your bank’s records agree
with your records. This will help you find any
mistakes that you or your bank have made.



