This guide tells you all you need to know about Payroll Giving.

New PAYROLL GIVING QUALITY MARK and AWARDS scheme now available
for UK employers.
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Simply click on the appropriate chapter in ‘Contents’ for quick navigation through this interactive document, and then use the
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Introduction

No matter what line of business
you are in, employers across
the world increasingly recognise
corporate social responsibility
(CSR) as a crucial consideration
in modern-day business.

From paper recycling and buying fair trade office supplies,
to fully-fledged CSR programmes, the majority of
employers are already taking steps to minimise damage
and to make a positive impact, wherever possible.

But, for smaller businesses, corporate social responsibility
can seem to be a luxury. Resources are tight and budgets
stretched yet the cost of ignoring such key issues

could be even greater. These days, CSR and corporate
community investment makes good business sense.

Which is why Payroll Giving is an easy starting point,
whatever the size of your business. Requiring minimal cost
or administrative resource, more and more employers

are now making tax-effective payroll donation schemes
available to their staff. Through Payroll Giving, employers
enable their employees to support the good causes they
care about and to get tax relief at the same time.

INTRODUCTION

O

So what's in it for you? The voluntary sector performs the
vital role in UK society of delivering essential services that
benefit local communities and businesses alike. From
saving lives to developing the entrepreneurial spirit that
drives tomorrow’s business leaders, there are numerous
ways that charities protect and impact upon UK society
and your support is essential to see this work continue.
Payroll Giving provides even the smallest businesses with
an opportunity to play their part in generating a regular,
reliable income stream to UK charities.

The new Payroll Giving Quality Mark aims to encourage
more employers to foster a culture of giving in the
workplace by making tax-effective payroll donations
available to their employees and promoting the scheme
annually. Payroll Giving is good for business and a real
benefit to offer employees.

www.payrollgivingcentre.org.uk
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An Employer’s Guide
to Payroll Giving

This guide outlines all you need to know
about Payroll Giving and the new Payroll
Giving Quality Mark.
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What is Payroll Givin

Payroll Giving is a scheme that
enables your employees to give
to any UK charity straight from
their gross salary (before tax
is deducted), and to receive
immediate tax relief of up to
£4 for every £10 donated.

Payroll Giving gives you the opportunity to:

m Improve staff morale, recruitment and retention

m Generate income for good causes

m Enhance your community involvement profile

m Make it easy for your employees to give tax-efficiently

Each year, £86 million is raised for UK charities through
Payroll Giving from employees alone. More than 600,000
employees take part and over 7,800 employers have
signed up to the scheme. In the last year alone, the
number of small and medium-sized businesses offering
the scheme to staff has more than doubled.

WHAT IS PAYROLL GIVING? ()

9
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How does the
Tax Break Work?

e table below shows how the tax break works across onors can give any amount; a one-off sum or a regular
mp oyees paving asic rate The table bel h how the tax break work D i t ff I
. 0 » donations of varying amounts. monthly or weekly pledge.
income tax at 22% can give

NB Tax rates may change. The table was produced

a £10 donation at a cost of --- September 2006
just £7.80 (or £6 for higher
rate taxpayers). o o 00 o500

£8 £6.24 £4.80

£7.80 £6.00
£11.70 £9.00

SCALE @ www.payrollgivingcentre.org.uk
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What are the Benefits?

Quick and easy to set up and The business case m Shows commitment to good causes in the local
administer Pavro" Gi‘"ng is a The most highly recognised business benefits of offering community and beyond

’ the scheme to staff are that it: m Positively influences business to business relationships
great !Mav for you to demonstrate = Generates sustainable income streams for good causes ~ w Enables employers to monitor the level of charitable
commitment to the causes that s Is a perk to offer employees, the employer makes it easy ~ 9ViNg your organisation has generated
vour employees care about_ to give tax efficiently m Has virtually no set up costs in signing up to the

= Aids recruitment and retention of employees scheme and all modern payroll systems can handle

. . » the donation systems.
m Provides a vital level of support for local charities that

you may not otherwise be able to afford And now, with the new Quality Mark scheme,

employers that sign up to Payroll Giving are recognised
and rewarded with a certificate, logo and Awards,
demonstrating their commitment to good causes

by facilitating employee giving.

m Improves the organisation’s public image and boosts
staff morale

m Demonstrates corporate social responsibility

SCALE @ www.payrollgivingcentre.org.uk
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Niamh Collings, Reward Manager,
Arcadia Group Ltd, says:

“Payroll Giving is such an easy scheme to set up and
run. Key to success is establishing a good relationship
with a PFO to ensure you maximise promaotional
opportunities to your employees.

Alongside this, so long as your payroll team are on
board to process payments and you actively promote
the scheme in a variety of ways to employees, that
really is all there is to it.

The benefits are fantastic, not only will you help a
huge range of charities raise money in a tax-efficient
way but as an organisation it will demonstrate your
commitment to fundraising and complement your
CSR strategy.”

SCALE @

For charities?

Payroll Giving provides charities with regular, reliable
donations that allow them to plan ahead and budget for
the future. Employees often continue to donate for many
years and the regularity of those gifts in means charities
can budget accordingly. Payroll donations enable charities
to save lives, to provide vital services, to protect heritage
sites, wildlife and animals, and much more.

Michael Auton, Community

Fundraiser Manager at the

Meningitis Trust, comments:

‘As a charity we are very encouraged by the
consistent income we receive from Payroll Giving.
The regular income we have received has helped

us plan and carry out projects safe in the knowledge
that our funding is secure.”

WHAT ARE THE BENEFITS?

O

For employees?

Payroll Giving is an easy, tax-effective way to give to
charity, costing employees less to give more. The system
is easy to opt in and out of, giving donors full control
over their giving. All they have to do is fill in one simple
donation form, on which employees can choose to
donate any amount to any UK charity or charities. Many
employees choose to donate to more than one charity.

Linda Harper, a Royal Bank of Scotland
(RBS) employee from Edinburgh:

Linda gives £10 per month to the National Eczema
Society, which by the time RBS has double matched
the amount, means the charity receives £30 per month.

Linda said, “Payroll Giving is an easy and tax efficient
way to donate to charities and as my daughter has
suffered from severe eczema since birth, it was a
natural choice for me to support this charity.”
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What is the Payroll
Giving Quality Mar

The Quality Mark comprises a
certificate and logo, with Bronze,
Silver and Gold Awards available
for employers that demonstrate
excellence in Payroll Giving.

At its most basic level, you will receive a certificate

and logo for use on your letterheads, websites and

other literature simply for making Payroll Giving

available to your staff. This acknowledges that you have
implemented Payroll Giving and shows your commitment
to the good causes your employees care about.

The Awards symbolise excellence, recognising

those employers that are making a difference together
through Payroll Giving, benefiting good causes and
employees alike.

Awards are available for organisations that
achieve participation rates and employer support
as outlined below:

m Bronze Award - 1%-4% employee participation
in Payroll Giving

m Silver Award — 5%—9% employee participation
in Payroll Giving

m Gold Award — 10% employee participation in Payroll
Giving and pay the administration charge, match
donations or demonstrate that they have carried out
an active promotion of Payroll Giving during the past
12 months.

Each Award is displayed as a co-ordinating certificate
and logo for use on letterheads, websites and other
corporate literature.

WHAT IS THE PAYROLL GIVING QUALITY MARK?

O

9

The allocation of Awards varies slightly depending upon
which Payroll Giving Agency you use. At the end of March
each year your PGA will be able to establish the employee
participation rates you have achieved during the financial
year and allocate an Award in line with the above criteria.
This will depend upon whether they have up-to-date
information about your organisation. If you are eligible for
an Award, your PGA will issue it between April and June
each year.

Alternatively, to find out how you will be informed of the
process for the allocation of the Awards you can approach
your PGA directly.

www.payrollgivingcentre.org.uk
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our
Workp ace

This section tells you how to set up a Payroll Giving scheme.

If you already offer Payroll Giving to your employees,
go straight to the Promoting Payroll Giving section of this guide.

SCALE @ & www.payrollgivingcentre.org.uk
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How to Set Up Payroll Giving

To set up a Pavro" G“"ng Thgre are a number of HM Revenue_& Customs (H.MRC) Most PGAs make a smaI.I ad.mlnlstratlon charge of
h " h d » . registered PGAs to choose from. Click here for a list of between 0% and 4%, which is deducted from employees'’
SC eme! d Vou ave to 0IS 3|9n PGAs. All PGAs are themselves registered charities. donations before they are distributed to the charities.

up witha Payroll G“"ng Agencv As a matter of course, the PGA validates nominated Many employers support their employees by paying this
H iti - iti i fee so that 100% of their donations go to the charity.
(PGA), who Wl" process the charities tp ensure their legitimacy and then dlsbgrses g Y.
the donations, as well as any matched funds which the

donations on your behalf, and to  .ooyer might ke 1o give.
let your staff know that they can

now give tax-effectively through

the payroll.

SCALE @ & www.payrollgivingcentre.org.uk
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Payroll Giving on
the Payroll System

A" modern pavro" svstems can Once you have signed a contract with a PGA you can All new donors must complete a donation form and the
commence the deductions authorised by your staff. forms should be forwarded to the PGA by the employer

fac““ate Pan" G“"ng! usua"v Donations are taken from pre-tax pay, after calculation or the employee; money cannot be distributed unless
as da simple tick box option_ of National Insurance contributions but before tax is that form has been received by the PGA. If an employee
deducted. Your payroll department or payroll bureau chooses to support more than one charity, he/she only
simply processes the deductions and forwards all needs to fill in one donation form. The payroll department
donations to your PGA usually once a month, including a or bureau deducts the total amount of the donations and
list of people that have donated and the amount they have it is the PGA that breaks this down and distributes the
had deducted during that period. This list confirms the relevant amounts to the recipient charities. Your PGA will
name of those participating employees and the amount give you further advice and support about running your
that has been deducted each week or month. If you use Payroll Giving scheme smoothly and what to do if you
an outside bureau check to see if they will make any would like to match your employees’ donations.
additional charge for this deduction. There are no tax forms for you or your employees
to complete and record keeping is straightforward.
Employees will see the pre-tax deduction indicated on
their payslips.

SCALE @ & www.payrollgivingcentre.org.uk
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What are the Costs?

Most emplovers say that there Those that do attribute an expense in setting up the
scheme usually say that it is between £100 to £200

are !10 identiﬁabl_e COSts Of (including staff time) to set it up.
putting schemes in place.

SCALE @ & www.payrollgivingcentre.org.uk
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What do Employees
Need to do?

Employees simply complete
one form identifying how much Case Study

thev WI_SI_l to give to which charlty The London branch of Atari, the UK arm Jeremy Wigmore, Managing Director
or charities. of Atari Inc — a subsidiary of Infogrames of Atari UK, says:
Their payslips will then display the donation alongside Entertainment SA — sells computer and . -
: : . e Payroll Giving is an excellent way to promote
any other payroll deductions that employees may have video games. Atari’'s scheme, which is lar reliable benefit to chart d
signed up to, e.g. a pension deduction. They can change administered by Workplace Giving, began (egu i HEHEIOE DiEIE 1O C' anty ?n_ SVELD
the amount or recipient of their donations at any time. in September 2005. if our Qm,o/oyees a/read}/ give, th{S /$ a
Donation forms are provided by your PGA, or depending The sch ted USInG in-h tax-efficient way to maximise their gift. Easy
upon how you promote the scheme (see the yellow & SCHSHIEES prqmo €0 using In-nouse to set up and administer, Payroll Giving is a
section of this document), by a Professional Fundraising po_s’.[ers and an email to each employgg, key part of our corporate social responsibility,
Organisation (PFO), charity or charity consortium. inviting them to alta|k by Workplace Giving. helping us to show support for the good
Seven out of Atari’s 27 employees donate causes our employees care about.”
an average of £14 a month through Payroll
Giving, generating around £98 per month.

SCALE @ & www.payrollgivingcentre.org.uk
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Implementing A Successful
Payroll Giving Scheme

There are many ways to aid Top tins
successful implementation

of this scheme.

m Obtain management support — Organisations that are m Match employees’ donations — Donors like to see
most successful with Payroll Giving have almost always that their employer is doing their bit too, so if you can
had buy-in from senior management. Many managers afford to match or add to your staff’'s donations, this
are regular payroll donors themselves and often can be a powerful incentive for employees to take part.
spearhead promotions Matching ensures that your corporate donations go
Set a target — Aim for achievable employee participation towards those charities that your employees care
rates and publicise this target internally. Why not ‘Go for about. Remember your organisation can offset any
Gold’, aiming to attract 10% of your staff to the scheme donations made to charity against corporation tax
and strive towards a Payroll Giving Gold Award m Pay the PGA administration charge

Highlight success — Monitor Payroll Giving take-up m Active promotion to your employees — A strong
against those targets and publicise successes to launch and regular promotions are essential to ensure
your staff. They will want to hear how much has been staff participation.

raised and this can help reinforce the sense of working For more information on any of the above call

together towards a common goal 0845 602 6786.

SCALE @ & www.payrollgivingcentre.org.uk
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Promoting
Payroll
Giving

to your staff, encouraging you to strive towards
10% employee participation and the Gold Award.

SCALE o www.payrollgivingcentre.org.uk
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Planning your Promotion

The key to a successful Payroll
Giving programme is regular
promotion to your staff.

As an employee benefit, Payroll Giving should become
an integral part of your ongoing recruitment and induction
processes. But, first, you will need to launch it to your
employees. This promotion should then be repeated at
least once every 12 months, to remind employees that
the scheme is available to them. Assistance and advice

in promoting the scheme is available from your PGA, from
Professional Fundraising Organisations (see following
page) or from the Payroll Giving Centre.

www.payrollgivingcentre.org.uk
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How to Promote?

There are three main ways of
promoting Payroll Giving and
they are:

Internal promotion

Peer-to-peer influence can be a highly effective
promotional strategy for Payroll Giving. An enthusiastic,
motivated individual or group of staff can act as your
in-house ‘charity champion(s)’, promoting Payroll Giving to
colleagues. This can be a very successful approach and
your Payroll Giving Agency (PGA) will always be able to
provide additional help and guidance.

If your employees are already involved in some
fundraising activity (e.g. Christmas campaigns,
marathon sponsorship, emergency appeals etc.,
national giving initiatives), remember to tell them that
they can support them with one-off payroll donations,
in addition to any regular weekly or monthly gifts.

In this way, they will be able to benefit from the tax relief
that is unique to Payroll Giving.

Work with a selected charity
or consortium of charities

Invite a representative from a charity or group of charities
(a consortium) to present their cause and the Payroll
Giving scheme to your staff. Working with small local
charities or the regional branch of a national charity may
provide the necessary impetus to engage employees

to collectively support the work of that cause. Your
employees are still free to choose whether they wish

to support those charities or any other registered charity
of their choice.

Work with a Professional
Fundraising Organisation

While a PGA can offer advice on how to promote the
scheme to staff, employers can also ask a Professional

HOW TO PROMOTE?

O

Fundraising Organisation (PFO) to help design and
implement the promotion. PFOs specialise in workplace
fundraising, sending out teams of trained fundraisers
who visit organisations and tell staff about Payroll Giving,
answer queries and carry out the sign-up process, thus
relieving busy managers of an additional task at no cost
to the employer.

Generally, they represent a ‘basket’ of charities that are
likely to appeal to your employees but, as always, your
employees can choose to support any UK charity through
the scheme. This approach is particularly successful in
organisations employing more than 100 people where
internal resources might be limited. Approximately 80%

of payroll donors have signed up as a result of
organisations working with PFOs.

We recommend that employers work with PFOs
in membership with the Association of Payroll Giving
Professional Fundraisers. Click here for a list of PFOs.

www.payrollgivingcentre.org.uk
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Getting Started

Emplovers can |aunch Pavro“ c m Make sure that all line managers, relevant senior staff
- . TOP tlps and Union representatives if appropriate, know exactly
lemg to employees in a number o _ what is going to happen and when

f d . d h m Begin with a high profile ngnoh of the scheme .
01 ways ana a mixea approach, to encourage staff to participate and promote = Support should come from senior management, as well

combining group presentations, the launch beforehand as relevant human resources, payroll and corporate

affairs staff where appropriate

i i m Integrate Payroll Giving within your staff induction pack
emalls to Sta" and notICEboard m Use a mix of communication methods to publicise

. . and, remember that Payroll Giving can also help project
you may want to give it a mention in recruitment packs promoting the scheme regularly
m Consider using a PFO, charity or charity consortium

m Set a calendar of ongoing promotional activities for
to help with your promotion

Payroll Giving, timing promotions to follow bonus
payments or at traditional ‘charitable’ times of the year, m Package Payroll Giving with any other community
such as Christmas or during national initiatives investment initiatives

m Ensure the scheme is introduced to your employees = Thank your employees and celebrate their contributions.
face-to-face and that promoters carry donation forms Use your success stories as a positive PR opportunity.
enabling donors to sign up there and then

SCALE ¢o www.payrollgivingcentre.org.uk
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What to Include
In your Promotions

Pavro“ Giving is a donation m That employees can support any UK charity or charities

H Payroll Giving is an easy way to give regular m An explanation of how easy it is to give — all employees
scheme that se“s Itself once support to the charities you care about need to do is complete a simple form

you tell e_lnplovees what it is straight from your salary and you get tax relief = How Payroll Giving fits within any community investment
and how it works. But, remember on your donation at the same time. programme you might have
to keep it simple_ Use a clear, u [Where relevant], that the employer matches

. . . or supplements donations and/or pays the
Stralg htfﬂrward explanatlon. When planning a promotion, you will need to ensure that administration fees

the following details are included: = The Quality Mark logo or Award branding relevant

relief works

m What employees will see on their payslips, an overview
of how the process works and information about how
to change or cancel the donation

SCALE ¢o www.payrollgivingcentre.org.uk
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Practical Ideas for
Promoting Payroll Giving

Some practical ideas for
promoting Payroll Giving:

m Presentations — Invite staff to attend group presentations
about Payroll Giving. The presentation can be given
by a representative from a PFO, a charity or a member
of your own staff who is keen to talk to peers about
the scheme

m One-to-one desk promotion
m Charity champions

m Newsletters — Include information in internal publications
such as company newsletters

m Emails — Email employees information about Payroll
Giving to encourage participation and attach donation
forms where possible

m Intranet — Host information on the company intranet
that enable staff to donate at the ‘touch of a button’,
where possible

m Flyers or promotional materials — Leaflets to promote
Payroll Giving to your employees are available from
the Payroll Giving Centre

m Bulletin board promotions — Ensure Payroll Giving
is visible in the workplace with regular bulletin board
promotions that tell employees who to speak to about
Payroll Giving

m Screen savers — Upload information about Payroll Giving
to feature as employees’ screen savers

m Payslips — Insert flyers about Payroll Giving with your
employees’ payslips and thank you notes can be
similarly inserted when employees sign up to the scheme

m Canteen tray liners — If your staff eat together in a
canteen, why not print off some promotional sheets
to be used as tray liners.

www.payrollgivingcentre.org.uk
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Motivating your Employees

There are many ways in

which you can help generate
enthusiasm towards Payroll
Giving amongst your staff.
Depending upon the size of your
organisation and the resources
available promotional techniques
can vary extensively. Some good
ideas are:

m Set a goal to challenge employees to achieve new levels
of participation and generosity

= Invite employees to vote for a ‘charity of the year’,
but ensure that donors know that they can support
any UK charity of their choice

m Hold free prize draws for employees
who sign up to Payroll Giving

m Publish cross-department/division/location league
tables showing how much each has raised through
payroll donations

= Match or add to employees’ donations;
pay administration fee

m Make the whole process fun, tie it in with a ‘dress down’
day, treasure hunt, job swaps, free sweeties or buns
at tea-time, ‘Guess how many’ competitions and
small giveaways.

www.payrollgivingcentre.org.uk
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Celebrate and
Publish Success

It is importa“t that vou Communicate regularly with your staff before, during

and after the promotion, and host regular meetings

celehrate the SuUccess to discuss the progress of Payroll Giving with various
and growth of the scheme. staff representatives.

After promoting Payroll Giving, make sure you monitor
the level of contributions and regularly thank employees
for their generosity by using thank you posters. Publish
the results in in-house magazines and on your intranet.
These are essential steps in order to create a sense of
pride in what your employees have achieved together,

to generate a stronger sense of organisational giving and
to encourage more people to participate in the scheme.

CELEBRATE AND PUBLISH SUCCESS )

www.payrollgivingcentre.org.uk
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Promoting Payroll
Giving Externally

Pavro“ Giving is a good news So, make sure you tell all these audiences about your Display the Quality Mark or Award logo in any
success. Once you sign up to Payroll Giving, you will of the following:

Storv for a“ partles: emplovees! receive a Payroll Giving Quality Mark to apply to your = Corporate literature

StakEhOIders, customers, promotlonzlsll materials. Use the -Io.go to help pubI.|C|se YOUr o Online at the organisation’s website
success with the scheme, providing an explanation as to

suppllers and the general pUbllc' how Payroll Giving works and why you provide this service ™ Headed paper

for your staff. m Press releases

The Payroll Giving Quality Mark logo is a sign of best = Recruitment advertisements
practice, enabling your organisation to demonstrate your m Staff induction packs
commitment to the good causes that your employees a Intranet

care about. Displaying the logo sends out very positive
messages to your customers about the kind of employer
you are. Place the Quality Mark or Award certificate up
on the wall in your workplace. You can order more
certificates for other branches or divisions via the website
or your PGA.

m Email footer
m In all Payroll Giving promotional literature to employees

SCALE ¢o www.payrollgivingcentre.org.uk
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Why not share the good news with your
sector and local press? For ideas about
how to get your story into the press and
to download press release templates visit:
www.payrollgivingcentre.org.uk

Gold Quality Mark Award winner

Martin Cutbill, Business Development

Director and Head of Hitachi Capital’s

Charity Committee, says:

“Hitachi Capital places a high priority encouraging
charitable activity by all our staff, and the company
has a history of matching, pound for pound, all monies
raised. The Payroll Giving scheme substantially boosts
the funds going to our charities due to the tax
effectiveness. The take up has been fantastic and it

is great to see the generosity of our people has been
recognised with this award.”

Further information and guidance is
available from the Payroll Giving Centre at
www.payrollgivingcentre.org.uk or from your
Payroll Giving Agency.

PROMOTING PAYROLL GIVING EXTERNALLY ()

CRXXXXX) 3222330

MAKING A DIFFERENCE TOGETHER

PAYROLL GIVING

e e o o o o o
BRONZE AWARD 2006
PAYROLL GIVING

SILVER AWARD 2006
PAYROLL GIVING

e e o o o o o
GOLD AWARD 2006
PAYROLL GIVING
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Which charities can employees give to?

Employees can give to any UK-based registered charity
or charities simply by completing one donation form.

The employer only makes one deduction for each
employee’s total donations and the Payroll Giving

Agency (PGA) distributes the amounts to the recipient
charities. Many employees choose to donate to more than
one charity. There is no limit on the amount you can give.

SCALE @

How does Payroll Giving differ

from Gift Aid?

Payroll Giving amounts are taken from pre-taxed salary
and therefore employees benefit from income tax relief
(at the appropriate rate) on their donations.

Gift Aid is a system where charities can reclaim the

tax that a donor has already paid on post-tax donations.

Many employees choose to give by both mechanisms,
it largely depends upon how the money is being raised
and in which environment.

ABOUT PAYROLL GIVING
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About Payroll Giving

Why is Payroll Giving

so important for charities?

The real benefit of Payroll Giving for charities is that
it forms a sustained, regular income stream that
charities can rely on and budget ahead for.

Can the employer

nominate a charity partner?

The employer can certainly nominate a charity to
promote to their employees, but employees must
be notified that they can choose to support any
UK charity, not only the one being promoted.
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Changing post-tax giving | am self-employed - can | give to charity | only employ a few people, is my

to pre-tax Payroll Giving through Payroll Giving? organisation too small to offer a scheme?
Some employers already make post-tax deductions Donors must be on a PAYE scheme to give through You only need to have one employee to offer a Payroll
from pay. It is easy to convert these donations to Payroll Giving. However, if you are a self-employed Giving scheme, no organisation is too small. Indeed
Payroll Giving to allow your employees to benefit person that employs others whose income tax the best participation results come from organisations
from tax relief on their donations. is calculated via PAYE, you can still put a scheme with between one and nine employees as it's much easier
To find out more call 0845 6026786. in place for your employees. to get to talk to everyone and be eligible for a Gold Award.
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Signing

Why should businesses offer
Payroll Giving to staff?

Payroll Giving is vital for charities and there are real
advantages for businesses too. This is a great way
for employers to demonstrate social responsibility
and their commitment to good causes in the local
community and beyond, and it can be a real perk

to offer employees. There are virtually no set-up costs
in signing up to the scheme and all modern payroll
systems can handle the donation systems.

And now, with the new Quality Mark scheme,
employers that sign up to Payroll Giving are recognised
and rewarded with a certificate, logo and Awards,
demonstrating their commitment to good causes.
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What does an employer have
to do if they want to sign up?

Payroll Giving is easy for employers, all you have

to do is sign up to a Payroll Giving Agency (PGA)

who will do all the hard work for you, distributing
donations to your employees’ chosen charities.

Almost all payroll software accommodates Payroll Giving,
making it easy to set up and administer. There are

a number of HMRC-registered PGAs and these

are all listed online at

www.payrollgivingcentre.org.uk

If you prefer, we can make contact with a PGA
for you to save some of your valuable time, just register
online and we'll arrange for one to get in touch.

SIGNING UP T0 PAYROLL GIVING

Up to Payroll Giving

How much does it cost
to put a scheme in place?

Most employers say that there are no identifiable
costs of putting schemes in place. Those that do
attribute a cost to the scheme usually say that it
costs between £100 to £200 (including staff time)

to set it up. If you have fewer than 500 employees,
you could get a grant of up to £500 simply for signing
up to the scheme — but only if you sign up before

the end of 2006. For more information visit
www.payrollgivinggrants.org.uk

O
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How much do PGAs charge?

Most PGAs make a small administration charge (0-4%)
to cover their costs, which is deducted from the
employee’s donation before they send donations

on to the recipient charities. A growing number

of employers choose to pay the administration charge
on behalf of their employees to ensure that their

full donation is received by the charity. All PGAs

are registered charities, so any administration charges
made remain in the not-for-profit sector.
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Why do we need to sign
a Payroll Giving contract with a PGA?

A contractual agreement is a legal requirement because
your employees are benefiting from tax relief on their
gifts. The contract will secure your working relationship
with a PGA and provides HM Revenue & Customs
(HMRC) with the necessary audit trail for pre-tax payroll
deductions. Once it is signed and returned to the PGA
you can commence deductions.

The contracts are very simple and contain all the relevant
information to comply with the legislation surrounding
pre-tax deductions from pay and the role of the PGA.

By signing the contract, the employer commits to making
deductions on behalf of employees that wish to participate
in the scheme and to forward these monies to the PGA
each month.

SIGNING UP T0 PAYROLL GIVING

How long is all this going to take?

Most employers say that it took less than two hours to
set up the scheme and start the deductions. You can
offset any administration costs or promotion costs
against tax.

What is a PFO and what is
the benefit of working with one?

Many medium-sized and larger employers choose to
use a Professional Fundraising Organisation (PFO)

O

to promote the Payroll Giving scheme to staff members.

PFOs can save the employer time and presents the
scheme to employees in an informed, unbiased way.
PFOs represent a ‘basket’ of charities and will come
into your place of work to promote Payroll Giving to
your staff. Employees can choose to donate to any UK
registered charity. Click here for list of PFOs.
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Payroll Giving Forms

What is a Payroll Giving mandate

(also known as a donor instruction

form, authority to deduct,

or charity choice form)?

This is a form that an employee must complete

to authorise the employer to make deductions from pay.
Employees simply complete one form, identifying the
names of the charity or charities they want to support
and how much they wish to give.

What happens to the Payroll Giving
instructions/mandates/forms?

The employer simply forwards the completed forms

to the PGA so that they know which charities receive
the money from each employee’s pay. If the promotion
has been carried out by an external organisation
(charity, consortium or PFO) they will often forward

the forms to the PGA to save you time.
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Can an employee keep their chosen
charity private from their employer?

Yes — if an employee wants to keep their choice of charity
a private decision, they can simply forward the completed
form to the PGA themselves. Employers can use their
own forms, or those supplied by the PGA, a PFO,

charity or consortium.

How will the charity know
who their payroll donors are?

The PGAs can provide charities with disbursement
statements upon request. The statements ensure
that charities are given the names, addresses and
(in some cases) the workplaces of their donors

so that they can write to the donors and thank them.

What happens if the donor

wants to remain anonymous?

All forms allow the donor to donate anonymously
to the charity or charities chosen. The PGA then
simply marks the donor as ‘anonymous’ on the
disbursement statements.

What else do employees need to know
how Payroll Giving works?

Employees can find out more by clicking here.
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What is the Payroll Giving Quality Mark?

Launched in January 2006, the Payroll Giving Quality
Mark is a new scheme that recognises and rewards
organisations of all sizes for making Payroll Giving
available to their staff. The Quality Mark comprises

a certificate and logo, as well as Bronze, Silver and
Gold Awards. The Awards symbolise excellence,
aiming to generate sustainable income sources for

UK charities by increasing participation in Payroll Giving.
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About the Quality Mark

How will my organisation
be recognised and rewarded?

At its most basic level, you will receive a certificate
and logo for use on your letterheads, websites

and other literature, simply for making Payroll Giving
available to your staff. This acknowledges that you
have implemented Payroll Giving and demonstrates
your commitment to the good causes your
employees care about.

Awards are available for organisations that achieve
staff participation rates and employer support

as outlined in the blue section of this document.

How can I claim an Award?

The allocation of Awards varies slightly depending

upon which PGA you use. If you have supplied updated
information about your organisation, your PGA will

be able to establish what your participation rate is

and allocate an Award in line with the criteria set out

in the blue section of this document. The cut-off point

in respect of the numbers of employees participating is
the 31st March. If you are eligible for an Award, your PGA
will issue the Award between April and June each year.

To find out how your PGA will manage the annual
distribution of Awards you can contact them directly.
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What is the Payroll Giving Centre?

The Payroll Giving Centre is a comprehensive resource
centre for information on Payroll Giving, aimed at the
general public, charities, organisations and the media.
The website (www.payrollgivingcentre.org.uk) hosts
free guidance materials, promotional literature and useful
links to help you make the most of Payroll Giving.

Go online, call 0845 602 6786
or write to: Payroll Giving Centre, PO Box 52709,
London, EC3P 3WX.

The Payroll Giving Quality Mark is funded by
HM Government, administered and promoted
by the Institute of Fundraising, with support from
Business in the Community.
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Further Information

For enquiries about this guide or Payroll Giving, The Institute of Fundraising is the professional body for
contact the Payroll Giving Centre on 0845 602 6786 UK fundraisers, working to promote the highest standards
or visit www.payrollgivingcentre.org.uk InStltute Of : ;Z;?sr?ﬁer:jg ggzzg/ct(eNa;?Or;;g?%e;%n; g;er;nlgztrl]yte iS

The Payroll Giving Centre is an independent resource S
centre for Payroll Giving, providing information for Qundralsmg Limited by Guarantee (No.3870883). VAT Registration
No 547 8930 96.

employers, charities and the general public.

Payroll Giving Centre Institute of Fundraising
FREEPOST
Park Place

o RETTTES VRN
Community MAKING A DIFFERENOE TOGETHER EC3P 3WX |1-0In¢:)(2): SZV?) ::::0
. . . " el: 784
This guide has been created by the Institute of Fundraising. Fax: 020 7840 1001

H M GOV@ rnment © Institute of Fundraising 2006 www.institute-of-fundraising.org.uk
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HM Government, administered and promoted by the
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