New Employees

When taking on new employees, whether they will be working for you permanently for only for a few hours, you must supply the following information to LCiL:



LCiL will not process your new employee's pay 


until you supply the following information!
Personnel Sheet containing:

Name, marital status, address, National Insurance Number, date of birth, employment start date, (and bank details if their salary is to be paid directly into their bank account)

P45 or P46

If your new employee cannot give you a P45 ask LCiL for a P46. (Download HMRC P46 form)

Important:  You must obtain a National Insurance Number for every single person you employ.  Be 

wary of employees who refuse to give this - ask why?  See download on Prevention of Illegal Working 
Employee who does not have National Insurance Number
If your employee does not have a National Insurance number he/she must arrange a face to face interview with his/her nearest Job Centre/DSS office.

Following the interview your employee will be given a form CA5404 which confirms that they have applied for a National Insurance Number.  

You should make sure you see this form and forward it onto LCiL for record purposes.

When your employee is issued with a National Insurance number you must pass these details on to LCiL.
What is a P45 or P46?

P45 - if your new employee has left other employment to come to work for you, he/she should have a P45. 

P46 - if your new employee does not have a P45 he / she will be required to complete a P46. LCiL will issue P46s (Download HMRC P46 form).  To complete the P46 your employee should read the statements A, B & C and tick each corresponding box that applies to him / her, sign and date the form.  If none of the statements apply your employee should not tick any boxes nor sign the form.

All P45s and P46s should be sent into LCiL and we will 

complete the remaining sections of these forms.


Remember:


For each new employee you must send to LCiL a 


Personnel Sheet, P45 or P46 along with the timesheets for the first month your new employee works.  If you do not submit these documents it will NOT be possible to run the payroll for your new employee.

