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Department identifies the need for a 

supplier (individual/intermediary) to 

provide a service (this process does not 

apply to the supply of goods or works) 

YES / DON’T KNOW 

NO  

Is the supplier: 

(a) Self-employed or, 

(b) An individual operating 

through an entity such as a 

Ltd Co or partnership. 

Department to conduct an 

employment status check as 

the ‘End Client’  using the 

HMRC status employment 

status determination tool. 

 

Determination 

Tool Result 

Complete the reference 

boxes available on the 

determination form and save 

the determination by printing 

as a pdf 

 

This individual needs to be 

paid as a casual worker via 

the payroll: 

Link 

Is the Supplier 

already set-up 

on Agresso? 

YES 

HMRC determination tool result pdf to 

the Procurement mailbox. 

 

Requisitioner to proceed with raising the required requisition ensuring that: 

 (a) the value of the requisition reflects the amount that the University will be invoiced. 

(b) the buyer has made the supplier aware that they have been determined by the University as a PSC and will be taxed accordingly. 

(c) the requisition comments field has been noted “HMRC check reveals supplier is a PSC for tax purposes – the value of the requisition 

has been adjusted accordingly”.  

(d) the budget holder has taken into consideration that a payment of up to 13.8% will be taken from their budget to cover the employers NI 

contributions 

NO 

(a) hold completing a requisition. 

(b)arrange for New Supplier forms to be completed and 

forwarded with the HMRC determination tool result pdf 

to the Procurement mailbox. 

 

Procurement administrator to: 

(a) set-up new supplier ensuring that supp.group field in 

the Supplier Master File is set to to ‘Personal Service 

Company (PSC)’.  

(b) inform requisitioner when this has been done once the 

new supplier has been authorised by Purchase Ledger 

 

(a) hold completing a requisition. 

(b) send HMRC determination tool result pdf 

to the Payroll mailbox. 

 

Payroll Team to: 

(a) make enquires to enable an  

employment status determination  

(b) inform requisitioner of the determination 

when this has been done. 

 

Requisitioner to follow the 

required determination 

pathway above. 

 

Is the supplier 

engaged 

through an 

employment 

agency 

YES 

Conduct an employment status check as the ‘End 

Client’  using the HMRC status employment 

status determination tool -  Inform agency of 

determination and responsible for paying relevant 

taxes by e-mail. 

Proceed with raising the required requisition 

to agency noting in the comments field 

“HMRC check reveals supplier is a PSC for 

tax purposes – employment agency informed 

of their responsibility to pay relevant taxes”.   

NO  


