e A
Procurement & Payment Services
Corporate Finance
Finance Chief Executives

Council Officer has a requirement

Vendor Approval Process asks to identify whether an individual
“Has an Employment Status = |-——----———- has Self-Employed or Employed
Assessment been completed”? status (with the exception of Employment Status (ESI HMRC)

Process Journey
(. J

agency staff appointments)

Council Officer completes Part 1 of
SBC Employment Status form
(PPS012b) and returns thisto (-
Procurement & Payment Services
(PPS)

If any employment concerns arise
during any part of the assessment
process then these should be
raised with HRSS

4

PPS complete an initial
assessment using the HMRC ESI
tool confirming self-employed or
employee status.

l Employee Status |dentified Self Employed Status Identified l
Self-Employment status is
PPS inform initiating Council determined and Part 2 (PPS012c)
Officer and HRSS that Employee of SBC Employment Status form is
Status has been identified sent to individual for completion

and return to PPS

A A

Council Officer decides whether Part 2 (PPS012c) return is
Employee engagement of the reviewed by PPS and compares
individual is still valid and considers with Part 1 following use of HMRC
HRSS protocol requirements* ESI tool

'

NO YES

I !

Council Officer decides whether
Self Employed engagement of the
individual is still valid

No Engagement Engagement

PPS informs initiating Council
Officer who reviews variances

A A

Council Officer informs PPS that
the engagement of the individual
will not be progressed

Council Officer engages with HRSS
to discuss recruitment options

No Engagement
Engagement

Council Officer informs PPS that Council Officer agrees contract for
PPS inform HRSS of Council HRSS inform PPS of recruitment provision of services with

Officer decision outcome the engagement pifthelindividual individual, retains contract
will not be progressed :
document and informs PPS

|

Status Forms retained by
Procurement and Payment
"I Services for potential HMRC

inspection

Further information available via Her Majesty’s
Revenue and Customs (HMRC) website (enter ESI)
Scottish

Borders
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https://www.gov.uk/employment-status-indicator
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