How do we engage an individual
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Engaged directly
e who registers as self-employed

Engaged through CCC
Resourcing team

Engaged through agency

e through their own limited company (PSC)

Contact
externalrecruitment@coventry.gov.uk
for further advice

Check if the agency or third party
operates PAYE (ensure record of the
check is kept)

Ensure there is a contract in place - written, verbal
or implied agreement between parties.

Complete the CEST and questionnaire (see guidance for details),
involve the worker in the process where practicable, then send
a copy to IR35@coventry.gov.uk
*do this on or before the work starts*

SBM to provide further
I [Yoem g information / re-do the CEST /
or contract

Payroll team
review the result

Approve
If worker disagrees with the Based on the result, Payroll will send any appropriate SDS for
employment status determination, the school to complete and issue to the worker, a copy of the

completed form must be returned to Payroll.

the Status Disagreement Process

should be followed

NB: Do not make
payment until the
If the or If the or CEST has been

‘ o : o carried out and
starter forms to complete and return to invoices can be paid by school without

Payroll for set up. deductions. agreed by payroII.
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