
SDS, DPs & 
Supporting PA 
Employers 
Creating a smooth and 
empowering experience 
for service users 



Who We 
Are 



Our Mission 
To empower disabled people to live 

independently in an inclusive society 
through delivering quality services and 

campaigning for change 



Our Services 

ADVICE & 
SUPPORT 

BUDGETING ADVOCACY PAYROLL 



Our Aims For Today 

• Increase and refresh your knowledge of SDS and the role of a PA employer 

 

• Consider the essential role Support Planning plays in putting disabled people 
in control & maximizing personalization  

 

• Increase understanding of support available and capacity of CILNI Advice & 
Support Service 

 

• Share how you can create a smoother experience for Trust service users 









Trust Resource 
Allocation 

£12.91 - 
Does one 
size fit all? 











Working 
Well 

Not 
Working 







HELP AVAILABLE FROM CILNI FOR THOSE 
WHO WISH TO EMPLOYER THEIR OWN 

PERSONAL ASSISTANTS (PAs) 



Recruitment 

• Job Description 

•Person Specification 

•Advertising 

• Interviewing 

•Terms & Conditions 



 Legal 
Responsibilities 

• Employer & Public Liability Insurance 

• Health Safety Legislation 

• Terms & Conditions of Employment 

• HMRC Rules and Regulations 

• Workplace Pension Regulations 
 

  



Terms & Conditions of Employment 

Employer Start Date 
Terms of 

Employment 
Period of 

Employment 
Job Title Place of Work 

Rate of Pay 
Pension 
Scheme 

Holidays 
Requirement 

to Work 
Outside the UK 

Confidentiality 
& Conduct 

Hours of Work 

Collective 
Agreements 

Sickness & 
Absence 

Procedures 
Notice Period 

Changes in 
Contract 

Disciplinary & 
Dismissal 

Procedures 

Grievance 
Procedures 

Statutory 
Entitlements  



Managing 
their PA 
redundancy 
procedures 

Minimum Three Step Procedure - 

• Step One      -   Put it in writing 

• Step Two      -   Meet to discuss the issue 

• Step Three   -   Offer Right of Appeal 

Clients should contact their Employer Insurance Co 
to lodge a claim if appropriate 

MUST consult their Insurance company 24 Hour 
Helpline 

Trust must consider topping up balance in DP 
account to cover all costs associated with making 
staff redundant 





Budgets & Surpluses 
All the numbers behind a personalised budget… 



Budget 
Overview 

Funding Sources 

Administrative Costs 

Care Providers and Personal Assistants 

Additional Expenses 



£12.91 is not what the 
employee will be getting! 



Employer Expenses 

PENSIONS NATIONAL 
INSURANCE 

SICK PAY ANNUAL LEAVE 
COVER 



£12.91 is not what the 
employee will be getting! 



Simple & Personalised  
Budget 





Surplus 
Overview 

Funding & Account Balance 

Advanced Payment Retention 

All Expenses 

Annual Leave & Carry Over 

13th Payment Savings 



 Surplus Calculations 







£12.91 is not what the 
employee will be getting! 



How, as a Trust Key 
Worker, you can help… 

To Create A Better Experience 



Identifying the 
best person to be 
the PA Employer 

1. Choosing the right employer  

 

2. Identify who is available to help  

 

3. Reviewing the employer  



Identifying the best 
person to be 
the PA Employer 

1   Choosing the right employer  

• Will the employer need help with 
reading information sent to them? 

• Are they going to be able to fairly 
manage staff schedules, disputes, etc?  

• Will they need support to manage their 
money once a budget has been set? 

 

 



Identifying the best
person to be            
the PA Employer 
 

 

 

2  Identifying who is available to help   

Trust Key Worker, trusted friend, allocate 
extra DPs to pay someone to give 
assistance, etc. 

 

 



Identifying the best 
person to be             
the PA Employer 

 

 

3    Reviewing the employer 

• Are they still able to carry out their 
role? 

• Have they developed a long-term 
disability/illness making it difficult for 
them to meet their employer 
responsibilities?  

• Have they now too many other 
demands on their time? 



Keep Yourself 
Informed of PA 
Employer 
Responsibilities 

As a Trust Key Worker, consider the 
complete DP "lifecycle” 

 

Recruitment – identifying roles, fulfilling all legal 
requirements associated with becoming 
an employer 

 

Fulfilling ongoing employer responsibilities, 
including financial management of the DP 

 

Closing A Payroll – Trust & employer 
responsibilities  

 



Keeping your 
Service Users 
Informed on 
their Budgets & 
Timescales 

Please put it in writing… 
• Personal Budget amount 

• Date the money will go into their DP account 

• Changes to their PB (increases in hourly rates, 
hours, etc.) and when this will happen 

• New Trust requirements as they change  



Summary 
of Creating 
The Best 
Experience 

Maximising 
Personalization 
Through Good 

Support Planning 

Choosing The 
Right Employer 

Be Mindful of 
the DP Lifecycle 

Keep 
Information 

Flowing – 
Timescales, 

changes, support 
available etc 



Questions & Answers 

Ask away… 



For More Information 
www.cilni.org 


