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Employing a personal assistant
can help you live independently
and in a way that you choose.
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Toolkit Benefits of employing a personal assistant

“I can choose
who I employ
and what times
and days they
work.”



There are many benefits of employing a personal assistant:

they work for you

you decide what you want them to do

you decide when you want them to work.

When you employ a personal assistant, this means you

become an employer and this can be daunting as there

are lots of things to think about.

This toolkit will help guide you through the process of

employing a personal assistant, what to do when they are

working for you as well as helping you to understand your

responsibilities as an employer and your legal obligations.

Throughout, you will find spaces for your own notes and

where you or your direct payment adviser (if you have one)

can add local information.

If you are thinking about employing a personal assistant it

might be a good idea to speak with someone who is

already doing so. 

Being the Boss (www.beingtheboss.co.uk) is a website

that shares information based on the experiences of disabled

people who employ personal assistants and is worth a look.1

The examples of templates are also available to download

and edit from:

www.skillsforcare.org.uk/employingpas
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1Please note there is a fee to join (2012 – £10 waged and £3 unwaged).
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These are the key tasks of the recruitment
process. This section will take you
through each of them in turn.

Toolkit Recruiting a personal assistant
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Job description 
and person specification

Advertise

Choose who to interview

The interview

Offer the job

Do the checks

Keep a record
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Job description
and person specification
A job description is a list of tasks you would like your personal assistant to do.

A person specification is a list of the skills, experience and personal qualities

you would like your personal assistant to have.

What you need to do

Your ideal
personal
assistant

List the skills you would

like your personal

assistant to have, for

example, do you want

someone who can drive.

Think about personal
qualities, for example,

sense of humour,
patience or initiative.

List the jobs you would
like your personal

assistant to do, for
example personal care,

making meals.

You might also want to

think about your own

cultural and religious needs

and whether you want to

employ someone who

understands them.



Word of mouth

You may know someone who you trust who would be interested in being your

personal assistant. It is important to think about how an employer/employee

relationship may affect your personal relationship.

Local newspaper

This will reach a lot of people in your area and may mean that you get more

applications, however, this can be quite an expensive option.

Jobcentre Plus

Your local Jobcentre Plus will advertise for free and will often help you to write

the advertisement.

Online

It is free to advertise on Gumtree www.gumtree.com. Gumtree is a free

classified advertisement site. There may be other suitable websites, ask your

direct payment adviser.

Direct payment support organisation

Your direct payment support organisation may advertise jobs on their website.

Contact them for more information.

Local college/university

You could advertise for mature students

(who won’t be going off on long

summer breaks).

Advertise
You can advertise for a personal assistant in many ways, some are listed below.

Your direct payment adviser may have other helpful suggestions.

Toolkit Recruiting a personal assistant
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Writing the advert

Once you have decided where to advertise, you need to write your advert. It should

include the following information – remember this is about the type of person you

want to be your personal assistant:

Hours of work

Rate of pay

General location

Experience

and/or

qualifications

Application form

or curriculum

vitae (CV)?

Closing date for

applications

Criminal Records

Bureau (CRB)

check

Other information

References
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The days and times you need your personal assistant to work.

You will need to pay at least the minimum wage. Your direct

payment adviser may have information about standard

hourly rates.

This is so applicants have an idea of the location they will be

working and will make sure they are able to get there when

you need them. Do not give out your home address. 

Say if you want someone who has the experience or

qualifications so that they can meet your needs. Is it important

if the person is a man or a woman? If so, you need to make

sure you say why. For example, you want them to do intimate

personal care and you want someone of the same gender.

You need to be careful here because of the Equalities Act.

The Act bans unfair treatment and helps achieve equal

opportunities.

Do you want them to complete an application form or CV?.

This is your choice, you could ask them to do both. A sample

application form template is included in the templates booklet.

Choose a date that gives people enough time to see and

apply for the job. A minimum of two weeks is usual.

It is important that you are clear in the advertisement whether

you want a CRB check. It is usually a good idea to do one to

help you know whether people have criminal convictions. If

your personal assistant will be caring for your children or are

working unsupervised when there are children in the house

then a CRB check is essential.

Use this section to say whether they have to be a non-smoker

or a driver for example.

Say that you will ask for references. It is usual to ask for two.



Writing the advert (cont’d)

Contact details

for further

information

It is not a good idea to give out your personal address,

telephone number and email address on an advertisement.

Your direct payment adviser, or Jobcentre Plus may be able

to accept applications on your behalf. You could set up a

PO Box and have the applications sent there, but you will

need to pay a fee for this service.

For more information go to www.royalmail.com
or call 08457 950 950. 
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Choose who to interview
This is often called ‘shortlisting’ because you are making a short list of all the

applications you have received.

After the closing date look through the application forms or CVs and decide

who you want to interview. You could use the job description and person

specification to rate the applications and decide which ones most closely fit

the job and the type of person you want.

You must make sure how you select who you want to interview (your selection

criteria) is fair and you do not discriminate against anyone – remember about

the Equalities Act.

ACAS has a useful booklet called ‘Delivering equality and diversity’ that can be

downloaded from www.acas.org.uk. The section on recruitment and

selection is particularly helpful.

The people you choose to interview are often called candidates. Once you

have made your decision, you can contact the candidates that best fit what

you need and ask them to attend an interview.

Where should the interview take place?

It is better to have the interviews away from your home if possible. Your direct

payments adviser or local Jobcentre Plus may be able to provide a room you

can use.
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The interview
Interviewing can be as nervous for you as it is for the person you are interviewing.

So here is a step by step process to help guide you through it.

Prepare for the interview:

Interviewing is easier if you prepare in advance a list of questions that you want to ask

each of the candidates. You can base these questions on the job description. Ask

candidates about their work experience, qualifications and why they want to work for you. 

Do not interview alone:

It is a good idea to ask a friend or your direct payments adviser to do the interviewing

with you. It’s always good to have another opinion, but do not let the other person

influence your decision making.

Allow time between interviews:

Take a break between interviews and make some notes of the answers to your

questions. This will help you remember each candidate and make your decision

about who to offer the job to.

Don’t rush a decision:

If you’re not sure who to offer the job to, sleep on it, ask for more information, or

even re-interview. If you didn’t think that anyone was good enough, then you can

re-advertise and interview different people.

Do they have a legal right to work in the UK?

Before you offer someone a job you need to check that they have the legal right to

work in the UK. You should check and keep copies of certain documents before

your personal assistant starts. The documents you need to check will depend on the

type of worker you are employing. More information is contained in the templates

booklet under ‘list of documents to prove the legal right to work in the UK’. 
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Offer the job
Once you have decided who you want to employ, contact them and offer them the

job. Tell them that you will first need to check their references and carry out a CRB

check (if you are going to). Make sure you give enough time between offering the

job and start date to enable you to carry out the checks.

Telling the unsuccessful candidates:

Once your preferred person has accepted the job, send a letter to the people you

interviewed who did not get the job (you don’t need to phone them).

Be prepared to give feedback:

The people you interviewed who didn’t get the job may want to have some feedback

on their performance during the interview. If you are asked this, use your notes from

the interview to provide feedback – it is always useful to provide some positive

feedback but also areas in which they could improve for their next interview.
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Do the checks
References are the only way you can be sure that the information people have told

you is correct. It is also good to have the opinion of someone who knows the person

you want to employ and knows about their job skills. There are two ways you can

ask for a reference, in writing and by telephone:

Keep a record
ACAS, who promote employment relations, recommend that recruitment records

should be kept for a period of time, perhaps six months in case of any discrimination

challenge. You should keep these records confidential.

NOTE: If you are handed a reference by the person you interview or receive one by

post before you have requested it, always follow it up with a phone call.

Criminal Record Bureau (CRB) checks help you know whether people have criminal

convictions. If your personal assistant will be caring for your children or is working

unsupervised when there are children in the house then a CRB check is essential. 

This is the best way to get the most

information. You can ask specific

questions and also send a copy of the

job description so you are sure that the

referee (the person giving the reference)

understands what the job involves.

This is quicker than waiting for letters.

and referees may be prepared to say

things over the phone that they would

not write down. But a quick phone

call may not allow the referee to think

about what the job involves.

It is a good idea to follow up a telephone

reference with a written reference.



Notes:
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These are the key tasks you should carry
out before your personal assistant starts
work. This section contains quite a lot of
information, but it is all essential.
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Contract of employment

Paying your personal 
assistant

Providing a pension

Maternity, paternity
and adoption rights

Health and safety

Insurance



Your name and

the name of

the personal

assistant

Probationary

period

Holiday

entitlement

What

happens

when you 

are away

The job title

e.g. Personal

assistant

Period of

notice for

both of you

Entitlement to

sick leave

and sick pay

Notice of period

(termination of

employment

The place of work

(your home

address)

Salary and when

it is to be paid

– weekly or

monthly

Pensions

and pension

schemes

Confidentiality

The date when 

the employment

began/begins

Working

time

Disciplinary

and grievance

procedures

Dismissal

P3

Contract of employment
For each person you employ you must make sure that you have an agreement between

you and them. This is important because it gives details of employment rights,

responsibilities and duties. These are called the ‘terms' of the contract. It means that

both you and your personal assistant will be clear about each other’s responsibilities.

Once you have checked and are happy with the candidates references and have

done all your other checks, like CRB, you should send two signed copies of the

contract of employment to your new personal assistant and ask them to sign both.

They keep one copy and send the other one back to you. You must provide this

within two months of taking on a new employee.

What to include in the contract:



NOTE: If you want to make any changes to the contract of employment, you must

get your personal assistant’s agreement. You will need to consult with your personal

assistant, explain the reasons for any changes and listen to alternative ideas for

changes. If you do not, then your personal assistant may have the right to take legal

action. Once any changes are agreed, then you must confirm them in writing within

one month of the changes being made.

Probationary period

This is a trial period, when you can find out what your new personal assistant is really

like. It will give you a chance to get to know them without committing yourself

completely. Set a probationary period that is suitable for you, for example three months. 

The probationary period is two-way and so it allows your personal assistant to think

about whether they are suited to the job.

It’s a good idea to set aside some time for you to speak with your personal assistant

during the probationary period so you can both talk about what is working well or

not going so well. You could also use this as an opportunity to talk about any training

that your personal assistant may need.

Toolkit Before your personal assistant starts
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This section explains why you need to
include this information in the contract.
The first four sections have not been
included here because they do not
need further explanation.

“You need to ensure that you have the proper
policies and procedures in place and that
employment law is followed.”



Period of notice for both of you

If your personal assistant wants to stop working for you, this will be the amount of

time they must work after they have told you they want to leave. This is two-way, so

it is also the amount of time your personal assistant will need to work once you have

told them they must leave your employment. This will give you some notice if you

need to employ another personal assistant.

The notice period can be different during the probationary period and in cases of dismissal

for serious breaches of terms of employment, gross misconduct or gross negligence.

Salary and when it is to be paid – weekly or monthly

This is where you say how much your personal assistant will be paid, when you will

pay them and how you will pay them. As an employer you have a legal responsibility

to deduct National Insurance and Income Tax.

P5



Working time

This will be the hours you want your personal assistant to work. It is also an opportunity

to say what the process is if your personal assistant is going to be late or is unable to

turn up for work. You must not ask your personal assistants to work an average of more

than 48 hours per week, unless they have given their voluntary consent in writing.

Your personal assistant is allowed to have regular rest periods. This is in addition to

any holiday entitlement. This means your personal assistant is allowed:

a minimum of 11 consecutive hours’ (11 hours in a row) rest in any 24-hour period

a minimum 20 minute rest break if their working day is longer than six hours

one day off each week, that is one day off out of every seven.

For young people (under 18) the maximum working week is 40 hours, other than in

exceptional circumstances. These hours may not be averaged out and there is no

opt-out available. If you employ someone in this age group you must also give them:

a break of 30 minutes every four and a half hours worked

a rest period of 12 hours between each working day

two days off per week.

You must also allow ‘reasonable’ paid time off to your personal assistants for such things as:

attending ante-natal appointments

training.

For some things you must allow your personal assistant unpaid time off. This

includes family emergencies, and time to perform public duties like jury service or

acting as a school governor. If your personal assistant asks to work flexibly, you

must consider this if they:

are parents of children under 17, or of disabled children under 18

have responsibility for caring for adults.

To ask for this your personal assistant must have worked continuously for you, as an

employee, for at least 26 weeks and have not made another request during the past

12 months.

Toolkit Before your personal assistant starts
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Holiday entitlement

You should say how much holiday your personal assistant has per year and when

the holiday year starts and finishes, for example 1 January – 31 December. It is good

to be clear about things like how bank holidays will be treated and the process for

agreeing time off.

All workers are legally entitled to a minimum of 5.6 weeks’ paid holiday a year. This is

a minimum entitlement – you can choose to offer more. The statutory paid holiday

entitlement is capped at 28 days.

So, a worker who works five days a week is entitled to 28 days’ paid holiday,

including bank holidays; while a worker who works two and a half days a week is

entitled to 14 days leave, including bank holidays.

If your personal assistant works part-time in a flexible pattern, it might be easier to

calculate their holiday allowance in hours rather than days. So, if your personal

assistant works 18 hours a week they are entitled to 100.8 hours leave in total

(18 x 5.6) including bank holidays.

Holiday pay must be based on the worker’s average pay. So if their normal pay

includes extra money for working unsocial hours, so must the holiday pay.

Bank and public holidays

You can count any days off for public or bank holidays towards your personal

assistant’s statutory holiday entitlement – but only as long as you pay them for those

days off. You do not have to give your personal assistant paid time off for bank and

public holidays, but you need to be clear about this in their contract of employment.

If someone stops working for you, they are entitled to be paid for any holiday they

haven’t taken.
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Entitlement to sick leave and sick pay

Statutory Sick Pay (SSP) is paid to employees who are unable to work

because of illness. SSP is paid at the same time and in the same way as

you would pay wages for the same period.

If your personal assistant is unable to work for four or more days in a row,

you must pay SSP.

Your personal assistant must tell you they are sick within the terms of

their contract, and they must be earning at least as much as the Lower

Earnings Limit for National Insurance Contributions (NICs).

For up to seven days of sickness your personal assistant can

self-certificate. After seven days your personal assistant will need to

produce a statement of fitness (or fit note) from their doctor.

You must keep all records of sickness periods lasting for four days in a

row or longer and all SSP payments you make. You can use a form

provided by HMRC to keep these records.

Toolkit Before your personal assistant starts
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Pensions and pension schemes

All employers are now required to help their employees to save for retirement.

You need to give details of the pension scheme you are using and how

contributions will be made by both you and your personal assistant.

Disciplinary and grievance procedures

This section should include how problems will be dealt with including details of

warnings. There is a sample grievance procedure in the templates booklet.

Before taking disciplinary action using the procedure, you will need to be certain that:

the matter cannot be resolved through informal mediation

you have investigated the matter fully

your personal assistant is told that they will be interviewed and have the right

to be accompanied by a fellow employee, friend or a trade union official of

their choice.

At the disciplinary interview, make sure that:

the employee concerned knows the details of the allegation

he or she has the opportunity to put across his or her side of the matter

any disciplinary measure is appropriate to the circumstances.

If a warning is given, it should tell the employee:

the level of improvement required

the date by which it is to be achieved

what will happen if it is not

how to appeal.
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What happens when you are away

You should make a plan of what happens when you are away, for example on

holiday without your personal assistant or if you have to go into hospital. Use this

section to say what you need to happen.

Confidentiality

You should provide your personal assistant with information and/or training so that

they understand the importance of confidentiality and how to maintain this in their work.

Confidentiality is important for both you and your personal assistant. You will hold

confidential information about your personal assistant, and they will know much

about you that you wouldn’t want passed on. Most of the time you should ask each

other before you share any information with anyone else. This should be with

informed consent (this means you understand the consequences and have had no

pressure put on you). There are some exceptions to this.

Your personal assistant will have access to personal information about you in order

to meet your needs and wishes. As it is personal, it is important that you make it

clear to your personal assistant exactly who they may share it with and in what

circumstances. For example, it is only shared with people who really need to know it,

such as other people or organisations who provide you with support; and only if you

are not able to give that information yourself. No information should be shared with

anyone, even your family or friends, against your wishes.

Sometimes your personal assistant may have to share information about you without

your agreement, such as in medical emergencies, or if they thought you were being

abused by someone else.

Your personal assistant would also be obliged to pass on information if you have

broken the law or if they believe you intend to break the law.

There is also information you need to hold on your personal assistant. This should be

kept securely so that other people cannot access it. If a personal assistant breaks a

confidence this should be treated as a disciplinary matter.

Dismissal

This section should say how your personal assistant will be dismissed under certain

circumstances, e.g. gross misconduct or gross negligence.

Toolkit Before your personal assistant starts
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Maternity,

paternity
and
adoption
rights

Providing
a pension
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Other things to consider

This section provides further information that you will need to think about as an employer.

Paying your
personal
assistant

Health
and
Safety

Insurance Keeping
records
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Paying your
personal assistant
You can do this yourself or use a payroll provider, such as a local accountant,

or a direct payment/user led support organisation.

Doing it yourself

You will need to contact HMRC to register as an employer. It is your responsibility

to decide on the correct employment status of someone that works for you.

Using a payroll scheme

Payroll schemes make sure that your personal assistant’s tax and National Insurance

contributions are deducted correctly. They also tell you how much Employer’s

National Insurance to pay. They will sort out your paperwork and deal with the

tax office (HMRC) for you.

How much does it cost?

Ask your direct payment adviser about local payroll providers. You might be able

to find local accountants who will do this for you very cheaply. Look in your

Yellow Pages, contact a few, and ask what they would charge. Your direct

payment should include money to cover payroll costs.
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How much should I pay my personal assistant?

You must pay at least the minimum wage. This changes every year so call the

National Minimum Wage Helpline on 0845 6000 678 for the latest rate or go to:

www.hmrc.gov.uk/nmw

There are rules about how minimum wage is calculated if your personal assistants

are on call or sleep in. For example, personal assistants must be paid at least

minimum wage while they are on call, but not if they are asleep or awake and not

working during ‘sleeping time’.

Your local authority will have standard hourly rates of pay for personal assistants’

salaries, which you may want to check – ask your direct payment adviser.

You can also check Skills for Care’s National Minimum Data Set for

Social Care (NMDS-SC) to compare rates of pay in your area.



The simple tools on this website help you to get to grips with your duties, including

how you automatically enrol your staff and your minimum employer contribution.

Your personal assistant can choose to opt out of your scheme at any time. If they do

opt out (you can set the deadline for this) you must refund all payments made by

your personal assistant.

Toolkit Before your personal assistant starts

P14

Providing a pension
Every employer now has new legal duties to help their workers in the UK save for retirement.

As an employer, you'll have duties in relation to everyone working for you:

who is aged between 16 and 74 

who works in the UK 

for whom you deduct income tax and National Insurance contributions from their wages.

Automatic enrolment

Employers must automatically enrol certain workers into a qualifying workplace pension

scheme and make contributions towards it.
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Maternity, paternity
and adoption rights
Your personal assistant is allowed to have maternity, paternity and adoption leave and pay.

All pregnant employees are entitled to paid time off for ante-natal care and 52

weeks’ maternity leave – made up of 26 weeks’ ordinary maternity leave and 26

weeks’ additional maternity leave.

Fathers and partners (including same-sex and civil partners) may be entitled to two

weeks’ paternity leave.

Where a child is adopted the position is similar.

Employers can get back most or all of these payments from the Income Tax and

National Insurance contributions they pay.
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Health and safety
You have a legal responsibility to make sure that your personal assistant remains

safe and healthy whilst doing their job.

What you must do:

carry out some risk assessments on your home, including pets or any animals

you keep

think about any training your personal assistant needs

tell your personal assistant about health and safety, including fire safety.

record (and possibly report) any accidents that take place in your home.

take out employers’ liability insurance.

If you employ more than five people you will need a health and safety policy. The

Health and Safety Executive website and helpline has lots of support and free

leaflets, including a model policy.

Your direct payment adviser should also have lots of information on health and safety.
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Insurance.

+ + =

Employer’s Liability Insurance and/or Public Liability Insurance is essential. If

you receive direct payments, you should check that the local authority has included

Employer’s Liability Insurance in the amount it gives you.

It’s a good idea to have comprehensive house insurance to cover your property

and its contents. You may want to include cover for accidental damage. You should

tell your insurer that you are employing people to work in your house. As an

employer you have a legal duty to insure against accidents or injury to your staff, or

accidents or injury caused by them while they are working for you.

You may also need to think about travel or car insurance, for example if your

personal assistant is going to be using your car.

Your direct payment adviser can give you options for taking out insurance. Some

insurers specialise in insurance for personal assistant employers.   

Employers

liability and/or

public liability

insurance

Comprehensive

house

insurance

Travel

and/or car

insurance

Fully

protected
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Keeping records
As an employer, by law you need to keep the following records – these are called

statutory records:

tax and national insurance information

for most workers it is advisable to keep records of individual hours worked to

enable averaging over a period to meet the requirements of the Working Time

Regulations 1998

holidays, again for the Working Time Regulations 1998

pay, to ensure the requirements of the Minimum Wage Act 1998 are being met,

and to meet the statutory requirement that workers are issued with pay statements

paid sickness (more than four days) and Statutory Sick Pay

accidents, injuries, diseases and dangerous occurrences. The Health and Safety

Executive can advise on particular requirements and necessary assessments.

“Make sure you understand
your duties and
responsibilities as an
employer.”
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This section explains what you need to
do once your personal assistant starts
work and how you manage them.

Induction

Supervision

Day to day management

“I observe the people
working for me and
when we have quarterly
reviews we talk about
areas of improvement.”
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Induction
Induction is about explaining what you want your personal assistant to

do, as well as telling them about how you want things to be done and

introducing them to your environment. 

Proper induction will help your personal assistant to settle in quickly

and can be the start of their continuing training and development.

Make a list of things you need to tell your new personal assistant on their

first day. What do they need to know about the job, and how do they need

to carry out their tasks in the best way for you? Think about what is most

important – try not to give them too much information on the first day.

Arrange a meeting with your new personal assistant. You could do

this before they start or on their first day.

Do take time to think how you can best keep control – you are the

boss and your personal assistant should work with you and at your pace.

You may also want to discuss training during induction and look at

what training is available to try and build a bespoke programme with

your personal assistant. The section on ‘training’ has more information.

A simple record of the induction process should be kept. This means

your new personal assistant will get the right information at the right

time. If personal assistants feel that you are asking them to do

something that is risky or that goes against what they have been

trained to do, they have the right to say no.

Skills for Care has created the Common Induction Standards to

support employers with induction. The standards can be discussed

with your personal assistant as a prompt to some issues that might

arise during the work they do.

More information:
www.skillsforcare.org.uk/individualemployers
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Advice from Being the Boss

An ‘induction’ is just a way of introducing a new
personal assistant to your way of working. The
more effort that you put into getting the induction
right, the more successful the relationship with
your personal assistant is likely to be. 



1. Training before start date: Where you can afford to do

this, have a well-established personal assistant on the

rota with them and get them to shadow their work.

2.On the first day when they are working on their own:

go over the contract again

explain your house rules (if you have any). These

may include items such as switching off mobile

phones, wearing slippers or indoor shoes, the use

of your phone, eating arrangements, etc

explain where things are kept

make time to sit with a cup of coffee/tea with your

new personal assistant and explain about tea

breaks, etc

explain what might be happening on their next shift

if it’s different than they may expect (meetings,

theatre, cinema, etc.).

3.One month after starting (dependent on your

probationary period), have a supervision session.

Provide the personal assistant with an agenda. Before

this is going to happen tell your personal assistant

about it so they can prepare as well.

4.One month after this repeat the supervision session,

and finally one month after this repeat again and make

sure that what you want from your personal assistant

is what you are getting. If you are happy with their

work and your trial period is complete, tell the

personal assistant this.

5. Inform the personal assistant that you will then

conduct supervision every three months (or whatever

you agree to). If you feel there are issues you are not

happy with you can always extend the trial period.

P5
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Supervision
Performance appraisal or supervision

It’s a good idea for you to formally meet with your personal assistant at set times, for

example, once a month (or every three, six or 12 months), to talk about the job. This

is called a performance appraisal or supervision.

By carrying out a performance appraisal (or supervision) with your personal assistant

regularly it will help you keep control.

Performance appraisals/supervision:

help you to assess if your personal assistant is doing the job in the way that you want

give you the chance to give constructive feedback and to praise staff for their good work

give you time to address any problems, find solutions, such as offering training,

and identify better ways to carry out tasks.

Remember that performance appraisals are a two-way discussion between you

and your personal assistant.

Remember to keep a record of your meeting.

External supervision/mediation

If you wanted to use an external service to carry out supervision or mediation, it is a

service that you will need to pay for and your direct payment adviser may be able to

help you find this type of service.

You might want to think about external supervision:

if it’s new to you and you want to get an understanding of supervision

to have an impartial person involved if things are going wrong

if someone is feeling manipulated or unsure.

If the supervisor is good then they will balance the views of you and your personal

assistant so you both see the different perspectives of a situation. 
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Give them
the support

and
development

they need

Make sure they

don’t have to

make a choice

between home

and work

Rewarding
your
personal
assistant

Communication

Boundaries
Imagine

yourself

in their

position

Day to day management (or being a good employer)

Being a good employer is important and may mean that your personal assistant will

want to keep working for you for a long time. These will help you to be a good employer:
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More information:
Contact Skills for Care for more information about training and qualifications
for your personal assistant. For details of your local area contact visit
www.skillsforcare.org.uk/areas or call 0113 245 1716

Day to day management
Rewarding your personal assistant

If your personal assistants are happy in their work, and fairly treated, they may not

leave even for more money. But:

make sure you are paying at least the ‘going rate’ (similar to what other employers

are paying)

can you offer anything as well as basic pay? For example, extra holidays, support

for training/qualifications and support for flexible working.

Give them the support and development they need

A good induction, regular supervision/performance appraisal and opportunities for

training all help with keeping your personal assistant.



P9

Make sure they don’t have to make a choice between home and work

Be as flexible as you can with your personal assistant’s needs and preferences for

working hours, so long as your needs are met.

Make sure your personal assistant does not feel the need to work longer hours than

necessary.

Imagine yourself in their position

Think about what you are asking your personal assistant to do and make sure it

doesn’t cause them any stress. If it does, think about different ways of doing things.

Your home is your personal assistant’s workplace and working conditions are as

important to your personal assistant as living conditions are to you.

Make sure your personal assistant has everything they need to do their work, and to

do it well. You may need to consider training your personal assistant in any specialist

areas to fit your requirements.

Do not just talk to your personal assistant when things go wrong: ensure they know

that they are appreciated and that jobs well done are noticed.

If your personal assistant is unhappy in their work,

do they feel they can tell you?
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Boundaries

Boundaries and where people place these boundaries are different for each person.

Your relationship with your personal assistant may not be like more formal

employer/employee relationships. Boundaries are often blurred, and the working

agreement can be far more relaxed. Personal assistants can end up feeling more like

friends than employees. 

This can be a good thing as it means that there is a bit more give and take on both

sides, but it can also mean that if things go wrong, for example, if your personal

assistant lets you down or they feel exploited, the informality of the relationship may

make this more difficult to deal with. 

When you employ a personal assistant, think about where the boundaries in your

relationship are. Think about how you will make this clear, and how you will deal with

it if the boundaries are over-stepped. This is a good thing to talk about in induction

and supervision.

More information:
Personalisation and partnership is a guide which looks at the various factors
which can contribute to a successful and effective working relationship
between you and your personal assistant. You can get a copy from
www.skillsforcare.org.uk/individualemployers or call 0113 245 1716
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Communication

Communication is about passing on information, developing understanding and

building relationships. Crucially, it’s more about listening than talking.

People often use different languages or methods of communication. This can mean

that you and your personal assistant have difficulties in understanding each other.

As part of their induction, you need to tell your personal assistant about:

your preferred methods of communication

if they need to make use of interpreters, special equipment, visual aids, etc

when to seek guidance from your family or other people who know you well.

You may need to think about training for your personal assistant to develop the

necessary communication skills. You should not employ a personal assistant unless

you and they are confident that you can understand each other, or will be able to

after training or instruction.

“Being a successful
employer is a two
way process.”
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Preventing problems

Where possible try to make sure that small
matters that may be causing problems are
dealt with as early as possible. This will stop
them escalating into a bigger problem.
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Looking after your money

You should always be careful with your money.

Looking after your money

Always ask your personal

assistant to keep receipts when

shopping for you.

Always be clear and precise

about where and how to pay your

bills. Not everybody has dealt

with household finances before.

It may be useful to keep a small

sum available (say £10) that your

personal assistant can access if

they need to buy any items or pay

small bills, like the window

cleaner or milkman.

Things you should not do

Never lend money to your

personal assistant or carer, not

even a small amount.

Never borrow money from your

personal assistant, for whatever

reason.

Do not ask your personal assistant

to use their money to shop for you.

Do not leave money around the

house other than that you want

your personal assistant to access.

Do not reveal your bank PIN

number to anybody who is not

authorised.

Do not allow your personal

assistant to become a signatory

on your bank or building society

account.

Never advance your personal

assistants wages.

Never get involved with your

personal assistant’s financial affairs.

Personal assistants should never

become the person who signs

financial documents on your

behalf (appointee).
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Training
It is important that your personal assistant has the
training they need to be able to work for you. 

By having the right training you can:

be sure your personal assistant can work safely with you

meet the requirements of your insurer

help your personal assistant to be good at the job and to develop their skills

keep up to date with practice, like new laws and better ways of doing things

give your personal assistant confidence and a sense of achievement

improve your personal assistant’s skills in supporting you and make the job

more interesting.

During induction and then performance appraisals (supervision) with your personal

assistant, you should talk about any training they need to carry out their job properly,

for example, health and safety, assisting and moving, first aid, etc.

Your direct payment adviser may be able to help you find training in your local area.

Toolkit Training and qualifications
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You or your personal assistant may want to do

some more formal training that means they gain a

qualification.

Adult social care qualifications give individuals

the opportunity to learn in a flexible way and

enables a wider range of employers to have their

training recognised. The qualifications are made

up of a wide range of units that reflect what

workers should ‘know’ and ‘do’.

Every unit and qualification in the framework has

a credit value (where one credit represents 10

hours of learning time). 

Your direct payment adviser will be able to help

you and your personal assistant to find a suitable

training course and training provider.

Qualifications
There are three different sizes

of qualification:

awards
(1 to 12 credits) 

certificates
(13 to 36 credits) 

diplomas
(37 credits or more)

Money for training 

Training is very rarely provided free of charge. As an employer, you can apply for

funding to train your personal assistant. Skills for Care’s Workforce Development

Fund pays a contribution.

More information:
www.skillsforcare.org.uk/wdf or contact Skills for Care on 0113 245 1716

“I feel that it is important that
all employees have training. ”



Complete the National Minimum Data Set for Social Care with information
about your personal assistant

The National Minimum Data Set for Social Care (NMDS-SC) gathers information

about the adult social care workforce. Social care employers can use NMDS-SC to

register and update information about their workforce.

Why should individuals who employ their own care and support staff complete the

NMDS-SC?

Making a difference – Individuals who employ their own care and support staff

can help make sure government decisions about policy and funding for social care

are made on fact rather than fiction by completing the NMDS-SC. 

Money for training – Registering and updating your NMDS-SC information means

that you will have the opportunity to access money for training. This will help you to

develop the skills of your staff, giving them confidence and a sense of achievement. 

Staff records – you can organise information about the staff that you employ in a

free, secure, online resource. The information we collect will NOT identify you or

your workers as individuals. 

Staff qualifications – you can keep a record of the training and qualifications of

your staff. This can help you plan any training they may need to meet your needs. 

Compare pay rates – you will be able to compare your pay rates with other

individuals who employ their own care and support staff in your area. This will not

identify you as an individual or any of your workers. 

Recruitment – you will be able to get a report to see where other people in your

area find their staff, for example local recruitment agencies, making your

recruitment process easier and more successful.

Toolkit Training and qualifications
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More information:
www.skillsforcare.org.uk/nmds-sc



Would you like your personal assistant to complete an Apprenticeship?

An Apprenticeship is a combination of on and off the job training and learning. 

Apprenticeships are available for your existing staff and can also be used as

an opportunity to recruit new personal assistants. 

Apprenticeships are not just for young people but for all ages. They provide a

cost effective way to improve the skills of your personal assistant and help to

build confidence. There may also be funding available.

P5

More information:
www.skillsforcare.org.uk/apprenticeships or telephone 0113 245 1716



“The Apprenticeship scheme is just perfect for training your staff. They have picked

up, in my experience, a lot of useful skills and have made my life a lot easier.”

That’s the verdict of Rory Moss who uses a personal budget to employ personal assistants.

Donna Candland is an apprentice who is one of Rory’s team that support his day to

day needs. “Our role with Rory is literally helping him to live in the community and

getting him out and about,” reports Donna. “We help him employ staff and make

sure everyone who works for him does things properly so he doesn’t have to worry

about it. Basically we just help him live.”

Rory has used the Apprenticeship programme for his team of personal assistants with

the support from Cheshire Centre for Independent Living (CCIL). CCIL is a not-for-profit

charitable user-led organisation, run and controlled by disabled people. 

They offer an online recruitment tool (in partnership with Age UK Cheshire) for individual

employers and personal assistants, a payroll service, managed bank account service,

training for individual employers and their PAs, advocacy and peer support. 

The Apprenticeship scheme for employers like Rory is part of a Workforce Innovation

Programme pilot funded by Skills for Care.

The project is overseen by CCIL’s Learning Co-ordinator Jonathan Taylor. “Feedback

from employers and their personal assistants was that in addition to bespoke training

it would be really useful to access a more structured training programme, in

particular the Apprenticeship framework,” he says.

“Accessing the Apprenticeship programme means personal assistants can get

recognised qualifications giving their employers some kind of assurance that they

have been trained to a certain standard to provide the care they want to receive. For

personal assistants it presents an opportunity to gain a portfolio of qualifications that

are recognition of their importance in the wider social care workforce.”

Toolkit Training and qualifications
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Case study
Cheshire Centre for
Independent Living



Donna has actively embraced her Apprenticeship as a learning and development

opportunity gaining an Advanced (level 3) Apprenticeship.

“Being an apprentice has benefitted me personally. It’s taught me how to do things

correctly rather than the way we think they should be done and we follow guidelines now.”

Rory has also worked closely with a team of apprentice assessors who came to his

home to make sure that the apprentices meet all their milestones as they progress

through their Apprenticeship.

“We build up a relationship with the employers and we tell them when we are going

to come beforehand,” says Elycia Averty from Total People, the training provider Rory

identified with CCIL as the organisation best suited to deliver the programme the

way he wanted.

“We tell them exactly what we are going to assess and when we’re actually

observing things like personal care, maybe planning something or doing something

in the kitchen then we stay in the background.

“Obviously we have to observe them but we aren’t intruding into the employer’s

personal space. After a couple of times doing that they get used to us being around

and they can see us giving feedback to the PAs.”

But the big selling point for Rory was the emphasis on assessors working round his

schedule. “It’s been completely worked round my convenience and also around my

carers’ convenience, fitting in with their timetables as well.”

Donna also welcomed the flexible approach the assessors have adopted: “They said

the Apprenticeship would be structured round and fitted into your work patterns

which it was. It worked very well and Total People and the assessors were always on

hand. Everything was arranged round our work patterns.”

Rory says: “Obviously the benefits for the apprentices transfer to me at home and I find

things now happen naturally. Things they were doing that used to irritate me they aren’t

doing any more and my personal assistants get on with their job much more professionally.”
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People often do not want
to think about things going
wrong, but sometimes
they do and it is good to
have a plan of how to deal
with problems.

P3

Short notice absences

It is a good idea to have a plan for when your personal assistant is sick

or on holiday. You could register with a personal assistant agency, or

employ a couple of personal assistants on a ‘work as and when needed’

contract. Ask your direct payments adviser for contact details for

personal assistant agencies in your area.

Agencies will charge a fee to
find a personal assistant for you.



If you are not happy

How serious is it?

Toolkit Sorting out problems
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You can use support from someone with similar experiences as you to identify what

is acceptable in the workplace and what is poor practice.

Give your personal assistant a copy of your disciplinary policy with their contract so

that you both understand what will happen.

Consider external mediation

Have a disciplinary policy
that is understood by your
personal assistant

Get some support from
someone in the same
situation as you

Sometimes things like poor timekeeping

or occasional rudeness can be dealt with

by sitting down and having a chat over a

cup of coffee. Talk to your personal

assistant if you are not happy – there

may be a reason for what has happened

that is easily sorted.

When problems don’t improve or your

personal assistant does something more

serious, it is best to follow the correct

legal procedure. It might seem obvious to

you that they should lose their job, but if

you don’t follow the procedure you might

find yourself on the wrong side of the law.
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If your personal assistant is not happy

Communication with your personal assistant is really important and by communicating

you can avoid small situations getting worse and becoming a much bigger problem.

By making sure you have regular meetings (performance appraisal or supervision)

with your personal assistant you can both bring up any problems you might have

and sort them out sooner rather than later.

It is a good idea to have a grievance procedure, so that if your personal assistant

has a problem they will need to follow a proper procedure. You should give your

personal assistant a copy of this procedure with their employment contract.

More information:
For grievance policies and procedures go to www.businesslink.gov.uk
or call their helpline on 0845 600 9006

“To be an employer you need
patience, understanding and
be aware of your PA’s needs.
You can get much more
from someone through
niceness.”
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If you are being abused

Abuse is a violation of a person’s human and civil rights by any other person.

It may be:

a single or repeated act

physical, verbal, psychological, sexual, institutional, discriminatory or financial

an act of neglect or failure to act.

Abuse

Bills not

being paid

Lack of personal

care

Being involved in a
sexual act you don’t

want or didn’t agree to,
like watching
pornography

Being stopped from

getting to a medical

appointment

Injuries e.g. a slap,

being restrained in a

chair or being given

too much medication

Being kept from your

usual network of

friends, family and

community

A personal assistant
looking after you in a way
that is convenient to them
and not to you, especially

if it makes you ill

An overly critical or

disrespectful personal

assistant who may bully

or undermine you, or

say you are worthless

Threatening you to get
access to your money,
or to get you to change

your will



P7

If you are being abused you should tell someone immediately.

This will depend on your local services, but should include:

the police

the Safeguarding Adults Team in your local Social Services

department

trusted family

trusted friend

your direct payment adviser.
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Reporting hate crime

Hate crimes and incidents come in many different forms. It can be because of hatred

on the grounds of your race, religion, sexual orientation, transgender identity or disability.

Hate crime in any form is wrong. That is why it is important that if hate crime

happens to you or someone you know, that you report it.

In an emergency call 999 or 112
If you cannot make voice calls, you can now contact the 999 emergency services by

SMS text from your mobile phone. However, you will only be able to use this service

if you have registered with emergency SMS first. 

Contact your local police force, either by telephone or by visiting your local police

station.

Local agencies such as the Citizens Advice Bureau or Community Voluntary

Services can also report the incident on your behalf and provide you with advice and

support. Stop Hate UK (www.stophateuk.org) provides confidential and

independent hate crime reporting services in various areas in the UK including a 24

hour helpline.

Crimestoppers, if you do not want to talk to the police or fill in the reporting forms,

you can still report a hate crime by calling Crimestoppers on 0800 555111 or via

their website at www.crimestoppers-uk.org. You do not have to give your name

and what you say is confidential. It is free to call.



Your personal assistant is leaving

If your personal assistant is leaving, they need to give you notice. The amount of

notice they should give you will be in their employment contract.

This notice period should give you time to think about employing a replacement

personal assistant.

It might also be a good idea for a new personal assistant to meet with the person

who is leaving, so they can talk them through how they did things for you. This is

called a handover.

P9

“Use the support
networks that
are available in
your area.”
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Keeping a record

You should keep records of:

sick pay/sick absence

other absence, lateness and employee turnover

discipline, including dismissals, and grievance

termination of employment

   equal opportunities issues (gender, sexual orientation,

religion or belief, race, age, disabilities).
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Organisations

Advisory, Conciliation and Arbitration Service (ACAS)

They aim to improve organisations and working life through better employment

relations. They help with employment relations by supplying up-to-date information,

independent advice and high quality training, and working with employers and

employees to solve problems and improve performance.

Free advice is available from:

www.acas.org.uk

Telephone 08457 47 47 47

Minicom 08456 06 16 00

Association for Real Change

ARC’s mission is to champion the development of high quality person centred services

for everyone with a learning disability within the UK. They also run PA Net, which has

information and advice for personal assistants and those who employ them.

www.arcuk.org.uk

Telephone 01246 555 043

www.panet.org.uk

Being the Boss

Created to address the lack of peer support available to disabled people who

employ their own personal assistants. They aim to do this by sharing information

based on the experiences of disabled people who employ personal assistants, and

by providing a safe forum to discuss/share ideas where employers can learn from

and support each other to become better employers. The website is for disabled

people who employ personal assistants however they are funded.

www.beingtheboss.co.uk

Telephone 07872 038370

mail@beingtheboss.co.uk  
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Business Link

This is the government's online resource for businesses.

It contains essential information, support and services for you and your business

– whether you work for a large organisation or are on your way to starting up.

Simple to use, up to date and practical, Business Link is the first place to go to find

guidance on regulations and to access government services. It also has a number of

useful online tools, calculators, and best practice case studies; and provides access

to funding options, as well as wider support.

www.businesslink.gov.uk

Helpline 0845 600 9 006

Crimestoppers 

This independent charity helps to find criminals and help solve crimes. They believe

that people and their communities have the right to live without crime and without

the fear of crime. They run an anonymous phone number that you can call to pass

on information about crime.

www.crimestoppers-uk.org

Telephone 0800 555111

Disability Rights UK

Formed through a unification of Disability Alliance, Radar and National Centre for

Independent Living, they aim to be the largest national pan-disability organisation led

by disabled people. Disability Rights UK is led, run and controlled by disabled

people, with disabled people making up at least three-quarters of its board members

and focuses on: promoting ‘meaningful’ independent living for disabled people;

promoting disabled people’s leadership and control; breaking the link between

disability and poverty; campaigning for disability equality and human rights.

www.disabilityrightsuk.org

Telephone 020 7250 3222

Gov

This website is the best place to find government services and information. It has

been designed to make it simpler, clearer, and faster for you to get to what you need

from government.

www.gov.uk
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HM Revenue and Customs (HMRC)

They collect and administer direct and indirect taxes and pay and administer things

like Child Benefit, Child Trust Fund and Tax Credits. They also protect you by

enforcing and administering, border and frontier protection, environmental taxes,

National Minimum Wage enforcement and recovery of student loans.

www.hmrc.gov.uk 

Telephone 08457 143 143 

Text phone 0845 602 1380

Text Relay 18001 followed by the HMRC telephone number

Facsimile 0191 225 6677

8am to 8pm, Monday to Friday

8am to 4pm Saturday 

Closed Sundays, Christmas Day, Boxing Day and New Year's Day

Health and Safety Executive (HSE)

HSE's job is to prevent people being killed, injured or made ill by work.

www.hse.gov.uk

(no general telephone helpline available)

Home Office UK Border Agency

The agency protects the UK border, and is one of the largest law enforcement

agencies in the UK. They also explain how to legally employ migrant workers.

www.ukba.homeoffice.gov.uk/business-sponsors

Employers Helpline 0300 123 4699

Monday to Thursday 9am to 5pm and Friday 9am to 4.30pm

(excluding public holidays)



P5

National Minimum Wage Helpline 

Help and advice for employees and employers on the rules of the National Minimum

Wage. They also deal with complaints from workers who are being paid below the

threshold. 

www.hmrc.gov.uk

Telephone 0800 917 2368

Text phone 0800 121 4042

Opening hours 8am to 8pm, Monday to Friday

9am to 1pm Saturday 

Closed Sundays and Bank Holidays 

Post: 

National Minimum Wage enquiries 

Freepost PHQ1

Newcastle Upon Tyne 

NE98 1ZH

The pensions regulator

Has information for employers about work-based pension schemes for your

employees as well as information about automatic enrolment.

www.thepensionsregulator.gov.uk

Telephone 0845 600 1011

customersupport@autoenrol.tpr.gov.uk

The Pensions Regulator

PO Box 16314

Birmingham

B23 3JP

Royal Mail

You can use Royal Mail to set up a PO Box

www.royalmail.com

Telephone 08457 950 950
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Skills for Care

Skills for Care ensures that England's adult social care workforce has the

appropriately skilled people in the right places working to deliver high quality social

care. To achieve this, we focus on the attitudes, values, skills and qualifications

people need to undertake their roles.

We work closely with the 48,000-plus organisations that employ adult social care

workers, together with people who use services, carers and other key partners to

develop effective tools and resources that meet the workforce development needs of

the sector. 

Skills for Care supports employers (organisations and people who 'directly' employ

personal assistants develop the knowledge and skills of nearly 1.56 million workers

and support the sector to plan for the future using data from our National Minimum

Data Set for Social Care (NMDS-SC).

www.skillsforcare.org.uk

Telephone 0113 245 1716 (9am-5pm Mon-Fri)

Stop Hate UK

A charity that provides independent and confidential support to people affected by

hate crime.

www.stophateuk.org

Telephone 0113 293 5100

Telephone (Text relay): 18001 0113 293 5100

info@stophateuk.org

Post: Stop Hate UK, PO Box 484, Leeds LS7 9BZ

Reporting 

Telephone 0800 138 1625

Telephone (Text relay): 18001 0800 138 1625

Text 07717 989 025

Email talk@stophateuk.org

Web chat www.stophateuk.org/talk

Online form www.stophateuk.org/tell
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