PAYROLL
GIVING

Your guide to
setting up a payroll
giving scheme

This tip sheet gives you an overview of what payroll giving is and what you
should consider when you’re setting up a scheme

WHAT IS
P A YRO LL GIVING?
Payroll giving is a way for your employees to make regular donations to charity
directly from their pay. This means employees get tax relief on their donation
immediately, at their highest tax rate. People who receive their company/personal
through PAYE (Pay As You Earn) can participate too.

BUSINESS BENEFITS
Employee engagement: payroll giving is an employee benefit and your
commitment to empowering your employees to support the causes they care about
Enhances your community programme: payroll giving can be used as a great tool
or platform to drive your wider community initiatives, helping to build donations to
your chosen charity via a campaign
Stand out from the crowd: like any employee benefit this reflects on your
company culture and is a differentiator when recruiting staff. The Payroll Giving
Quality Mark gives you an accreditation to showcase your commitment

CHARITY BENEFITS
Payroll giving provides charities with regular, reliable donations that allow
them to plan ahead and budget for the future. By signing up to payroll giving, you
can generate a vital, unrestricted income stream for UK charities. Payroll giving
provides over £160,000,000 to charities every year

EMPLOYEE BENEFITS
Payroll giving is an easy, tax-efficient way to give to charity - it costs employees
less to give more. The system is easy to opt in and out of, giving donors full control
over their giving

H O W T O S ET UP A PAYRO LL GIVING SCHE ME
F OR YO U R B U SINE SS
STEP ONE: CHOOSE AN AGENCY
You’ll need to choose a payroll giving agency to administer your payroll giving here’s an HMRC approved list of them. There’s also an Association of Payroll Giving
Providers which has its own code of conduct that members must adhere to.

Every business can be a force for good
Updated March 2019

Agencies will charge different administration fees (often a % of the donation)
to process payroll giving for you, and will offer different benefits such as online
platform, prepared comms to help you promote it and data on how much has
been donated in total. If you’re not sure which agency to go with, you could ask
colleagues in similar businesses for their recommendations.
The administration
receive, or you can
of your employee’s
your profits for tax

fees can either be deducted from the amount the charities
choose to pay it yourself, so the charity gets the whole amount
donation. If you do this, you can set whatever you pay against
purposes.

Your own administration costs should be very low. Once giving is set up in your
payroll system it becomes routine procedure. Any extra costs incurred can be set
against your profits for tax purposes.

STEP TWO: PROMOTE! TELL YOUR EMPLOYEES
Plan your communications to let your employees (and people who receive a
company or personal pension) know that you’re offering this great new benefit. This
allows them to make donations to charities of their choice directly from their pay,
providing they pay tax through PAYE.
The person must tell you how much they wish to have deducted from their salary
each month (after NI but before PAYE). Then they tell the payroll giving agency
which charity they want to donate to.
When you sign up to an approved Payroll Giving Agency they’ll signpost you to
charity nomination forms or an online system that your employees can use to
choose their charity. Sometimes people want this to be confidential - you don’t
need to know who they choose, and they might want to be anonymous to the
charity.
If your company supports a particular charity your employees can use payroll giving
to make donations to that too, but they have to always be free to give to any charity
they want to. Some employers pledge to match their employees’ donations as well.
You might want to ask a charity - or a local group of charities - to come to your
business and talk to people about the scheme, or you could invite a payroll giving
professional fundraising organisation to do this. HMRC have a list of professional
fundraising organisations.

STEP THREE: PASS ON THE DONATIONS
You pass on all the donations you’ve deducted to your chosen Payroll Giving
Agency. They then distribute the donations to your employees’ chosen charities you don’t have to do anything else. All modern payroll systems can handle payroll
giving and there aren’t any extra tax forms to fill in.
You’ll need to keep certain records if you run a payroll giving scheme, including:
• a copy of your contract with the Payroll Giving Agency
• the forms/declaration that your participating employees provide, authorising
deductions
• a record of the deductions that you make from each employee’s pay
• a record of all the money you pass on to the Payroll Giving Agency
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TO P TIPS MA KE THE MO ST O F IT!
Set an internal target. Why not go for the Gold Award and aim for 10%?
Match your employees’ donations and publicise it - it can be a powerful incentive
Organise promotional days where your staff can find out more and sign up
‘Tell’ rather than ‘sell’ the scheme. Giving can be very personal, so actively promote
the positives of the scheme, but don’t force it
Recruit champions -they can be invaluable in selling it to their peers
Put promotional material in induction packs so new staff know about it
List payroll giving as a community investment scheme on your website
If you can, use the intranet and emails to enable people to donate ‘at the touch of a
button’
Thank participants and celebrate their contributions - share their successes!

P R ES ENT A T IONS

NE WSLE TTE R S

T E AM MEET IN G S

FLYE RS
USE ALL YOUR
CHANNELS!

INTR ANE T

E MA IL S

S CREENS A VERS

Every business can be a force for good
Updated March 2019

B U LLE TIN B O ARDS

