An easy guide for employers

Support St Catherine’s with Payroll Giving




Why St Catherine’s Hospice

St Catherine’s Hospice is a charity dedicated to
providing specialised end of life care and support
to local people and their families, friends and
carers.

St Catherine’s is more than just a building—it's a
philosophy of care. We believe that alongside
expert medical and nursing care, a person’s
practical, emotional, social and spiritual concerns
should be cared for as well.

We care for people both in the hospice building
and in their homes—in fact over 70 per cent of
patients are cared for at home, with opportunities
to attend day services, but without a stay. All our
care is free and is only made possible thanks to
the generosity of our supporters and volunteers.

Each year we need to raise £4.8 million of
voluntary income to fund our work.

www.stch.org.uk



This guide is for employers who wish to set up a Pa  yroll Giving scheme. It outlines the information yo u
need to take to start a Payroll Giving scheme inyo  ur business or organisation.

What is Payroll Giving?

Payroll Giving is a highly tax efficient way of supporting St Catherine’s, or any other charity, via regular donations
deducted through employees pay.

Giving regularly helps us by providing a predictable source of income which allows us to plan for future demand and
budget more effectively.

Payroll Giving is simple to set up and run, and is an excellent way to demonstrate the importance of charitable giving.

Business Benefits for Employers

The Payroll Giving Scheme

Provides tax relief for administration fees, cost of running the scheme
and matched donations

Enhances your business’s charitable giving with little effort or cost
Allows you to monitor the level of charitable giving that your company
has helped achieve

Enhances your corporate social responsibility and community
investment programmes

Generates a positive perception of your company amongst employees

Boosts the morale and motivation of your staff helping to retain and
recruit employees

www.stch.org.uk



Benefits for your staff

It is easy and convenient, coming straight from employee’s
pay packet

There is no need to worry about Direct Debits or Standing
Orders — just complete one simple authorisation form

There is no limit on the size of the gift

This table demonstrates how tax efficient it is to give through the
Payroll.

Donor’'s Monthly Gift Cost to donor paying Cost to donor
20% tax paying 40% tax

£10.00 £8.00 £6.00

£5.00 £4.00 £3.00

“I don’t know how I, my family or friends
would have coped without the constant
backup of St Catherine’s. It is knowing that
there is someone you can contact, 24 hours
a day, seven days a week. They are only a
phone call away.”

How to set up a Payroll Giving scheme in
your organisation

Register your business with a Payroll Giving Agency
(PGA). Payroll Giving must be administered through an
HM Revenue and Customs approved PGA, who will
administer the scheme on your behalf

Since the PGA takes on most of the administration, they
will deduct a small fee from each donation to cover this —
usually around 4%

Registered PGAs with their contact details are listed in
the back of this document. Your chosen PGA will be able
to provide you with further information and advice on how
to set up your Payroll Giving scheme

For further information visit:

www.hmrc.gov.uk/payrollgiving/employers/index.htm
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How does Payroll Giving work in practice?

Employees fill in a form — you can download copies from the
St Catherine’s website, or your Payroll Giving Agency will
provide you with some.

Your payroll department keeps one copy of the form, and
sends one copy to the charity chosen by the employee.

The payroll department will then set up the donation on their
system (all modern payroll systems can facilitate Payroll
Giving) and each month sends the payroll deductions in one
sum to the contracted PGA.

The employee’s payslip will show the pre-tax deduction.

The PGA will send all donations directly to the charities
chosen by your staff.

What records will | need to keep?

A copy of your contract with the PGA

The forms completed by your employees authorising
you to make deductions from their pay

A record of the deductions made from each employee’s

pay
Receipts from the PGA

Promoting the scheme

The more you do to promote the scheme the more successful it
will be

Show your commitment to the scheme — consider
matching employee donations or covering the PGA
administration costs

Make sure employees know about the scheme - find
someone to act as your company’s Payroll Giving
champion to promote the scheme and enthuse your staff

Hold a promotional day — encourage staff to participate,
ask staff to talk about their preferred charities and/or invite
St Catherine’s or other selected charities to promote their
cause

Give all your staff a Payroll Giving form

Thank staff for signing up
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Payroll Giving Agencies

For other agencies see www.hmrc.gov.uk/payrollgiving/

Charities Aid Foundation Charities Trust

Kings Hill, Suite 22, Century Building,

West Malling Brunswick Business Park, Tower
Kent, ME19 4TA Street

http://www.cafonline.org Liverpool L3 4BJ

Phone: 01732 520 019 http://www.charitiestrust.org

Fax: 01732 520 144 Phone: 0870 708 7878

Fax: 0151 286 2360
Email: info@charitiestrust.org

For further information contact the fundraising team
Tel: 01293 447 357
fundraising@stch.org.uk

St Catherine’s Hospice Ltd

Charity no. 281362

Registered as a Company in England no. 1525404

Registered office: Malthouse Rd, Crawley, West Suss  ex, RH10 6BH

Version 2 May 2008

South West Charitable Giving

(Federation of Master Builders
(South West Region) Charity Fund Ltd)

Union Mine Road, Pitts Cleave,
Tavistock, PL19 OPW
http://www.swcg.co.uk

Phone: 01822 611 810

Fax: 01822 618 718

Email: mail@swcg.co.uk

www.stch.org.uk



