
Payroll
Hello! Here is our payroll process. Not all will be applicable to you 

so just choose the few that are relevant from the list below. 
It's sometimes useful to be able to see what goes on in the background.

YES NODid you have a payroll system 
set-up prior to Soaring Falcon?Go to the next section

 if you are not new

After Professional Clearance has 
been completed, we will 

transfer all employee and company 
data to your Xero payroll.

We will add all employee and 
company data to your Xero 

payroll. 

We need to check your employees 
details are all correct and ensure 
that each employee has an email 
address they would like to use to 
receive their payslips (we usually 

recommend it's a personal 
email address).

We add email addresses for each 
of your employees (we usually 

recommend it's a personal email 
address) and check that their 

details are all correct.

Send us a list of all employee email 
addresses and any other information 

that we have requested, such as 
benefits, student loans, etc.

Complete the Starter checklist 
template with all info and 
return it to Soaring Falcon.

We will send over a Starter 
checklist template that 

employees can fill out with 
all the info we need.

YES NO

We will also ask you the 
following questions, such as:

Do you run payroll 
monthly or weekly?

How do you capture expenses
 and how are these paid? (we 

usually recommend using 
Dext Expenses) 

www.dext.com/uk
Do you have staff bonuses? 

How often - one off or regularly 
each month?

Do you pay for overtime? 
How often - one off or regularly

 each month?

We invite all of the employees to 
My Payroll and to the Xero Me app.

https://central.xero.com/s/
article/Xero-Me-for-mobile-UK

Your employees can use the Xero Me 
app to view their payslips, manage 
timesheets and request time off if 
you want, or you can use your 

own HR system.

Soaring Falcon can provide training 
if required but itʼs pretty intuitive.

Here is a link 
explaining what the 
Xero Me app can do:

https://central.xero.com
/s/article/Xero-Me-for

-mobile#iOS

Do you have an existing pension 
provider?

NOYES Do you want to stay with this 
pension provider?

We will need login details for your 
existing pension provider.

We will set you up with 
Smart Pensions. 

You and your employees will 
receive an invitation to Smart 

Pensions so you can all opt in or 
opt out.

We then add all of the data into 
Xero Pension and connect your 

account to your chosen 
pension company. We may need 
to ask you a few questions if itʼs a 

provider we donʼt yet use.

For simple payrolls we run payroll
between 15th-20th of each month.

For more complicated payrolls we 
ask if you can send in the data as 

soon as possible so we have 
time to prepare. 

All employees have to 
complete this step to 
ensure all employees

 have made 
their decision.

Keep an eye out for the email 
but let us know of changes 

as they occur. 

You need to confirm you are happy 
for the payroll to be finalised.

 
Delays may result in late filing 

submissions and pension 
contributions being paid late or 

taken double the next month

PROCESS FOR A 
NEW CLIENT

WEEKLY MONTHLY
How often do you pay your 

employees?

They will receive payslips each 
week via email from us.

We send an email to you each 
week asking if there are any 

changes required for this period, 
and for details of any expenses.

We send an email to you around 
the 15th - 20th of each month 

asking if there are any changes 
required for this period.

We send you an email confirming
 how much you will need to pay 
HMRC, which reference to use 

and by which date.
We will also let you know how 

much you will be paying towards
 your pensions this month.

We submit these figures to HMRC, 
and save all reports into your 

client drive. We also submit your
 figures to your chosen 

pension provider. 

YES NODoes your payroll service include 
making payments?

You will need to pay your 
employees and HMRC by 

the dates provided.

You will need to pay your 
employees and HMRC by 

the dates provided.

Please inform us immediately 
of any bank changes. 

Pension payments come out as a 
direct debit.

We check that the correct amounts 
have been paid to employees 

for the previous month.

For each new employee that is 
added to your payroll, we charge 

an additional amount. 

We will notify you about this via 
email and change your invoices 

accordingly.

We update your proposal 
which is agreed before hand. 

When we set up a new employee 
on your Xero Payroll we need the
 following information from you:

Email address for employee 
(we suggest they use a personal 

email)
Full name

Date of birth
Personal address

National Insurance Number
NI category (we may not 

require this)
Start date

Salary/wage details
P45 (if they have one)

Is this their first job since 6th April?
Is this currently their only job?

Do they have another job 
or pension?

Student loan (if so, which type?)
Are they currently on a 

pension scheme?
Are they auto-enrolling onto the 

state pension scheme?
Pension contribution rates 

(Employee / Employer)
Bank account details 

(account name, number & sort code)
Are they entitled to any benefits?

We will add the new employee 
data to your Xero Payroll.

We will email you the P45 once 
payroll has been agreed. 

YES NO

We will need their verification 
number along with the amount 

that they have to pay in tax. It is 
usually 20% once it has been 

verified. Sometimes this is 
ʻgrossʼ, 0% tax, if the

subcontractor has applied. 

Are all of your self employed 
construction workers verified?

We will need the following 
information for each:

UTR (Unique Taxpayer Reference)
National insurance number

Address

We will update any sub contractors' 
details in Xero and set up the 

correct tax deduction.

We can then run CIS reports.
CIS is run from the 6th - 5th of 

each month.

After the 5th, once CIS has been 
completed, we notify clients about 

how much they need to pay HMRC -
 PAYE, NI and CIS.

This email will also include a 
reference and a deadline date 

for payment.

YES NODoes your payroll service include 
making payments?

You will need to pay HMRC using 
the reference provided, by the 

deadline date given.

We pay HMRC on your behalf. 

If you are part of the Construction 
Industry Scheme, you will need to 
verify ALL contractors on HMRC

 to avoid paying 30% tax. We can 
provide training here if required.

We can help explain 

how to use Dext 

 for expenses. 

Don't worry, just ask 
us. 

Please don't worry we are available if you need help with any part of this process! 

Here is a link to Smart Pensions to tell you a bit more about it: https://www.autoenrolment.co.uk/ 

If you need to run payroll early for a particular reason, let us know by emailing us on hello@soaring-falcon.co.uk 
and 

payroll@soaring-falcon.co.uk 
or by giving us a call. 

These are the tasks that we are busy getting on 
with (often in the background):

These are the tasks that we need 
you to do for us please:

RUNNING PAYROLL

SETTING UP A 
NEW EMPLOYEE 
ON YOUR XERO 
PAYROLL

WHEN AN
EMPLOYEE LEAVES

CONSTRUCTION
INDUSTRY SCHEME
(CIS) 

We send an email to you from the
15th onwards of each month asking

if there are any changes
required for this period. This is also 

the cut off for expenses.

Once we have applied any 
changes we then send you 

the following: Draft set of reports
P32 = tells you what taxes you
need to pay to HMRC Payslips

Summary of payroll (total amounts)
Pension summary

www.soaring-falcon.co.uk hello@soaring-falcon.co.uk

PROCESS FOR A 
NEW CLIENT

RUNNING PAYROLL

SETTING UP A 
NEW EMPLOYEE 
ON YOUR XERO 

PAYROLL

WHEN AN
EMPLOYEE LEAVES

CONSTRUCTION
INDUSTRY SCHEME

(CIS) 

Sign the new proposal

We will need the following 
information from you about the 

employee who is leaving:

Any holiday left to take
Redundancy

Expenses
Deductions that are agreed upon

You will need to email 
the leaver their P45.

Please use this email address for any payroll 
specific enquiries: payroll@soaring-falcon.co.uk

If you have any urgent enquiries, email us or call us ASAP.

Need to free up more of your time to focus on growing your 
business? We offer lots of additional business services, so please 

do get in touch with our team to discuss how we can help you 
balance the value of the service against the value of your time - so 
you can make a smart decision about which services to outsource.

We will pay your employees and 
HMRC on your behalf.

This can either be by direct bank 
access or with Telleroo.

With Telleroo all employees are 
uploaded using the bank details 
provided in Xero and the file is 

uploaded each month. A transfer 
of funds would need to be sent to 
Telleroo to cover the payments 

each month.


