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What is a Personal Assistant? 
 
A Personal Assistant is someone who is usually employed directly by a person who needs 
support to live their life in a way that they choose. You can become a Personal Assistant to 
support an individual following them receiving support from Adult Social Care or Children’s 
Services. You may also be employed via a private arrangement with an individual.   
 
A Personal Assistant can also be employed by a family member, parent, carer and/or 
representative. A representative can be used when the person they are supporting does not 
have the physical or mental capacity to be the employer. 
 
However, a Personal Assistant always works directly with the individual they are supporting. 
It’s most likely that this should be through an employed arrangement, rather than being self-
employed. 
People employing Personal Assistants are often referred to as individual employers. 
 
As a Personal Assistant you are likely to be involved in many aspects of your employer’s life 
and may be asked to provide support in the home, at leisure or at work.  
 
What do Personal Assistants do? 
 
As a Personal Assistant you will be vital to your employer in ensuring they receive support for 
aspects of their life they have identified with you. It is a varied role, and no two jobs are the 
same as your employer will choose how they are to be supported.  
 
You may also work in a number of different places to support your employer these can include: 
 

 Their place of work 

 Their school/college/higher education setting 

 Their home 

 A local community setting 

 A leisure setting 
 

You will also help them in a variety of ways; your employer or their parent/carer will speak to 
you about what this will be and how they would like their care and support needs met.  
This could include: 
 

 Helping them to learn new skills and become more independent 

 Meeting new people 

 Getting a job 

 Learning a new skill 

 Getting around their local community 

 Supporting them on breaks 

 Providing support with their personal care needs 

 Help them to meet friends and/or family 

 Support them with their mental health 

 Help them to become more physically active 

 Help them to learn household tasks for example: cooking, cleaning, doing their laundry 
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You can watch videos about being a Personal Assistant on the Information hub for individual 
employers and Personal Assistants at: 

www.skillsforcare.org.uk/iepahub 

 
You may be a part of an individual’s life who receives support from others and you carry out a 
specific task(s) for them as part of their overall care and support. 

 

Who can be a Personal Assistant? 

 

When employing a Personal Assistant your employer will look for qualities in you that are a 
good fit with them. It may not be about the experience you have in caring for a person but 
more about the type of person you are. For example, if you have similar interests to the 
individual, if you speak the same language and/or you will encourage and support their 
independence. 
 

Anyone can be a Personal Assistant as long as they: 
 

 Support others in making changes in their lives in being independent as much as they 
 are able. 

 Understand the importance of choice and control to an individual and their 
 parent/carer. 

 Have the ability to develop strong, trusting relationships. 

 Understand their role as a Personal Assistant, not as a friend to their employer. 

 Understand that the individual and/or parent/carer directs the support. 

 

As a Personal Assistant there are values and skills you should have that support you in your 
everyday life that you are able to use in your role as a Personal Assistant. 

 

You should Be: You should Have: 

 Responsible 

 Reliable 

 Respectful 

 Encouraging and enabling 

 Understanding and empathetic 

 Flexible 

 Committed to equality and diversity 

 Understand the challenges faced by 

disabled people 

 Willing to learn 

 The ability to listen 

 Good interpersonal skills 

 The ability to be personal yet 

professional 

 Good written and verbal communication 

skills 

 Literacy and numeracy skills 

 Advocacy skills (if required) 

 Strong local knowledge 

 The ability to treat people with dignity 

 

 

http://www.skillsforcare.org.uk/iepahub
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Recruitment – Where to find a job 

 

Telford and Wrekin Council support a Personal Assistant Register which can be found at 
https://livewell.telford.gov.uk  
 

Our Finding and Employing Personal Assistants in Telford webpage will give you all the 
information you need to register on our Personal Assistant’s register. You will be able to 
upload a Personal Assistant Profile for people to view with your contact details, your 
experience, your preferred area of work and the hours you are available. 

You can find more information by visiting Live Well Telford - https://livewell.telford.gov.uk with 
an easy 6 step guide to uploading your profile. 

 

You may also find job adverts at your local job centre and Telford Job Box website has a page 
with key recruiting agencies.  Should you require some help in job searching for roles or with 
your CV please contact the Job Box Team: 

 

Web: www.telfordjobbox.co.uk 

Phone: 01952 382888  

Email: telfordjobbox@telford.gov.uk 

 

The Job Box is a one stop shop for information and support on job vacancies, training and 
employment in the Telford and Wrekin area. The Job box team run regular job junctions at 
local venues where they can provide: 

 Information about local courses and how to access them. 

 Information on gaining a qualification. 

 Free internet access and printing facilities for employment related activities. 

 Advice and support to create a CV– by discussing content of CV and providing 

 handouts. Also by helping you to access the CV builder in the National Careers 

 Website. It is easy to use and can be edited/formatted by an advisor once all the 

 information is on. 

 Help to create an email address. 

 Help looking for work – We have a list of useful websites and local employment 

 agencies. You can also register with Universal Job Match. 

 Support to complete application forms –once this has been done, the form will be 

 photocopied and can be used for future reference.   

 Interview skills – We have a handout with useful interview tips. You can also be referred 

 to interview skills sessions. 

In addition to the ‘drop in’ provision above, one-to-one appointments with a National Careers 

Adviser are also available at a range of locations in Telford. 

The Job Box team also run an annual ‘jobs in care’ job fair. Information can be found on their 

website, or by speaking to one of the team 

https://livewell.telford.gov.uk/
https://livewell.telford.gov.uk/Categories/1819
http://www.telfordjobbox.co.uk/
mailto:telfordjobbox@telford.gov.uk
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Local PA job adverts may also be posted on social media, including on local community 
noticeboards: 

 Arleston Community Noticeboard 

 College Wellington Community Noticeboard 

 Brookside Community Noticeboard 

 Donnington Community Noticeboard 

 Malinslee Community Noticeboard 

 Sutton Hill Community Noticeboard 

 Woodside Community Noticeboard 

These pages are regularly updated with information. 

There are places in the local community that may also support individuals and carer/parents 
with advertising for Personal Assistants such as:  
 

 A Community Centre notice board 

 Your local library notice board 

 Your local Supermarket board 

 A charity or voluntary organisation notice board 

 Your local paper 

 Religious or faith groups notice board 

 

You should also consider online forums that would support adverts for individuals, 
carer/parents such as: 

 www.findajob.dwp.gov.uk 

 www.monster.co.uk 

 www.totaljobs.com 

 www.gumtree.com 

 www.indeed.co.uk 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.facebook.com/ArlestonCommunity?utm_content=&utm_medium=email&utm_name=&utm_source=govdelivery&utm_term=
https://www.facebook.com/College-Wellington-Community-Noticeboard-220330598089965/?utm_content=&utm_medium=email&utm_name=&utm_source=govdelivery&utm_term=
https://www.facebook.com/brooksidecommunitynoticeboard/?utm_content=&utm_medium=email&utm_name=&utm_source=govdelivery&utm_term=
https://www.facebook.com/Donnington-Community-Noticeboard-324845634276260/?utm_content=&utm_medium=email&utm_name=&utm_source=govdelivery&utm_term=
https://www.facebook.com/MalinsleeCommunityNoticeboard/?utm_content=&utm_medium=email&utm_name=&utm_source=govdelivery&utm_term=
https://www.facebook.com/Sutton-Hill-Community-Noticeboard-257639104338412/?utm_content=&utm_medium=email&utm_name=&utm_source=govdelivery&utm_term=
https://www.facebook.com/WoodsideCommunityNoticeboard/?utm_content=&utm_medium=email&utm_name=&utm_source=govdelivery&utm_term=
http://www.findajob.dwp.gov.uk/
http://www.monster.co.uk/
http://www.totaljobs.com/
http://www.gumtree.com/
http://www.indeed.co.uk/
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Understanding the role before you apply 

Being a Personal Assistant can involve different tasks. The individual employer will have an 
idea of the type of person they’re looking for and an outline of what they want them to do. This 
will usually be set out in a job description. 
 
Before applying for a job, read the advert and job description carefully so that you’re clear 
about the tasks you’re going to be asked to do. It’s important to make sure you can do them all, 
because, for example, there would be no point in applying for a job that involves going 
swimming twice a week if you don’t like water. 
 
Your employer’s needs could change over time or even day to day, so it’s important to review 
the job description regularly to make sure that everything works well between you and your 
employer. 
 
As a Personal Assistant it’s important to be flexible, however if you feel you’re asked to do 
anything outside of what you expect, it’s vital to have a conversation with your employer to 
clear up any issues and continue a good working relationship. 
 
Your Application 

When applying for the job, you may be asked to provide a CV (curriculum vitae - a written 
overview of your skills, experience and qualifications), fill in an application form or provide a 
personal statement so that the individual employer can find out more about you and your 
experience. 

If all goes well, you should be invited to an interview, so that they can meet you and get to 
know you better. 

The interview may be very informal and could be held at a different location to where you’ll 
actually be working. During the interview remember to be yourself, talk about relevant 
experience and qualities and be prepared to ask questions. The National Careers Service has 
interview hints and tips on their website. 
 
After the interview you should be contacted to let you know if you were successful or not. If 
you haven’t heard anything after a few weeks, contact the person who interviewed you. If you 
weren’t successful, you may want to ask for feedback to help you with future interviews. 
 

If you’re successful, you should then agree a start date, and you may be provided with an 
employment contract, so that you can be sure of what the job involves. 
 

Checks and references 

Individuals, carers, parents and/or representatives will carry out recruitment checks on 
potential Personal Assistants before offering a contract. So if you’re offered the job, your future 
employer will likely want to carry out some checks. 
 
These will include references, Disclosure and Barring Service (DBS) (formerly known as CRB) 
and right to work checks. 
 
You should bear this in mind when applying for jobs and be prepared to give names of former 
employers and/or character references. You may also need to provide forms of identification 
as specified by the Disclosure and Barring Service or the Home Office. 
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Starting Work 

 

When you are offered your Personal Assistant job you may wish to undertake a probationary 
period with your employer. The details of this should be agreed with you in advanced. You and 
your employer should agree the terms of this period, how long this will be for and the notice 
period during this time if applicable. 

This is a two-way trial period that gives both you and your new employer a chance to get to 
know each other, and to make sure that you’re suited to the job without committing yourself 
completely. 

Induction is an introduction to everything related to the job you’ll be doing and the environment 
in which you’ll be working. It will usually be carried out by your employer and could be as 
simple as turning up on your first day and being guided through what to do and what’s 
expected of you.  

It’s about getting to know each other and developing your working relationship. You and your 

employer should use this as an opportunity to ensure you understand what is important to your 
employer, if there are specific details you need to know about them and their lives. 

 
An induction will help you settle into your role quickly and can also be the start of your ongoing 
learning and development. It should include: 
 

 Your employer explaining what they want you to do, and showing you around your 
place(s) of work. 

 Your employer explaining what support they require and how they prefer to be 
supported. 

 Key aspects of your employment contract such as working hours, probation period, 
holidays, sick pay, maternity and parental leave and responsibilities. 

 A discussion about personal and professional boundaries. 

 Introduction to other team members if appropriate. 

 Conduct at work for example: accepting personal calls at work, being on your mobile 
phone, smoking, tea and coffee arrangements and agreed break times. 

 Contingency arrangements if there is an emergency such as an emergency contact 
person. 

 Protocol if you are unable to come to work. 

 Any training and development needs. 
 
You may also get the opportunity to shadow more experienced Personal Assistants to become 
more familiar with your role.  
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Employment contract: employment conditions, rights, responsibilities and duties 
 

Your employer should provide you with an employment contract. 

 
An employment contract is important because it’s an agreement between you and your 
employer and sets out your employment conditions, rights, responsibilities and duties.  
 
It will also detail things like holidays, notice period, how to deal with a grievance, disciplinary 
procedures and sick pay. 
If your employer doesn’t provide you with a contract, you should ask them for one. 
 
The contract can be a useful tool for sorting out any disagreements or disputes as it’s a record 
of what you and your employer have agreed and can be used to clear up any 
misunderstandings. 
 
Supporting a good working relationship 

As a Personal Assistant you’ll have a unique relationship with your employer. You’re 
supporting them to do the things they’re not able to do and although this can feel like a 
personal relationship it’s not. Remember you’re the employee and you need to remain 
independent and professional. 
 
It’s important to understand the impact that certain circumstances may have on your 
employer for example, if you don’t or can’t turn up to work. 

 
There are times when being a Personal Assistant could be personally difficult or emotional, 
particularly if it involves working with a person at the end of their life. It may feel like you’re 
supporting your employer’s family as well. 
 
As such, there may from time to time be problems with the relationship between you and your 
employer. Any problems should be addressed properly and as laid out within the terms of your 
employment contract. 

 
You should discuss how issues can be addressed early on in your relationship with your 
employer. 
 
Your employer may wish to meet with you on a regular basis to talk about your performance. 
This is a two way discussion and gives your employer a chance to assess whether you’re 
working in the way they want. This is also an opportunity to give constructive feedback, 
address any issues and find solutions to these issues.  
 
You should also have the opportunity to discuss your learning and development.  
 
Your employer should keep a record of your discussions and provide you with a copy. 
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Health and Safety 

Because your employer’s home will be your place of work, it’s their responsibility to ensure you 
have a safe place to work and they may carry out a risk assessment. You should speak with 
your employer about any risks or hazards that you’ve noticed. 
 
It’s also your responsibility to make your employer aware of anything that may impact on your 
health and safety, for example pregnancy in a job that requires heavy lifting. 

 
Your employer should keep a record of your discussion, especially in relation to risks and 
hazards. 

 
It’s good to keep an accident/incident book, so that anything out of the ordinary can be 
noted down. 
 
Lone Working 

Being a Personal Assistant may mean you work alone with your employer, which is often 
referred to as ‘lone working’. It’s important to be aware of your safety and that of your 
employer. 

 
It’s advisable for your employer (or someone supporting them) to carry out a lone working risk 
assessment to identify any risks and ensure that actions are put in place to minimise/mitigate 
these risks. You should make sure that somebody knows when and where you’re working at 
all times and that you have an emergency contact. 
 
Safeguarding 

You may need to attend safeguarding training so that you are able to identify when your 
employer may be at risk or suffering any type of abuse. If you think that your employer is being 
abused, you have a duty to report this to Telford & Wrekin Family Connect Service. 

If you are a Personal Assistant for a child (someone under the age of 18) you should contact 
Family Connect on 01952 358385 Option 1 or Family.Connect@telford.gov.uk Monday to 
Friday 9.00am to 5.00pm 

If you support an adult (a person over 18 years old) you should contact Family Connect on 
01952 385385 Option 3 or FamilyConnect@telford.gov.uk Monday to Friday 9.00am to 
5.00pm 

For an adult or a child contact the Emergency Duty Team on 01952 676500 Monday to 
Sunday after 5pm. 

Alternatively contact West Mercia Police on 0300 333 3000 or 101 

You can find out more about Telford & Wrekin Adult’s and Children’s Safeguarding boards at: 

www.telfordsafeguardingadultsboard.org/ - Adults Safeguarding Board  

www.telfordsafeguardingboard.org.uk/ - Children’s’ Safeguarding Board. 
 
 
 

mailto:Family.Connect@telford.gov.uk
mailto:FamilyConnect@telford.gov.uk
http://www.telfordsafeguardingadultsboard.org/
http://www.telfordsafeguardingboard.org.uk/
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Confidentiality 
 
Confidentiality is important for both you and your employer. Your employer will hold 
confidential information about you and you will have access to personal information about your 
employer in order to meet their needs and wishes.  
 
You should discuss with your employer who you can share information with, for example their 
doctor and under what circumstances. No information should be shared with anyone against 
your employer’s wishes. This includes sharing personal information about your employer on 
social media (Facebook, Twitter and so on). 
 
However, in extreme circumstances, for example a medical emergency, or if you feel there is a 
safeguarding issue, then you may have to share personal information without the consent of 
your employer. Confidential information should always be kept securely so that other people 
are not able to access it. 
 
Peer Support 
 
Peer support is when people provide knowledge, experience, emotional, social or practical 
help to each other. It can be beneficial and useful and may take different forms for example, a 
personal assistant network, support group or forum. These may be virtual or online, or groups 
that meet regularly. It’s a great way to share experiences and speak with other Personal 
Assistants who understand the unique nature of the role.  
 
Further develops and details of local peer support for Personal Assistants can be found at 
https://livewell.telford.gov.uk 
 
You can access a national peer support through: 
 
www.skillsforcare.org.uk/iepahub  
 
Addressing any problems 
 
At the start of your employment, your employer and you should establish boundaries about 
how you will relate to each other. You should discuss how you will deal with any problems that 
may arise, for example, if boundaries have become blurred or if either of you are unhappy with 
something. 
 
Just as your employer will expect you to fulfil your employment duties, you have a right to 
expect your employer will not do anything which puts you in danger or ask you to break the 
law.  
 
If you feel your employer is asking you to do something that is risky or goes against what you 
have been trained to do, you should speak with your employer. Communication is vital to 
sorting out any problems with your employer. The quicker it is talked about the faster it can be 
sorted and stops small things becoming larger problems. 
 
 
 
 
 
 

https://livewell.telford.gov.uk/Information/PASupportGroups?categoryId=1834
http://www.skillsforcare.org.uk/iepahub
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Help and Advice 
 
In all cases, it is recommended that you raise any concerns with your employer sooner rather 
than later, so that any issues/concerns can be sorted out amicably.  
 
However, if you are unable to resolve the issue directly and need employment advice you can 
contact www.acas.org.uk/  the Advisory, Conciliation and Arbitration Service (ACAS).  
 
You can also get advice from a union (if you are a member) or local support organisations. 
 
Unions can help their members resolve problems or issues related to work and can offer 
confidential advice, support and guidance. There is usually a fee for joining a union and in 
return you will receive a number of benefits.  
 
For example, Unison has a Personal Assistant support network: 
www.unison.org.uk  
 
Training and Development 
 
Learning and development is essential in any job. It will mean you do your job better, safer and 
you will have the knowledge and skills to help with future roles. There are lots of different ways 
in which you can learn. This may be shadowing a more experienced colleague, being trained 
by your employer, doing an Apprenticeship, gaining knowledge through reading or more formal 
training where you gain a recognised qualification. Speak to your employer about your learning 
and development and how it can help to meet their needs. 
 
If your employer is receiving funding from their local authority or from the NHS (usually a Direct 
Payment) the local authority or NHS organisation may pay for training to be undertaken, or 
offer free training.  
 
However, if your employer pays for your training, they may ask you to sign an agreement that 
states you will pay the employer the cost of the training if you leave their employment before 
the training is completed or within a certain time period after you have completed the training. 
 
Completing a training course does take time and usually costs money. Your employer can 
apply for funding from Skills for Care to cover the full cost (including travel and Personal 
Assistant cover expenses) of care related training. The funding can be used for short courses 
and full qualifications.  
 
As a Personal Assistant, you could highlight this funding to your employer and, if necessary, 
support them to complete an application form. For more information about the funding visit: 
 
www.skillsforcare.org.uk/individualemployerfunding  
 
There will also be training and development opportunities available from Telford & Wrekin 
Council you can find them here: 
 
Live Well Telford PA Training - https://livewell.telford.gov.uk 
 
 
 
 
 

http://www.acas.org.uk/
http://www.unison.org.uk/motions/2010/local-government/training-and-support-for-personal-assistants/
http://www.skillsforcare.org.uk/individualemployerfunding
https://livewell.telford.gov.uk/Search?CategoryId=1833&SM=ServiceSearch&UDG=True&SME=True
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How the Personal Assistant role fits into the world of social care and health 
 
Direct Payments 
 
Individuals choose to employ Personal Assistants rather than having care and support 
arranged for them by the Council because it gives them more control of where and when they 
have support as well as control over deciding who will provide this support.  
 
Most individuals who employ a Personal Assistant have something called a ‘Direct Payment’.  
They receive this Direct Payment following a Care Act Assessment or review of their care and 
support needs by Adult Social Care, usually from a Social Worker. The Social Worker will help 
them complete their Support Plan which will highlight how their care and support needs will be 
met, this will also identify their Personal Budget. This is usually the cost of the care and 
support identified in the Support Plan.  
 
You can request a copy of this plan from your employer. This is their document and you will 
need their permission to view. 
 
The Direct Payment, is for individuals to buy their own care and support from some care 
organisations, specialist equipment and/or employ their own Personal Assistants. Not 
everyone who employs a Personal Assistant will have a personal budget.  
 
People who are able to can fund their own care and support needs. They may be called self-
funders.  
 
You can find more information here: 
 
Direct Payments Factsheet 
  
Personal Budgets Factsheet  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.telford.gov.uk/downloads/file/15393/direct_payment_factsheet
https://www.telford.gov.uk/downloads/file/15383/personal_budget_factsheet
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Frequently asked questions 
 
Are there any standards or codes of practices for Personal Assistants?  
 
There are no standards or codes of practice for Personal Assistants, but it may be relevant 
for your role to follow the Dignity in Care www.dignityincare.org.uk/  
and the Code of Practice for social care workers  
www.skillsforcare.org.uk/Leadership-management/managing-people/code-of-conduct/Code-
of-Conduct.aspx 

 
Can a Personal Assistant be self-employed rather than being an employee?  
 
No. Personal Assistants are usually classed as employed under the HMRC rules. 
 
Do I have to have my own insurance?  
 
It is the responsibility of your employer to have insurance. The types of insurance they are 
likely to have are public and employer’s liability insurance. However, if you are using your car 
in relation to your employment you will need to ensure your car is insured for business use. 
 
What happens if I am ill?  
 
As an employee you are entitled to statutory sick pay, the details of which should be included 
in your employment contract. Your employer should have something in place if you are unable 
to work and for planned holidays. You should speak to your employer if you are not sure about 
this.  
More information can be found here www.gov.uk/statutory-sick-pay/overview   
 
A previous employer told me that health and safety issues were his responsibility and 
if he decided it was safe to do something then I had to do it. Is this correct?  
 
All workers are entitled to work in environments where risks to their health and safety are 
properly controlled. Under health and safety law, the primary responsibility for this is down to 
employers.  
 
You also have a duty to take care of your own health and safety and that of others who may be 
affected by your actions at work. You must co-operate with employers and co-workers to help 
everyone meet their legal requirements. If you have specific queries or concerns relating to 
health and safety in your workplace, talk to your employer.  
 
If you think your employer is exposing you to risks or is not carrying out their legal duties in 
regards to health and safety and this has been pointed out to them and no satisfactory 
response has been received, you can make a complaint to the Health and Safety Executive 
(HSE). 
 
Will I get travel to work costs?  
 
No, you would not normally get travel to work costs. 
 
 
 
 
 

http://www.dignityincare.org.uk/
http://www.skillsforcare.org.uk/Leadership-management/managing-people/code-of-conduct/Code-of-Conduct.aspx
http://www.skillsforcare.org.uk/Leadership-management/managing-people/code-of-conduct/Code-of-Conduct.aspx
http://www.gov.uk/statutory-sick-pay/overview
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Can I work with more than one person? If so, do I have to tell my current employer?  
 
Yes you can be employed by more than one person. You could choose one employer where 
you pay your tax and national insurance contributions. However, it would be best to tell your 
current employer so they can make sure they follow any regulations, like The Working Time 
Directive. 
 
My employer finds it difficult to give me holidays, can I find cover for them?  
 
That depends on what your employer wants to do. Sometimes employers could ask you to find 
cover but it is not your responsibility. You can and should say no if you are not able to do this. 
If you did know of someone who would cover holidays it remains your employer’s responsibility 
to ensure this person is interviewed, suitable for the work and has a contract. 
 
What hours can I expect to work?  
 
Your working hours will be decided by your employer and will be set out in your contract of 
employment. This can range from a few hours a week to a full working week. Quite often 
employers are looking for some flexibility within an agreed number of hours, so for example, 
working Monday and Tuesday one week, Thursday and Friday the next, but this should be 
explained at interview. If you also work for someone else and your hours clash you may be 
able to negotiate with a new employer. However, it is your employer who ultimately decides 
your working week. 
 
Will I get a payslip?  
 
Yes, by law you must receive a payslip. 
 
Can I do my own shopping at the same time as doing the employer’s shopping?  
 
It wouldn’t be usual for most employment situations to allow employees to do their shopping at 
work. However, in practice because of the nature of this work, if you are going shopping with 
the person you are employed by it might be ok with them if you pick up a few bits. It’s up to 
them, never assume this is ok. 
 
Do Personal Assistants maintain contact with social care or health services?  
 
An individual employing a Personal Assistant may or may not have on-going support from 
social services or health services. Either way you, as a Personal Assistant, should not be 
expected to have direct contact with social services or health service staff unless your 
employer has asked you to do this on their behalf or you are supporting your employer at 
appointments. 
 
Will I have to sort out my own tax and national insurance?  
 
No. You will be employed directly by your employer who will sort out your pay, tax, national 
insurance and pension contributions. Some employers use a wages/payroll agency/ bureau to 
sort out your pay every month. 
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Who is my employer?  
 
The employer is the person that recruits you to support them. All employment responsibility 
lies with the individual and not with the local authority, health service or any introductory 
services. 
 
What do I get paid?  
 
The hourly rate for a Personal Assistant employed by a Direct Payment in Telford and Wrekin 
is £10.50. Your employer will agree with how often you will be paid (for example, monthly or 
weekly). 
 
Who pays me?  
 
Your employer will be responsible for paying you, however they can choose to do that through 
a payroll service. 
 
 
 


