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The Employer’s Pack

* |ssued to around 1.3 million employers
* 85% employ 20 or fewer employees

» Selection of forms and guidance




UK tax system

 Employer deducts precisely the right
amount of tax from each employee’s
paycheck (PAYE)

e Deductions are few

 Banks pay interest with precisely the right
» amount of tax deducted
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* Most people do not have to do tax returns
— 27 million people pay tax
— only 8 million have to do tax returns

() Effortmark




How It works

e Typical salary £16000 (approx $22500)
e ‘Tax Code’ for single person is 461L

461 means £4610 of pay will be free of
tax (approx $6450)

« ‘Tax tables’ tell employer how to spread
the tax-free pay across the year and how
to tax the rest

e ‘Tax code’ can be adjusted by the Tax
Office part-way through the year if
circumstances change
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National Insurance Contributions

o Similar to Social Security Tax
e Deducted from employee’s paycheck

* Originally used to finance ‘state
pensions’, sick pay, National Health
Service (hospitalization)

« My personal view is: now just another
type of tax
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Example
item from
1997 pack

Révenue

PAYE Tax Tables April 1997 issue

Taxable Pay Tables

Tables showing tax due on taxzble pay for use in accordance with the directions given on Cards 2
anel 2 af the Employer's Quick Guide 1o FAYE and NICs (the CWGT cards).

These Tax Takles, which have besn prapared oy the Board of Inland Revenue, are to be
brought into use from 6 April 1997, You should continus to use tham until the Tax
Citice tells vou to destroy thermn.

You should continue to use Tables & 1993 issue,

IMPORTANT

Pages 2 and 3 tell you which tax table to use.
¥ou must refer to these before you turn to the tables.
If you do not use the correct tax table your employee

may pay the wrong amount of tax.

Annual Bands

Tax Rate
20% up to £4,100
23% from £4,101 - £26,100
40% over £26,100

Ay suggestions for improving these tables should
be sent ta Inland Revenue, Room 81, 10 Maltravers Strees, [
c/o Somerset House, Strand, Landon WCZR 1LB.

—

Tables LR+ Bto D April 1997 issue
BRSO 12746
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Changes to the pack in 1997

Before:

— two packs, one each from Inland Revenue and
Contributions Agency

— employers were sent full selection of required forms

_‘.'UNS.‘

¢ Change ﬂR'éh{fenue :‘(ﬁ? o Bt S Sy

Working tegether for you

— one combined pack
— employers have to order the forms they need
— objective: ‘Reduce Burden on Employers’




The pack in 1997

e Good points:
— single mailing, previously two
— new mailing smaller than previous two added together
— no issue of unnecessary forms
— pretty good feedback from market research

e Less good points:

, — lots of usability problems

— tried working out change of tax year using the
Instructions

— had to swap between documents at least 19 times

— | found it almost impossible to work out what | had to
do using the pack
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Initial usabllity testing
e Persuaded Inland Revenue to let me do
usabllity testing as part of an MBA project

 Three employers, one in each test
session

e Test looked at:
— Initial opening of the pack
— first thing they were told to do: order forms
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Example problems

* Three conflicting messages on the
envelope itself, including two different
dates to start

o Participants did not know
what to order or when
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What happened next

* Report was well-received

» Asked to do some paid-for testing on
another element of the pack:
reference cards.
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Second round of usabillity testing

CHANGEE TO THE WORORD GUT OF CONTRACTED-OUT
HICs nesuimes Faou Tae Pousons Act 1988

e Two card authors
worked with me

Wy I e RS for Pt of Costracied-Dial Moy Furcheas (COWF) Scherws e worbed ool recorded snd
e
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O i by B L o im e iy o il oyt 1o (500 (1] Ao it iy i PP
il 1y ey | % e %

used the cards
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= iy w gy @ ke R vk, ] o B Wit ASH v e

* s e i of Wikt Ssmamary, bovm. P14 i sescsboncl, DD wll cutosfiste smy g rststed Tiop up’ dus
The redanss wil rangs Detwesn 1.1% and P

e Authors watched
the test on video =

L] 1y il e Nelrv 30 FRCOw O ok 7 0 T Sy, oo 14 el riervnd Sohes Cominacing-out Fiembes [S5ON) o
I n T T P S Y Y R T R S I —— S —

Pkt I W ekl T D oot sl, degi'e S knly irevichusin in COM Sohusmas arel o mahs
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G ot i e e ko W Puarve T righl 0 Py e bt S it e B Pk ]

B bt el dbingie. A . et s B (LT |

Fra ey P poerpsprrsles; bpFeey aell b 4K s ¥, g Dy

T oo b Nebigil I o0 SRS e BTRIoYEE ¥ ComRct dade of Ssrh i recorded. Thin vl heig: 10 npeed up e Cafouiaion and
ey bl e dnph ] T v

Employens in Contescfiod
w

For syt . Coricnd Ch Ealary Tirlabed [C0T] Bcharras e 1 o Uharas Timy il yots monpliermset el (ovivast
i pay W e et el Dol of el vy oF 4.0%% aplt | % I epityee el T M gl
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alary Mefaled Scimomed

+ Ersployers. Culch Gukse 1o Pay & You Ears
snd Hational ssurance contribuliona -
CWEA = Apeil 15997
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Example problems: Help cards

 Over 400 observations noted
* Only 69 of them were good points

« Typical problems:

— formal name of cards was
“Employer’s Quick Guide to Pay As You Earn and
National Insurance Contributions CWG1”

— contents listed on back of first card

Employees in Contracted-Out Salary Related Schemes

v

For employees in Contracted-Qut Salary Related (COSR) Schemes there is no change. You and your employees will continue
1o pay NICs at a rebated level but at a flat rate of 4.6%, split 1.6% to employeas and 3% to employers.

You should continue to record NICs under the appropriate contribution Table letter D, E or C or the mariners’ aquivalents.

* Employer's Quick Guide to Pay As You Earn
and National Insurance contributions - 22

CWG1 + April 1997
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Typical detailed observations

o Statutory Sick Pay - good point

— clear title to card, easy to find

o Statutory Sick Pay - example problems

— there is nothing on the front of the card to tell you that
there is a step by step guide on the back of the card

— some parts of the task are described in the wrong
order (e.g. employer is twice instructed to read the 3
gualifying conditions)
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What happened next

e Dealt with 93 of the recommendations

* Envelope changed to have consistent
messages

e Order form redesigned
 Name of cards abbreviated (a little)

« Removed one card from the pack

* Employer’s Quick Guide to PAYE and NICs « CWG1 = April 1998 ConNTINUES >
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Cost-justifying usabillity

 |dentified unnecessary help card

o Cost per card approx. 2p per card printed
e Minimum printed: 1.3 million

* Immediate saving: approx. £26,000

* plus the cost of maintaining the card for
future years
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Usability
2000 and 2001
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Four years later
* Pack is getting good reports from
guantitative research

e But... big spread in the Daily Mall saying
that it is horrible

 |Inland Revenue and Contributions
Agency now merged

 New enthusiasm for usabillity of pack.
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Some items from the 2000 Pack

Cand i
Gemeral information on PAYE o NICs

Révenue

'I?Efpmm

PAYE = instructions fo ensplogers

RévVenue

The Enplover’s Annnal Pack

Your Employer's Orderine guide
= for the end of this year 1999-2000 and
= for next year 3000-2001

-
Run a Small Business? o
vl walli &, WP, T, V0, o a e ) o

Gearing up to pay Tax Credits? T T T
Order ovur Free Video Now!

abel)
cache e e arve rocsiord 3 boen PR foa
B o by LEA) - we Card & ot WG (000
e T

Tha Inlond Reveds o produced o vides and lesllel amed o1
imaler amployan.
T vichens & sl 15 manaites lang ond aspling dliarky

b o arry rerpioyer sho e bl o on,
8 30 (remn whara, borms of Tying e

B S, T L Tule O e

i ey

* what employers nesd 1o do; premployess |
A ————
iy My cam S ko e ot u-w;:n—wod.pummhhu-m
furthar infar=ation.
T il i o s o
@MF”“ Thee loallet oocompanying tha video Is.o hondy semmany of e woy R P70tk i & At 2000
s nue the vrtem works, e B U
E v The e i s el ¢ o (he
W*Hﬂ'f Frilig - gl To obtain a free copy of the video e bl
5 Wradey T — and leaflel®, erer your detnils
- 15~ 1 Datardey Sawe thne - srie the checklist on page 7, R&ﬁ’enue Beabow cand feo: thia B ber ww ooic
§
PR AR

P [0 i el o ey et
L md b i wted . i rearsed by (045G
BE 38 par rronith

Lait dates hor Bems b resh your Inlsnd Besenues office (ha Tax Office)
= A9 Ay 2005 - P44 and P35

o uly 2000 - PO, P10 and PIIDE

Wiwa may have 1o pay & penshty H you miv theie date.

il o svmargrdy use b AL Rk
il Wi O RN
arrace

Pleour fwem oy

My From 6 Apsil 2000

WETE - Warking Famiiley Tax Credit Loty Pesbinds:

DFTE - Meabled Person Tas Credi Comiod noma:

AL - Ealkection of Sludent Liar PrT————

page 1

Hhoadue (ol msphirpmes

Biew entries o farma highlighted . o . o -

ancrn s et L ———
(o ATp ] M
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Usabillity investigations

 Blend of:

— contextual enquiry
— ‘classic’ usability testing
— coghnitive interviewing

e Feedback based on:
— video clips
— personal experience
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Typical finding: too many messages

2000 Employer’s Annual Pack

Important: Please
open at once

Remember: Forms
P14 (OCR), P9D
and P11D need to
be ordered
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Typical finding: confusing message

/

That doesn’t
apply to me, |
don’t employ
any students

~

/

“Student loans”: an employer has to deduct repayments
of a student loan from an employee who used to be a
student (not one who is currently a student)

24
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Typical finding: not actually using the materials

“Of course the cards are easy to use”

(looks through cards trying to find the one
used most recently)

“I remember now, | made some notes on
the previous year’s card”
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Result

Business support for phased approach

Year 1:

— total redesign of pack appearance
— total redesign of order form

— Items omitted if they could be

— Iterative usability testing

e Year 2:

— total redesign of cards into booklets
— more iterative usability testing

Ongoing: further investigations on what
employers really need

26
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Features of new design

' Révenue

Keep this naote with any resw tas codes - for the year
starting on & Apiil 2003 — until you ane neady Lo 26t up
your 2002-2003 payroll, You will get rew 1ax codes an

= tarm PRT) 'Re_-:
L

Tax codes from 6 April 2002

Employees without a rew Lax code lrem your

Imland Revenus office

Carry forward the tax code from last year's form PIT to
thie 2002-2003 form P T but

add 8 o any tax code ending in L.
For example old tax code 4530 plus 8 mow
becomes 4611

add B to any tax code ending in A
For example old tax code 5724 plus 8 now
becomes 504

= acd 8 o any tax code ending in H.
For example old tax code S90H phes 8 now
becomes E98H

Simple branding

a1

o0 Nl Copy Ty ey Lioe rpanth 1°

o, electronic versions of the PRT), (The type
will depend on your individual anangements with ws)
* of, 8 paper 9.

Vou willl el get @ new tax code for eviry employee.

What to do before the new tax year starts
Changes effective from & April

*  The new threshold (starting point) for PAYE is £89
per week (L3835 per month).

*  The new emefgency code is 46101

A step-by-step guide to setting up your

2002-2003 payroll,

Marual - Prepane & Deduchons Waorktng Sheet, form PITT

of equivalent recoed, for sach employee whi will b

working bof you on 61h Aprdl 2002, You rut use the

PII{2002:03) (or equivalent record]. These ace salable

Frasr thee Ervgplayer’s. Ordiding.

Compiater — Follow the same iteps theough your

payrall soltwade,

Mow ender the tax codes for the new tax year starting

& Apdil T00F on each harm P1T,

P T3 for emplayees with a new tax code on

Form PHT) fram your Inland Revenue office

* ki Bredl i L PR PIT) weillhh this Mgl ieCent
it for sach empioyes

®  acrap any form PR(T), for he tame employee, with
an earfier date

*  oopy the tax code from the fom PYT) to the form P11

*  update any tax codes whene you gel a laber form PRT)
which s received after yous have set up your foms PR T,

The PI 15 for these emplayess are now ready for the

o LK Y

Employer's Pack  PRX(2002)

markings

change any Lix codes whens you received @
Tt P8 Mo Ll b wibe iy 200 -2002.

Do not add & to a tax code where you have a
foam PS{T).

Thee P11 for thids e ployees ank niow roady 1or th
il L ydar,

Employee leaving - Do not change the tax code for an
employes whaose employment with you will finish

agtore the start of the new tax year on & April, even if
e

Helps Bock Day-to-day payroll £
Thee boaklet in youws Employers Pack PATE 2w
ool Wit for 20022003, E12, showd rated and I
20022003,

. Continue to use [ﬂxﬂh‘f’w’ Tahles S8 +« 8 to D
(May 2001),

+ Keep and use Tax Tobles A (1993}

Ay prablems with seiting up your payroll -
call ore of the Employer's Helplines

Hew emphoyers 0845 60 70 143
More experienced

emplayers OB45 F 143 143
Deal employers please

use textphone on 0D&45 &02 1380

Computer users pleaie fom over

SBAT |01 CuiberiilW  BSIZGI  MOWINES

Use of pictures
for description

\]Bold headings in
plain language
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Before

After

1 Forms P9(T) or electronic equivalent -
code changes to be operated from

6 April 2000

Form P9(T) is a Notice of Employee's Code to be
operated from 6 April next.

Notification of code changes may also be sent to you by
list, magnetic media or Electronic Data Interchange
(EDI) if you require this. Code changes notified on form
PO(T) (or list, cartridge, tape or by EDI) will include all
the changes to be put into effect. Bulk notifications will
be sent in February and early March.

Where you receive a code notification for any
employee please follow the procedures outlined in
Card 6 of the CWG1(2000) enclosed with the
Annual Pack.
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What happens now

Keep this note with any new tax codes - for the year
starting on 6 April 2002 - until you are ready to set up
your 2002-2003 payroll. You will get new tax codes on

R T TR T T RS R T D T T T e S ETE T

i kit Anytown 1 |
'Revenue Anytown {

ANHL INY N
Maotkie to employer of employee’s 1ax code ]

¢ form P9(T)

Mt e mmmm:n:-l!ﬂ

= o s
ABC Ltd i
| 1 High Street 01.03.02 :
i Rmytown s |
| Aase 020/A123 i
|
| Gy’ rame Mr A Smich | |
i
i Mational inwrance number AR 12 34 56 C B
| i
| [ ——— [ 12462 !-|
H I
| |
| Tax code . — ]
i Thet cate of Uit exmploryte [ 552L :_[
| |
| Pleate uve hor the Lax pear ]
g A
Inirucm o it amplapes ]
| 1 Kegtha foem, m o S pran. |
i 1 Mﬂ.lﬂ:‘wﬂ Tyt Ml arbu e et i
8 - o |
'

e it k] R iifice.
in it Dz sl i hcach 9 i i
e e Sesad b § o8RO FAL 0 pone bt et OWGE 8 o0 Tave S areadly rhane 1.
e

i |
1] ]

e

s L Al S = A Y b

* or, electronic versions of the P9(T). (The type
will depend on your individual arrangements with us)

® or, apaper list.

You will not get a new tax code for every employee.
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Features of the work

e Business support

Mixed usability methods

Mixed usability, design and graphic
design team

Short term visual improvements

Medium term guidance improvements
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Contact detalls

Caroline can be contacted at:

Effortmark Ltd

16 Heath Road
Leighton Buzzard
Bedfordshire
LU7 3AB

01525 370379

Caroline.Jarrett@ Effortmark.co.uk

30




