
Is the Supplier providing 

Goods or Services?

Start

IR35 does not apply. Proceed with 

the usual PO process

Services

OverseasIs the Service Provider based in 

the UK or Overseas?

IR35 does not apply. Proceed with 

the PO process and contact 

payroll@napier.ac.uk for tax liability 

wording to be included in any 

contracts.  

Goods

Is the supplier a company with more than 

5 directors? 
Yes

No

IR35 may apply.

The Check Employment Status for Tax (CEST) tool should be used to 

find out if a worker on a specific engagement should be classed as 

employed or self-employed for tax purposes.

Is the worker acting through an intermediary?

UK

Is the proposed arrangement that the 

individual should be engaged as a casual 

worker or an employee on a fixed term 

contract?

IR35 does not apply. Complete the 

Staff Authorisation Form in liaison 

with your HR Partner 
Yes

No

You want to use the 

CEST tool to find out if 

the off-payroll working 

rules (IR35) apply to a 

contract.

See Section 2

Yes

No

You want to use the 

CEST tool to find out if 

this work is classed as 

employment or self-

employment for tax 

purposes.  

See Section 3



Outcome

CEST is 

Completed

Outside off-payroll 

working rules

Inside off-payroll working 

rules
Undetermined

Complete Status Determination 

Statement (SDS 1) and blank dispute 

form from the link below and share with 

intermediary and worker via email to 

communicate decision.

Worker should be paid through the 

usual PO process. Ensure the SDS and 

copy of the CEST is also attached to 

the requisition. No NI or tax will be 

deducted from payments.

Any off-payroll queries can be raised to 

the procurement inbox: 

procurement@napier.ac.uk

Worker should be paid through Payroll. NI 

and income tax will be deducted from any 

payments made.

Additional Information may be 

required. Contact payroll 

team for more guidance and 

next steps.

Worker Acting Through An Intermediary

Complete Status Determination 

Statement (SDS 2) and blank dispute 

form from the link below and share with 

intermediary and worker via email to 

communicate decision.

Forward all correspondence to the payroll 

inbox with the subject line: “IR35 – 

*WORKER NAME*” for filing and audit 

purposes.

Payroll Inbox: payroll@napier.ac.uk



Outcome

CEST is 

Completed

Worker is deemed self-

employed for tax 

purposes

Worker is deemed 

employed for tax 

purposes

Undetermined

Worker should be paid through Payroll. NI 

and income tax will be deducted from any 

payments made.

Additional Information may be 

required. Contact payroll 

team for more guidance and 

next steps.

Worker Not Acting Through An Intermediary

Complete Status Determination 

Statement (SDS 1) and blank dispute 

form from the link below and share with 

worker via email to communicate 

decision.

Complete Status Determination 

Statement (SDS 2) and blank dispute 

form from the link below and share with 

worker via email to communicate 

decision.

Worker should be paid through the 

usual PO process. Ensure the SDS and 

copy of the CEST is also attached to 

the requisition. No NI or tax will be 

deducted from payments.

Any off-payroll queries can be raised to 

the procurement inbox: 

procurement@napier.ac.uk

Forward all correspondence to the payroll 

inbox with the subject line: “IR35 – 

*WORKER NAME*” for filing and audit 

purposes.

Payroll Inbox: payroll@napier.ac.uk
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