
5. IR35 Off-Payroll status 
determination as applicable.

Record company name.

Inform contractor that PSC 
must be incorporated in the 
UK before assignment start 

date.

1. Is personal service 
company (PSC) 
already set up?

Get signed opt out as soon as 
possible & definitely by interview 
stage. Inform client in writing that 

contractor has opted out.

4. Does contractor want to 
opt out of Conduct Regs?

No
Check with your manager, as 
other paperwork is required.

Yes

- Signed 
- Before assignment 
- Notify client**

Yes

No

You can’t contract with a 
company that does not 
exist yet.

2. Confirm contractor’s 
right to work in the UK.

Dependent upon internal 
requirements. Should request at 
least copy of document. 

3. Confirm that the 
contractor’s company is 

a PSC. 

Limited Company with a single 
Company Director, Shareholder and 
Sole Employee (who are all
one and the same person).*

6. Assignment agreed by both 
parties in principle, PSC 
placement or switch to 
Umbrella placement.

7. Get written confirmation of 
assignment from client, and 

confirm terms of business that 
apply, including Off-Payroll 
status determination and 

reasons as applicable. 

This can be on email and 
should definitely include start 
and end dates or duration and 
charge rate. 

Personal Service Company Compliance Checks       



8. Confirm assignment details, 
PSC name, address & company 

number with contractor.

9. Send PSC the PSC contractor 
contract for the assignment. 

See guide on which terms apply.  
Do not send out contract until 
written confirmation received 
from client.

10. Request PSC 
documentation. 

Dependent upon internal 
requirements.  Will include: 
incorporation certificate; VAT 
certificate if appropriate; PSC bank 
account details; NI Number for 
intermediary reporting; Insurance 
Documentation (Best Practice)

11. Preferably before start 
date, check required 

documentation received 
from contractor.

• Signed contract
• Conduct Regs opt out
• PSC documents
• Off-Payroll status 
determination and reasons.

Should have UK registered 
address, if not, contact your 
manager.

12. Preferably before start 
date, but within internal 

limits, check right to work in 
UK face to face with 

contractor as applicable.

Endorsed photocopy of RTW 
documentation should be kept & filed 
in line with internal procedures. 

• *Ideally - a Limited Company incorporated in England & Wales, with a single Company 
Director, Shareholder and Sole Employee (who are all one and the same person. You 
can find out this information by using the Government Beta search service 
https://beta.companieshouse.gov.uk/. You may still be able to engage contractors who 
do not satisfy this requirement where they are not the sole director and/or majority 
shareholder.  A PSC has been broadly defined as a shareholder with a material interest 
in the company which is 5% or more of the ordinary share capital. If you are unsure on 
the legitimacy of the PSC contact legalhelpdesk@apsco.org. 

• **The notice must be signed by both the PSC and a representative of the PSC and 
must be given to the employment business; notice must be in writing; must be in place 
before the start of any assignment; and the recruitment company must notify the 
client of the opt-out arrangement before it supplies the contractor to the client. If the 
client isn’t informed, the opt out isn’t valid.

• *** In the public sector now and across all placements with medium/large businesses, 
post 06th April 2020, the decision to determine employment status on an assignment 
basis moves from the contractor’s PSC to the public authority, recruitment firm or 
third party paying the PSC (the fee payer). The client must provide status 
determination and reasons. The party with the direct responsibility for paying the PSC 
(the fee payer) will have ultimate responsibility. See APSCo guidance for further 
information. 
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