
EMPLOYING A PERSONAL ASSISTANT (PA)
IN SCOTLAND

WHAT IS A PERSONAL ASSISTANT (PA)?

LEGAL RESPONSIBILITIES AS AN
EMPLOYER

FUNDING OPTIONS

A personal assistant is someone you
employ directly to support the person you
care for with day-to-day activities. PAs can
help with:

Personal care (bathing, dressing,
toileting)
Medication prompts
Preparing meals
Household tasks
Social activities or outings

Unlike agency staff, you are the employer
and responsible for hiring, paying, and
managing the PA.

Contracts and Terms

Provide a written contract including:

 Job description
 Hours and pay
 Holiday entitlement
 Notice period
 Sickness arrangements

Payroll and Taxes

You are responsible for:

 Paying wages
 Income tax and National Insurance
contributions
 Workplace pension contributions (if
eligible)

Many councils provide guidance or payroll
services for direct payment recipients.

Insurance

You must have employer’s liability
insurance. Public liability insurance may
also be recommended if the PA works in
the home.

Many carers use self-directed support
(SDS) from the local council to fund a PA:

Direct payment: Cash paid to the
cared-for person (or carer) to employ a
PA directly.
Council-managed support: Council
arranges and pays for care workers on
your behalf.

Key points:

Apply for a needs assessment from
your local authority’s social work team.
 If eligible, you can request a direct
payment to manage your own PA.
Direct payments give more flexibility
and choice but come with legal
responsibilities as an employer.

Registering as an Employer

You are legally the PA’s employer once you
hire them. You must register with HMRC for
PAYE if you pay above the National
Insurance threshold.



USEFUL CONTACTS AND SUPPORT

RECRUITMENT AND SAFETY CHECKS

Social Work/Adult Social Care – Needs
asessment, direct payments, SDS
guidance: Contact Moray Council Access
Care Team - 01343 563999

Carers Scotland/Carers UK – Advice on
employing a PA, training, legal
responsibilities: www.carersuk.org/scotland

HMRC – Employer registration, PAYE, taxes:
www.gov.uk/paye-for-employers

PVG Scheme (Disclosure Scotland) –
Background checks: www.mygov.scot/pvg-
scheme

Skills for Care/Scottish Social Services
Council – Training and qualifications:
www.sssc.uk.com

Citizens Advice Moray – Employment law,
contracts, insurance advice: 01343 550088
www.moraycab.org.uk

Recruiting a PA

Advertise clearly with job description and
person specification. Interview candidates
and check references.

Safety Checks

For roles involving personal care, a PVG
(Protection of Vulnerable Groups) check
may be required. Training may also be
required or recommended for:

 Manual handling
 First aid
 Medication administration

Training and Support
Councils and carers organisations can
provide training courses for carers and
PAs. Keeping a training log is good practice.

As a carer employing a PA, you have the
right to:
 - Support and advice from your local
authority about funding, training, and
employment responsibilities.
 - Guidance from carers organisations such
as Carers Scotland or Carers UK.
Employment rights also apply to your PA,
including minimum wage, holiday and sick
pay, and protection against discrimination.

BENEFITS AND INTERACTIONS

Quarriers Carer Support Service (Moray)
232 High Street - Elgin - IV30 1BA
01343 556031 
carersmoray@quarriers.org.uk
www.quarriers.org.uk/morayvcc

This information is provided in good faith. Every effort has
been made to ensure it is accurate and up to date. Errors
and omissions excepted .
29.04.26

RIGHTS AND SUPPORT FOR CARERS

✅ Arrange a needs assessment and   
request direct payments if eligible.
✅ Register as an employer with HMRC.
✅ Create a written contract with pay,
hours, and duties.
✅ Carry out PVG checks and references.
✅ Set up payroll, taxes, and pensions.
✅ Provide or arrange training and keep
records.
✅ Maintain clear records of hours, leave,
incidents, and payments.
✅ Seek advice and support from local
council or carers organisations.

CHECKLIST FOR EMPLOYING A PA

MANAGING YOUR PA

Daily Management

Create weekly schedules and task lists.
Keep records of hours worked and leave
taken.

Performance and Communication

Hold regular meetings to discuss issues or
feedback. Ensure the PA understands the
cared-for person’s preferences and needs.

Record Keeping

Keep clear records of:

 Employment contracts
 Wages and tax payments
 Training records
Accident or incident logs

https://www.google.com/search?q=Moray+Council+Access+Care+Team&oq=moray+council+access+care+team+telephone&gs_lcrp=EgRlZGdlKgYIABBFGDsyBggAEEUYOzIICAEQ6QcY_FXSAQg2NDgyajBqMagCALACAA&sourceid=chrome&ie=UTF-8&mstk=AUtExfD1ikXiVNv8DUxKJpWkayI46sNNN-_IID5tFk73w6lk7hwTiLkpSpcxj4Bpt1KyNkM2oydN3Riz99--04qD33XcQKAeuwfHCzv8tGfAU_DNZzrI5qVG949uYAuOj01rGKY8Wzx__cFjeEL8dDXLhczzXS9oGM1vS4fdclD5JtEVHCk&csui=3&ved=2ahUKEwjAu6eCsf6QAxUBVqQEHT_UK9YQgK4QegQIARAB
https://www.google.com/search?q=Moray+Council+Access+Care+Team&oq=moray+council+access+care+team+telephone&gs_lcrp=EgRlZGdlKgYIABBFGDsyBggAEEUYOzIICAEQ6QcY_FXSAQg2NDgyajBqMagCALACAA&sourceid=chrome&ie=UTF-8&mstk=AUtExfD1ikXiVNv8DUxKJpWkayI46sNNN-_IID5tFk73w6lk7hwTiLkpSpcxj4Bpt1KyNkM2oydN3Riz99--04qD33XcQKAeuwfHCzv8tGfAU_DNZzrI5qVG949uYAuOj01rGKY8Wzx__cFjeEL8dDXLhczzXS9oGM1vS4fdclD5JtEVHCk&csui=3&ved=2ahUKEwjAu6eCsf6QAxUBVqQEHT_UK9YQgK4QegQIARAB
https://www.google.com/search?q=moray+citizens+advice+bureas&sca_esv=da4047d43b4ca818&ei=gc4dabq4H8vMhbIPsvvY-QM&ved=0ahUKEwj6_J6Csf6QAxVLZkEAHbI9Nj8Q4dUDCBE&uact=5&oq=moray+citizens+advice+bureas&gs_lp=Egxnd3Mtd2l6LXNlcnAiHG1vcmF5IGNpdGl6ZW5zIGFkdmljZSBidXJlYXMyBxAAGIAEGA0yBxAAGIAEGA0yCxAAGIAEGIYDGIoFMgsQABiABBiGAxiKBTILEAAYgAQYhgMYigUyBRAAGO8FMgUQABjvBUiePlAAWOo2cAN4AZABAJgBkgKgAf8cqgEGMjAuNy40uAEDyAEA-AEBmAIioALsHcICChAAGIAEGEMYigXCAhAQLhiABBhDGMcBGIoFGK8BwgIQEAAYgAQYsQMYQxiDARiKBcICCxAAGIAEGJECGIoFwgITEC4YgAQYsQMYQxjHARiKBRivAcICCxAuGIAEGMcBGK8BwgIOEC4YgAQYsQMYxwEYrwHCAgUQABiABMICBRAuGIAEwgIPEAAYgAQYsQMYgwEYChgLwgIJEAAYgAQYChgLwgIJEC4YgAQYChgLwgIPEC4YgAQYxwEYChgLGK8BwgIaEC4YgAQYxwEYrwEYlwUY3AQY3gQY4ATYAQHCAgYQABgWGB7CAggQABiABBiiBMICBxAhGKABGAqYAwC6BgYIARABGBSSBwYyMi43LjWgB7rZAbIHBjE5LjcuNbgH5B3CBwYwLjMyLjLIB0U&sclient=gws-wiz-serp
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