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CBT Sample assessment model answers

Introduction to Payroll Systems (IPSY)

Sample assessment 1
Task 1 (7 marks)

[image: image2.png]'HMRC requires employers to keep specific information about employees.
(a) Which THREE of the following pieces of information does HMRC require an employer to keep?
[—

[

Name of employee’s pariner

Employee’s National Insurance number

Employee's previous address

Employee's bank account number






Task 1, continued

[image: image3.png]Itis important that changes to payroll information are correctly authorised.

(b) Show the most appropriate person to authorise each information change.
Select each answer by clicking on a left hand box and then on the appropriate right hand box.
Aline will appear to link the boxes. If you want to remove this line, click on it.




[image: image4.png](b) Show the most appropriate person to authorise each information change.

Select each answer by clicking on a left hand box and then on the appropriate right hand box.
You can remove aline by clicking on it.

Information change Authorising person
‘Shop Supenisor
Annual bonus .
oral Employee’s wife
employees
Employee
Change of
mployes bank Marketing Director
details
Finance Director






[image: image5.png]‘Some employers use negative payrollto record employee hours worked.

(c) Complete the following sentences by choosing the correct words from each drop down list.

‘An employer who operates a negative payroll may askits managers to record

‘This method of payroll is suitable for [salaried staf. %]

cness oAl




Task 2 (7 marks)
[image: image6.png]‘An employee worked for an organisation for a six month period from 1 Aprilto 30 September 2013.
Her date of bith s 19 October 1992.

(a) Use the information provided to make THREE appropriate entries in the P45 Part 1A below.




[image: image7.png](a) Make THREE appropriate entries

| 1] Employer PAYE reference
Office number Reference number

/

Employee’s National Insurance number

Title - enter MR, MRS, MISS, MS or other title

Surname or family name

First or given name(s)

Leaving date DD MM YYYY
[0 00 2012

[s] Student Loan deductions

D Student Loan deductions to continue

[ 6] TaxCode at leaving date

UL [

If week 1 or month 1 applies enter X in the box below.

Week UMonth1 |

[ 7] Lastentries on P11 Deductions Working Sheet.

Complete only if Tax Code is cumulative. If there is an X'
at box 6 there will be noentries here.

weekrumac] | |Wveivivambedl L |

Tml?".y“fdi*‘e. L . o
E OO0
Total tax to date ——

]






Task 2, continued

[image: image8.png]This employment pay and tax. o entry here, the amounts [ 12] Employees pivate address

are those shown at box 7.
Total pay in this employment

£

Total tax n this employment

£

Works number/Payroll number and Department or branch
(i any)

10] Gender. Enter X in the appropriate box
B

Male Female

1] Date of birth DD MM YYYY
o 0 1092

Postcode

ENNEINEEN

| certify that the details entered in items 1 to 11 on
this form are correct.
Employer name and address

Postcode

ENNEINEE

Date DD MM YYYY





Task 2, continued

[image: image9.png]tis important for payroll staffto recognise correct National Insurance Numbers.

(b) Show whether or not each of the following numbers s a correct National Insurance Number (NINO) by
dragging each number into the appropriate column of the table.

Incorrect NINO
Numbers:

ST136452A S6520L54E

LT166135C QR6416AB6

RH1652CD5

R714FT86E





Task 2, continued

[image: image10.png]s importantto maintain confidentiait in the workplace.

{€) Select the correct answers from the lists below.

() An employee has shown you a doctor's letter. You have taken a copy of this letie as evidence thatthe employee is
entitfed to sick pay. What should you do with the copy of e letter?

Scan itandthen store it on a company shared computer.

File it immediately in alocked fiing cabinet.

Putitin your tray to file ater.

Drop it on your desk and go to lunch

(i) Which of he following can prevent employee information from being shared inappropriately?

Ensuring that all computers in the organisation have standardised corporate backgrounds.

‘Scanning memory sticks for viruses when they are connected to the organisation's computers.

Using passwords to protect payroll software and keeping those passwords secure.

Printing payslips on the organisation's shared printers.






 Task 3 (7 marks)

[image: image11.png]tis importantto know when itis appropriate, and when itis not appropriate, to share information

() Show whether the following statements are true o false.

(@ Union officials may have access any union members pay defails.

Tue

False

(@) Individual pay information should be shared with all section managers.

Tue

i) A new tax code sent by HIMRC must be verified by the employes's manager.

Tue

False





Task 3, continued

[image: image12.png]tis importantto understand Statutory Sick Pay requirements.

(b) Complete the following sentences below by selecting the correct information from each drop-down list.

(i) An employes must be off sick for

TEA a5 ina row to be eligile for Statutory Sick Pay.

i) In order to be able to claim statutory sick pay an employee must geta fit note from a doctor ifthey are offwork

formore than [7_ Gl days (or another time limit determined by the employer).

i) Anew employee who has been working for one week i il eniled to Statutory Sick Pay.

(W) There

= JRd] minimum amount ihat an employee must eam to qualiy for Statutory Sick Pay.




Task 4 (6 marks)

[image: image13.png]Calculate the basic and gross pay for the two employees shown in the table below.
Enter your answers rounded to the nearest penny.

Michael Hanks 33750 37125

Kelly Sams 58125 58125







Task 5 (7 marks)

[image: image14.png]Itis important to understand how to calculate net pay.

(a) Refer tothe extract from the NI table and payroll details to answer the questions below.

Exiractfrom Nitable

Lower eamings limit 2440
Upper eamings limit 23212]
Upper accrual point 23080|
Primary threshold EX
‘Secondary threshold 2514
Employees’ primary class 1 rate 12%

Payroll Details

« Basic Pay£1,000 per month
* Molley has charitable givings of £20.00 per month

« Molley does not pay into a company pension scheme.
* Income tax £321.00.

« Employer NIC: £53.27.

(i) Calculate Molley's employee pay for National Insurance contributions.

B 38400

(i) Calculate Molley's employes National Insurance contributions

B 46.08

B §12.92

Calculate Molley's total net pay for month 5.





Task 5, continued

[image: image15.png]‘There are different requirements for dealing with different payment methods.

(b) Show whether the following sentences are true or false.

When paying an employee by cheque, all ofthe employee’s bank details need to
be recorded on the payroll system.

Tru

When paying an employes by cash, extra security measures should be taken






Task 6 (7 marks)

[image: image16.png]tis importantto be able to workto strict deadlines and o understandthe use of ifferent tax codes.
() Answer the following questions about PAYE payroll procedures.

() Bywhat date should HURC receive cleared electronic funds relating to the pay period ending
30 September 2017

19 October 201X

22 0ctober 201X

19 November 201X

30 October 201X

() How should tax be deducted for a weekly-paid employee with a starter declaration with box B ticked?

By calculating 20% of gross pay

By applying the emergency tax code on 3 Week 1/Montn 1 basis

No tax deduction should be made

By applying the emergency tax code on a cumulative basis





Task 6, continued

[image: image17.png](i) Complete the following sentence.

When an employer first employs someane, the emploer will need to register with HIRC ifthe employee

s being paid [ator above il the PAYE threshold or [ator above Jlug] the National Insurance

Lower Eamings Limit.






[image: image18.png](b) Complete the following sentences by choosing the correct information from each drop-down list.

Atachment of earnings orders are deducted from the employee's [netpay [l

‘Studentloan repayments are deducted rom the employee’s gross pay [afertax.

During the year, HIIRC may issue the payroll department with Tax Code Notice (P6).

(€) Select TWO situations in which an employee may receive a tax refund.

Changing from code DO to 700L M1

Changing from code BR to 900L

Changing from code NT to 750L

Changing from code 750L to 900L





Task 6, continued

[image: image19.png]‘The payslip is an official document given to all employees. Certain pieces of information are legally required
to be included on it

() Show which TWO of the following pieces of information are legally required to be included on a paysiip
by dragging them into the box on the right.

Pieces of information:

must be on a paysiip

[Employee adaress [Netpay

(Gross pay

[Date of birth







