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1
INTRODUCTION
The overall aim of the qualification is to accredit candidates’ knowledge and understanding of the fundamental principles relating to the basic calculations and preparation of both a weekly and monthly payroll, using some manual routines but mainly commercially available payroll software. 
In addition, it accredits some book-keeping skills of candidates in understanding and performing the routine tasks of calculating the cost of wages to the employer.

Within the qualification, candidates have the opportunity to expand their knowledge of income tax and National Insurance calculations for the PAYE employee.  Candidates are also introduced to processing additional payments and allowances and payments of statutory sickness pay, maternity leave, adoption pay and paternity pay.  The syllabus also deals with the treatment of student loan repayments, and the practice relating to both further routine and some non-routine tasks.

This qualification requires candidates to understand those payments which constitute Gross Pay and therefore liable for income tax and National Insurance contributions.

The processing of payroll data, such as hours worked, hourly rates, bonuses and commissions are important elements of the IAB Level 2 Certificate in Computerised Payroll qualification and may be carried out in both a manual format or using the payroll software.
Candidates may progress to the IAB Level 3 Diploma in Payroll and/or IAB Level 3 Diploma in Computerised Payroll on successful completion of this qualification.

To be awarded the qualification, candidates are required to successfully demonstrate their competence in by means of an external examination.  It will also provide progression to the NVQs in Payroll Administration at Levels 2 and 3.  Candidates will receive acknowledgement of successful completion of this qualification by means of formal letter and Certification.
2
AIMS

In summary, the qualification aims to enable candidates to: 
1 
Develop their understanding of day-to-day payroll procedures in both a manual environment and using commercially available payroll software
2 
Develop the skills to perform routine and some non-routine payroll tasks using the

          software.
3 

Understand the importance of accuracy and security in performing any payroll task and 

          especially the data security implications of keeping payroll data on computer.
Upon completion, candidates should progress in their learning to further develop their knowledge, understanding and skills in;
· Using further aspects of a computerised payroll system incorporating use of commercial payroll software for the dealing with directors NIC.
· Further studies of HM Revenue and Customs procedures including month and year end

· Using the information provided as a basis for calculating costs of production, administration, selling and distribution.

· Dealing with redundancy, pensions and other legislation relating to payroll procedures

· Ability to produce management reports in relation to payroll.

3
TARGET GROUP

The IAB Level 2 Certificate in Computerised Payroll is specifically designed to appeal to those who are aspiring to become professional payroll processors.

The Level 2 qualification is primarily designed for the following candidates:

· Those who have achieved the IAB Level 1 and/or Level 2 Certificate in Payroll

· Those who are new to working in payroll but have some previous general knowledge of payroll procedures.

· Those who now wish to increase their skills and knowledge to that required of payroll clerks prior to employment.

· Those who have previously worked in either a manual or computerised payroll environment and have not received a qualification.

· Those who wish to return to working in payroll and need to update their knowledge by extending manual payroll skills to those needed when operating commercially available payroll software.

· Those who are already employed in payroll processing, both manually or on computer and who wish to ensure that they have both a firm foundation and the knowledge and skills to perform some non-routine tasks.

· Those preparing for or undertaking an NVQ in Payroll Administration at Level 2 who wish to underpin this with a thorough grounding in the fundamental knowledge, understanding and skills associated with producing and processing a payroll at that level.

4
STATEMENT OF LEVEL

This qualification has been designed to assess the knowledge and skills of Payroll Administration at Level 2 of the National Qualifications Framework.
5
ENTRY REQUIREMENTS

In order to embark on a course leading to the qualification, candidates must be numerate and have basic skills in numeracy and communication. Information regarding equivalent qualifications can be found via the IAB website (www.iab.org.uk) or by contacting the IAB directly.  It is advisable for candidates to have ability in arithmetic at Level 1 prior to embarking on study for the qualification.  
As the examination tests the application of knowledge, understanding and skills and not simply the recall of facts, candidates will be expected to demonstrate an understanding of the subject area and to apply this knowledge in the examination.

6
PROGRESSION

The qualification has been designed to provide the essential knowledge, understanding and skills required to complement and enable candidates to progress to other related qualifications at Level 2 of the National Qualifications Framework.

The candidate can enhance the study of Payroll at Level 2 by studying the IAB Level 2 Certificate in Computerised Payroll or progress to the IAB Level 3 Diploma in Payroll. It will also provide progression to the NVQ in Payroll Administration at Level 3, A/AS levels in Accounting and related units in the Advanced Vocational Certificate of Education (AVCE) qualifications.
7
THE STRUCTURE OF THE QUALIFICATION

This is a single unit qualification divided into ten Learning Outcomes and sub-divided into a number of Assessment Criteria.
Teachers/trainers may find it necessary to address the Learning Outcomes in a set order initially but after the completion of basic tasks on Gross Pay, Income Tax and National Insurance contributions, teachers/trainers may proceed with any order but should ensure that learning programmes are designed to meet the needs of individual candidates.  
It is considered that this qualification has an estimate of 45 Guided Learning Hours (GLH) or 90 hours of Notional Learning Time. The qualification is expected to take 90 hours of Notional Learning Time.   It is ‘notional’ because the actual GLH of courses must take into account the specific needs of the individual candidates for the qualification.  For example, candidates who are relatively new to payroll may need significantly more GLH as opposed to those with substantial experience who may need less.  Teachers/trainers should use their professional judgement in assessing the needs of candidates and deciding the GLH to be provided.  The need for students to complete self and directed study is assumed when setting the Notional learning time at 120 hours for the qualifications.
8
ASSESSMENT AND GRADING

All Learning Outcomes will be assessed through one externally set and marked examination of two hours, consisting of a series of practical and theoretical tasks.  Each Task will build on the previous one and will assess the candidate’s ability in relation to one or more Learning Outcomes with associated Assessment Criteria.  Two or more theoretical questions will be asked to cover the Learning Outcomes not practically assessed in the examinations.
Candidates will be required to carry out all tasks accurately and in keeping with payroll practice. Faults will be incurred where candidates make errors in entering data, calculating gross pay, income tax, national insurance, additional benefits and allowances, or following required procedures. 

In order to achieve a Pass, candidates will be required to complete the assessment tasks without exceeding the permitted error tolerance.
To achieve the qualification, candidates must obtain at least 65%.  Such candidates are categorised into four grades, namely: Distinction with Commendation; Distinction; Credit and Pass.  Candidates obtaining less than 65% are categorised into Marginal Fail and Fail.
PASS FAIL MARKS/PERCENTAGES
A*
DISTINCTION WITH COMMENDATION 

95% and above

A
DISTINCTION




85 – 94.99% 



B
CREDIT





75 – 84.99% 



C
PASS






65 – 74.99% 



M
MARGINAL FAIL




60 – 64.99%



F
FAIL






Below 60%
Candidates may sit the Examination on either the specific dates set and published by the IAB or on dates set by Centres on an ‘On-demand’ basis.  Centres are advised to consult the IAB Centre Handbook on the IAB website (www.iab.org.uk) or contact the IAB for details of how to arrange an 'On-demand' examination.  All necessary security of candidate data and information will be undertaken by the IAB.

9
CERTIFICATION
All candidates who achieve a Pass grade in the examination, will be informed of their achievement in an official IAB Results Letter sent within ten weeks following the examination.  Additionally candidates who pass will receive the IAB Level 2 Certificate in Computerised Payroll.  
10
NVQ IN ACCOUNTING LEVEL 2 SIGN-POSTING 

A sign-posting map is provided at the end of the Unit Specification (Section 16), demonstrating the links between this qualification and the knowledge and understanding requirements of the NVQ in Payroll Administration at Level 2. 
11
KEY SKILLS LINKS  

During their study towards the qualification, candidates may have opportunities to develop the knowledge and skills necessary to produce some of the evidence required for the Key Skills Level 2 in the following:

· Application of Number 

· Communication 

· Working with Others

· Improving own Learning and Performance
· Information and Communication Technology
· Problem Solving

Appendices 1 and 2 provide details of the links between this qualification and potential opportunities to develop the Key Skills.
12
SPIRITUAL, MORAL, ETHICAL, SOCIAL AND CULTURAL VALUES

Tutors preparing candidates would have opportunities to introduce relevant ethical, social and moral values throughout a course leading to this qualification.  Of specific relevance would be matters of honesty and integrity, probity and confidentiality of information.  In addition, the IAB Framework for Regulation and Code of Best Practice (provided at Appendix 4) also underpin all Learning Outcomes of the qualification.
13 HEALTH AND SAFETY ISSUES, ENVIRONMENTAL ISSUES AND EUROPEAN DEVELOPMENTS

There is basic coverage of Health and Safety issues relating to the office working environment in this qualification.
14
REASONABLE ADJUSTMENTS FOR CANDIDATES WITH PARTICULAR REQUIREMENTS

The IAB and IAB Accredited Centres are required to ensure that candidates with particular assessment needs are not disadvantaged and that appropriate arrangements are made to meet their assessment needs. The procedure to make an application for arrangements to meet a candidate’s specific needs is detailed in the IAB Centre Handbook.

15
ENQUIRIES AND APPEALS

The IAB and IAB Accredited Centres are required to process all enquiries and appeals in accordance with the IAB established procedures as set out in the IAB Centre Handbook.

16
UNIT SPECIFICATION INCLUDING NVQ LEVEL 2 IN PAYROLL 
ADMINISTRATION SIGN-POSTING

(see pages 7 – 10)

IAB Level 2 – Certificate in Computerised Payroll 

SINGLE UNIT (IAB UNIT Code P2.2) – COMPUTERISED PAYROLL PROCESSING

Aim of the Unit

Upon the completion of study for this unit, it is intended that the candidate will be able to:

· Provide an introduction to the Payroll Function

· Operate basic functions of a computer.
· Set up key parameters, codes and details in payroll software

· Calculate and enter Gross Pay

· Enter details relating to additions and deductions
· Amend settings and details

· Process details of those starting or leaving employment

· Perform weekly/ monthly routines

· Understand confidentiality, security and other statutory responsibilities

· Take printouts

Prior Knowledge and Skills Requirements

Before starting a course of study or training leading to the assessment for this qualification, it is assumed and is advisable that the candidate has already acquired the knowledge and skills as specified in the IAB Levels 1 and 2 Certificate in Payroll 
	Learning Outcome


	Assessment Criteria

	2.2.1  Provide an introduction to

 the Payroll Function
	Understand and be able to discuss:

· The role of the Payroll Office

· How the Accounts department, Personnel department and Payroll department work together

· The necessity for confidentiality, security and accuracy

· The need and application of Internal checks and controls

· Verification of information



	2.2.2   Operate basic functions of a computer
	Understand the need to carry out visual simple safety checks when starting up the computer system.

Understand the purpose of Passwords and the organisational procedures for changing them.

Be able to undertake the procedures for taking back-up copies of software and data and understand what it means to restore data.

Be able to save, print, transfer documents using various software i.e. email

Understand the effects of:

· Fire damage

· Disk corruption and rotation

· Secure and Off Site storage

· Anti virus and Firewall safety software.



	2.2.3   Set up of key parameters, codes and details in payroll software


	Be able to:

· Check/ change government parameters

· Set up Company details

· Set up payment and deductions types

· Enter employee details including year to date figures


	2.2.4   Calculate and enter Gross Pay
	Understand what constitutes Gross Pay for Income Tax and National Insurance Contributions (NIC).

Be able to calculate Gross Pay for the week, month or year based on

· Annual Salary

· Basic weekly or monthly pay 

Be able to calculate:

· Overtime from information on timesheets or clock/swipe cards/ dockets

· Temporary pay, lump sums and retrospective pay

· Commission and bonuses

· Piece Rates

· Holiday Pay

Be able to enter details of Gross Pay comprising:

· Hourly rate and hours worked including overtime

· Monthly/annual salary

· Commission, bonuses etc

· Holiday Pay

· Temporary pay, lump sums and retrospective pay



	2.2.5   Enter details relating to additions and deductions
	Be able to enter details of:

· Pension Contributions (not including the setting up of Pension Schemes)

· Periods of sickness 

· Maternity leave/pay

· Paternity leave/Pay

· Statutory Adoption leave/Pay

· Parental Leave Entitlement

Understand and be able to deal with the repayment of Student Loans and Attachment of Earnings Orders.

Be able to enter information relating to other voluntary deductions e.g. Social Club, Private Health, Payroll Giving, etc. and understand the pre- and post- tax implications.



	2.2.6   Amend settings and details
	Be able to make changes to stored information:

· Government parameters and legislation

· Personal Information

· Tax Codes

· Organisational procedures including amendments to Cash Analysis requirements



	2.2.7   Process details of those Starting or Leaving a place of employment
	Be able to enter details of new employees including:

· Personal details

· Tax code/NIC category

· Previous employment pay and income tax figures

Appreciate the processes necessary for those starters without a P45.

Be able to process leavers, including printing of P45 details


	2.2.8   Perform Weekly/

Monthly Routines
	Understand and be able to complete   

· Back-Up/ Restore/ ‘Check Data’ routines

· An update of the system
Understand the total cost to the business of the payroll including employer’s costs

Understand the information required by the book-keeper/Accountant relating to posting the wages information to the accounts of the business.



	2.2.9   Understand Confidentiality, Security and other statutory Responsibilities
	Understand and have an appreciation of the need for complete confidentiality of employees and employer information at all times

Be aware of legislation, e.g. Data Protection Act 1998, Employment Rights Act 1996, Asylum and Immigration Act 1996 and Health and Safety regulations where it relates to working with a computer or VDU.

Be able to give assistance to the employee wherever possible and know when they should be referred to the HMRC 

Understand the Employer’s legal responsibility to forward all appropriate monies to external agencies at the appropriate time.

Be aware of Age Discrimination Regulations



	2.2.10  Take Printouts
	Be able to take routine printouts:

· Government Parameters

· Company and Employee Details

· Company and Employer Year to Date information

· Payslips

· Payment Summaries

· P11

· Cash Analysis

· P45




UNIT ASSESSMENT

The examination of this single unit qualification will be of 2 hours duration.  Any examinations sat from 

1st September to 31st August of the following year will be set using information relating to the Tax Year legislation in operation as at 1st September.  For example the examinations set for January 2009 and June 2009 will be set using legislative limits relating to Tax Year 2008/09.  

Candidates may sit the Examination on either the specific dates set and published by the IAB or on dates set by Centres on an ‘On-demand’ basis. Centres are advised to consult the IAB Centre Handbook on the IAB website (www.iab.org.uk) or contact the IAB for details of how to arrange an 'On-demand' examination.  All necessary security of data and information will be undertaken. 

NVQ IN PAYROLL ADMINISTRATION -  LEVEL 2 SIGN-POSTING

IAB Level 2 Certificate in Computerised Payroll 

Single Unit (IAB Unit Code P2.2) – Computerised Payroll Processing
	Learning Outcomes of the 
IAB Level 2 Certificate in Computerised Payroll
	
	Related to the following Elements of the NVQ in Payroll Administration

Level 2


	2.2.1   Provide an introduction to the Payroll function
	4.1,4.2

21.1, 21.2

22.1, 22.2

71.1, 71.2, 71.3


	2.2.2   Operate basic functions of a computer
	4.2

21.1, 21.2

22.1, 22.2


	2.2.3   Set up of key parameters, codes and details in payroll software

	21.1, 21.2

72.1, 72.2

	2.2.4   Calculate and enter Gross Pay

	4.1, 4.2
21.1, 21.2

71.2, 71.3, 72.1, 72.2


	2.2.5   Enter details relating to additions and deductions
	21.1, 21.2

71.2, 71.3, 72.1, 72.2


	2.2.6   Amend settings and details
	21.1, 21.2
71.1, 71.2, 71.3, 72.1, 72.2,

73.1, 73.2



	2.2.7   Process details of those starting or leaving place of employment

	71.1, 71.2, 71.3

	2.2.8   Performs weekly/monthly routines
	4.1, 4.2

21.,1, 21.2

72.1, 72.2, 73.1, 73.2


	2.2.9    Understand confidentiality, security and other  statutory responsibilities
	21.1, 21.2

22.1, 22.2

71.1, 72.1, 71.3, 72.1, 72.2, 73.1, 73.2,


	2.2.10 Take printouts


	21.1, 21.2

71.1, 72.1, 71.3, 72.1, 72.2, 73.1, 73.2,
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