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HMRC and Student Loans Policy
Purpose of this Policy 
This policy explains how Elac collects and uses starter information for payroll purposes and how Student Loan and Postgraduate Loan deductions are managed in line with HMRC requirements. The aim is to ensure employees are paid correctly and that statutory deductions are applied accurately and lawfully. 
Starter Information 
P45 
Employees should provide Sapphire Education with a P45 from their previous employer where available. hr@elac.co.uk  The P45 is used to apply the correct tax code and year-to date figures. If no P45 is available, Sapphire Education will request starter information using HMRC’s starter checklist. 
HMRC Starter Checklist 
Where a P45 is not provided, employees must complete an HMRC Starter Checklist before or at the start of employment. The checklist allows Sapphire Education to determine: 
· The correct tax code 
· Whether the role is the employee’s only or main employment 
· Whether Student Loan or Postgraduate Loan deductions apply 
Starter information is submitted to HMRC via payroll through the First Full Payment Submission (FPS). 
Responsibility of Employees 
Employees are responsible for: 
· Providing accurate and complete starter information 
· Declaring any Student Loan or Postgraduate Loan statuses correctly
· Informing the Company if their circumstances change 
NB: Elac cannot amend tax treatment without HMRC authority. 
Temporary and Short-Term Workers 
The same starter procedures apply to Temporary and short-term workers. Even where employment is brief, PAYE and Student Loan rules must still be followed in full. 
Student Loan and Postgraduate Loan Deductions 
When Deductions Apply 
Student Loan and Postgraduate Loan deductions are made when: 
· The employee confirms they have a loan via the HMRC starter checklist, or 
· HMRC issues a formal SL1 (Student Loan) or 
· PGL1 (Postgraduate Loan) notice 
Deductions start from the first available payroll after notification. Loan Types HMRC may instruct deductions for the following loan types: 
· Plan 1 
· Plan 2 
· Plan 4 (Scottish loans) 
· Plan 5 
· Postgraduate Loan (PGL) 
HMRC determines the applicable plan. Sapphire Education cannot decide or change the plan type. Where an employee has stated they have a student loan but are unaware of which plan, Plan 5 will be automatically assigned until a formal notification is received to change. 
HMRC Notices 
When Sapphire Education receives: 
· SL1 – Student Loan Start Notice 
· SL2 – Student Loan Stop Notice 
· PGL1 – Postgraduate Loan Start Notice 
· PGL2 – Postgraduate Loan Stop Notice 
Sapphire Education must: 
· Follow the notice exactly
· Start or stop deductions as instructed 
· Apply changes no earlier and no later than required by HMRC 
NB: Employee requests alone are not sufficient to start or stop deductions. 
Thresholds and Calculations 
Deductions are calculated automatically through payroll based on:
· Employee earnings 
· Current HMRC thresholds and rates 
· Loan plan type 
Deductions apply only when earnings exceed the relevant repayment threshold. 
Incorrect or Missing Information 
If starter or loan information is incomplete or later found to be incorrect:
· Payroll will be corrected where permitted 
· Any under- or over-payments will be handled in line with HMRC guidance 
· Employees may need to contact HMRC or the Student Loans Company directly 
The Company cannot refund or adjust Student Loan deductions without HMRC instruction. 
Data Protection 
Starter information and loan data are handled confidentially and used solely for: 
· Payroll processing 
· HMRC reporting in line with UK data protection legislation. 
Queries and Further Information 
Questions about tax codes or Student Loans should be directed to: 
HMRC (for tax codes and PAYE) 
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