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Conclusion


� HYPERLINK "http://home.inrev.gov.uk/cogmanual/COG205000.htm" ��COG205000�
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Fact Finding (includes Information Gathering & Follow Up)


� HYPERLINK "http://home.inrev.gov.uk/cogmanual/COG202000.htm" ��COG202000�
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Preparation


� HYPERLINK "http://home.inrev.gov.uk/cogmanual/COG201000.htm" ��COG201000�
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Calculation of Liability


� HYPERLINK "http://home.inrev.gov.uk/cogmanual/COG203000.htm" ��COG203000�
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Resolution (includes Voluntary & Formal


� HYPERLINK "http://home.inrev.gov.uk/cogmanual/COG204000.htm" ��COG204000�








� HYPERLINK "http://home.inrev.gov.uk/cogmanual/COG201050.htm" ��COG201050�


Receive SIP and Prepare Compliance Check





� HYPERLINK "http://home.inrev.gov.uk/cogmanual/COG202050.htm" ��COG202050�


 Starting a Compliance Check





� HYPERLINK "http://home.inrev.gov.uk/cogmanual/COG202075.htm" ��COG202075�


Undertake Compliance check visit & immediate follow up action





� HYPERLINK "http://home.inrev.gov.uk/cogmanual/COG204050.htm" ��COG204050�


Close





� HYPERLINK "http://home.inrev.gov.uk/cogmanual/COG204075.htm" ��COG204075�


 Voluntary Closure Procedure








� HYPERLINK "http://home.inrev.gov.uk/cogmanual/COG205050.htm" ��COG205050�


Closure Process 





� HYPERLINK "http://home.inrev.gov.uk/cogmanual/COG203050.htm" ��COG203050�


Agree Computations








_1339326526.vsd
<Process Name>


<Function>


Employer Compliance – Small Medium Enterprises (SME): 
Risk review and Preparation Receive SIP and Prepare compliance check 



Manager


Local Compliance Workflow Manager



SIP Received


2
Receive request and allocate to manager


3
Receive case and review details


1
Distribute to Local Compliance Manager


4
Discuss case details and agree to accept or reject


5
Receive rejected case update and return to originator


6
Update Working Selection List


7 
Conduct secondary risk assessment and passes to manager for approval on ECS


8
Authorises case to ECS


9
Create intervention plan of risks


10
Set up file management


11
Uses the decision tree to decide the next action:


Excel e-sip


Excel e-sip


ECS
SEES


Issue Letter


Phone Call


Visit


Systems and Tools



Compliance Support



Caseworker


sop1600


SOP2050


Issue Letter


Systems and Tools


Compliance Support



Caseworker


SEES


SOP2500
Factsheets
EC/FS1--EC/FS2
EC/FS5--ECFS/4


1
Issues letter requesting records




3
Send reminder and further copies of fact sheets



4
If no response received within 14 days following issues of reminder you should refer the case to your senior manager



6
Review records and decide:




7
Carry out any follow up actions form compliance checks



8
Prepare Computations 


9
Issue computations for agreement


Visit


5. Consider formal action in accordance with
CH253500


Not Received


Records Received


Senior Manager


Visit not Required


Phone Call



Caseworker



Systems and Tools



1
Calls employer or agent



2
Issue Letter



3
Carry out any follow up actions from compliance checks



4
Prepare 
Computations



5
Issue computations 
for agreement



SEES



Unable to make contact


1
Book appointment and confirm date and time of visit


2
Send out an obstructive employer letter


Arrange transport logistics (you need to consider security and encrypted lapto[


Visit


Systems and Tools


Caseworker


Compliance Support


Visit unbooked


Visit Booked


SOP2500


SOP2150


Undertake  Compliance Checks and Immediate Follow Up Action


CASEWORKER


SYSTEMS / TOOLS


1. Undertake Health & Safety 
Assessment (HSA) 



5.Agree next actions


4.Educate employer - agree and confirm resolutions




2. Speak to Manager follow the advise on HMRC H&S site on visits.


6.Write up the meeting notes and send for agreement


3. Talk through and Walk through




SEES


Review records 


Conduct
Compliance
Check


HSA check satisfactory 


HSA check unsatisfactory:


SOP2450


SOP2525
SOP2550


SOP2850


Review records


Agree Computations Conduct Compliance Check


Manager


Systems & Tools


Caseworker


Agree Computations
For Agreement


Formal Procedure
COG700200
Extent Time Limit
COG500250
Consider Litigation
COG500300
Settlement Strategy


Prepare Case for Voluntary Closure
COG600200
Request Repayment
COG 500350


Computations
Not Agreements



Computations Agreed


SOP4300


SOP4500


SOP4700


Undertake Compliance
Checks and
Follow Up Actions


Systems/Tools



SOP3100
CC/FS7


 FOLLOW UP	


Case Worker



1. Carry out any follow up action from the Compliance Check



2. Prepare Computations



3. Issue Computations for Agreement
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Manager


Caseworker


Compliance Support


Systems & Tools


 Receives Request and Allocate to Caseworker


ESIP


Receive Sip


Voluntary Settlement Close


Manager


Caseworker


Systems & Tools


4. Letter of Offer Returned
Letter of Accptence re issues Ready for Closure 
COG 800200


1. Recalculate interest
PEA’s and Penalties (if appropriate)
Request Payment
Update Intervention Plan
COG 600300


2. Fill out the 94EC and Acknowledge PDA and SAFE Process


3. Issue Letter of Offer


SOP5300


Closure Process


Manager


Systems & Tools


Caseworker


Complete Intervention Plan and Closure Forms


Feedback to RIS


Issue
Closure
Letter


Update
IT Systems
Yield and Numerical Targets


Close Case
On ECS


SOP7500


ECS


Formal Procedures


Caseworker


Systems and Tools


1.Request reason for disagreement


2.Advises Employer Agent taking formal Action including Penalties


3.Appeal Procedure
   Standover Computations
   Prepare Submission to RAV


4.Non Appeal Procedure
Advise DMB to Collect


Ready for Closure


Appeal Not Received


Appeal Received


SOP6850



