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® Introduction

The main objective of this Guide is to assist employers to comply
with the Laws and Regulations of the National Insurance Scheme.

When the National Insurance Scheme began operations on April
4th, 1983, the aim was the provision of social security protection
to all persons resident in Grenada. This is demonstrated through
the provision of benefits to contributors such as sickness,
maternity, employment injury, invalidity, old age, survivors, and
funeral.

The timeliness in which benefits are paid to employees is
important to the persons affected since they would be in a
situation of loss or reduction of income which impacts directly on
their quality of life. It is the desire of the NIS to significantly
minimise the time between when a contributor makes a claim
and the benefit is paid.

The National Insurance Scheme believes this can be achieved
with full co-operation by all employers. It is extremely important
for all employers to register with the NIS and to ensure that all
their employees are registered. The employer also has a
responsibility to pay his or her employees’ contributions in a
timely manner.

The “EMPLOYER” can also be used as a guide by new employers,
and persons directly involved in the submission of remittance
forms to the NIS to avoid common mistakes.

Employers should note that remittance information can also be
submitted electronically via e-mail, diskette or computer disc.
Any employer who is interested in submitting information
electronically must first contact the National Insurance Scheme
to receive the acceptable data format to submit information
electronically.
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® Who is an Employer?

A person or body corporate with whom an employee has entered
into a contract of service or apprenticeship expressed or implied
whereby such person or body corporate is liable to pay salary, wages
or other remuneration for services performed by the employee.

® Who is an Employee?

A person who performs services under a contract of service or
apprenticeship with an employer. To register an employee must
submit his or her birth /marriage certificate and all other relevant
supporting documents where necessary (affidavit, deed poll, proof
of citizenship, etc.)

(All documents presented must be original)

® Contract of Service

To determine the nature of any contractual relationship the following
factors must be examined.

1. Who is in control
2. Who owns the tools or equipment
3. Who has the chance to make a profit or a loss

A contract of service exists if someone agrees that in consideration
for wages or other remuneration he will provide his own work and
skill in the performance of some service for another person. By so
doing he agrees expressly or implied that in the performance of that
service he will be subject to that person’s control.

In the circumstances outlined above these conditions normally exist:
1. the person (employee) has no control over the duties performed
2. he personally has to provide the service

3. he does not own the tools or equipment used ( or only
insignificant tools)

*
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4. he has fixed hours of work
5. he has a fixed salary or regular commission
6. he has no possibility of making a profit or loss

It should therefore be noted that a person who enters into a contract

for a fixed time or a specific task is still an employee once the above
conditions exist.

® Contract for Service

In the case where the above conditions do not hold in the contractual
arrangement you may be considered as an independent contractor
providing a service at a cost.

An independent contractor normally is not under the control of
another person. He may or may not personally be responsible for
the execution of the job and there is the possibility that he may be
able to realize a profit or a loss.

Independent contractors are also obligated to register with the NIS

as a self employed person and make contributions on their own
behallf.

® Employees’ Earnings

The following are taken into consideration for the purpose of
determining the earnings of an employee:

Overtime payment

Cost of living bonus

Additional payments in respect of dependants
Supplements for long service in industry efficiency
Commission on sales or similar payments
Gratuities paid by the employer

Payment for night or shift work

Production bonus

Danger or dirt money or similar payments

Service charges
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Any employee’s liabilities (including tax) paid on his behalf by
the employer

Holiday pay or other amounts set aside out of the employee’s
remuneration throughout the year to be paid to him or her
periodically

® Employer Registration

Every new employer must register with the NIS within SEVEN

days of employing the first employee.

Employer’s Registration Form
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® Employee Registration

An Employer shall ensure that every employee is registered with
the National Insurance Scheme within FOUR days of commencing
employment. If that employee is already registered then he/she
should present his/her National Insurance card to his/her employer.

® Insured Persons

All insured persons must pay contributions. An insured person is
anyone between the ages of 16 to 60 who resides and is employed in
Grenada. A special provision is made for employers to pay a 1%
contribution for employees over the age of 60 and under the age of
16 to be covered for employment injury benefit.

® Contribution Deductions

At the end of every pay period contributions must be deducted. At
present it 1s 4% on the maximum limits of $693 for weekly paid
employees and $3000 for monthly paid. The employer must
contribute the equivalent of 5% of the wages of the employee.

® Contribution Deadline

The total 9% contribution must be remitted to the National
Insurance Scheme within fourteen days of the end of the month in
which the contributions are due.

® Contributions Penalty

When an employer fails to make payment by the 14th, a penalty
will be charged for non-compliance. There is an initial 10% surcharge
placed on all late payments. For every month or part of a month
that the contribution payment remains outstanding a further 1%
interest 1s charged.
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® Remittance of Contributions

Contribution payment must be made together with a remittance

form
[ )
[ )

that clearly shows:

The name and registration number of the employer

The names and registration numbers of all employees and the
month for which payment is being made.

If there are weekly paid employees the amount earned for each
week should be indicated.

The name of the authorizing officer and signature.

The insurable earnings and total 9% contribution.

The total amount of National Insurance contributions to be paid.

® Remittances

Every employer must submit complete remittances on the relevant
form when making payments.

Completed Remittance Form
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N.B. The National Insurance Scheme is encouraging all
employers to submit their remittances electronically via
the internet.

If you do not have internet facilities we also accept CD, diskette or
flash drives. This process is faster and easier. (To make an
application to pay electronically see the following Form)

MATIONAL INSURANCE SCHEME
EL ECTROMIC DATA SLIBMISSION
GEENADN
Dear Ennglioyer,

IF you wisn b0 SUBIMNL your remittancs via the ntgrmet, kindy privide us with
the falowing detals bo fscifste the process.

{PLTAST PRINT CLEARL )
WAME OF EMFLOYER/BUSINESS

15 REGESTRATION NUMBER

CONTALT TELEPHOME NUMBER ()

CONTALT FERSON

EMAIL ADDRESS

SRENATURE

FAATIORAL INELIRAMCE SCHEME P00 BE7 107, MELVULLE STAEET 5T GEDRGES

TELEFHORER J40LI30R 0T
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® Explaining the Excel Spreadsheet

The excel file which provides the electronic contribution submission
displays information in Columns “A” to Column “O”.

1.

Column A provides for the Employer Registration Number
without any dash.

Column B provides for the Sub-Number, which for most
employers 1s Zero (0).

Columns C and D provide for the year and month the employer
is paying FOR.

In Column E the Employee Registration Number must be
mserted without any dash.

In Column F the employee name, in the order Last name, First
Name must be inserted.

Column H represents the number of weeks the employee worked
for. For NIS purposes the number of weeks in any given month
is base on the number of Mondays in that given month. So the
month of January, 2007 has 5 weeks, which begin on the 1st,
8th, 15th, 22nd, 29th. The “NIS week” begins on a Monday and
ends on a Saturday. If an employee works one (1) day in any
given week he/she is deemed to have worked that week.

(see the Table of Weeks on pages 14 and 15 for guidance)

Column I provides for the insurable earnings of each employee.
Remember the ceiling on which NIS contribution is deducted is
$3000 for monthly paid employee and $693 for weekly paid
employees.

Column J is 9% of Column I. Remember however for employees
over the age of 60 or under the age of sixteen years, 1% is payable
and not 9%.

Columns K to O represent the actual weeks the employee
worked. For example, for January, 2005

a. X under week 1 means the employee worked for the whole or
part of the period January 1, 2007 to January 6, 2007

b. X under week 2 means the employee worked for the whole or

10
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part of the period January 8, 2007 to January 13, 2007

c. X under week 3 means the employee worked for the whole or
part of the period January 15, 2007 to January 20, 2007

d. X under week 4 means the employee worked for the whole or
part of the period January 22, 2007 to January 27, 2007

e. X under week 5 means the employee worked for the whole or
part of the period January 29, 2007 to February 3, 2007

If an employee DID NOT WORK for the period say January 15,
2007 to January 27, 2007 then there must be no X’s under
week 3 and week 4. But X’s under week 1, Week 2 and Week 5.

10. In ALL CASES the number of weeks under Column H
MUST EQUAL to the number of X’s under Column K to
Column O

A number of employers have the practice (where NIS benefits are
concerned) of paying the employee their full salary and recovering
that amount from the benefit cheque. Where that is done the
employer has to adjust the weeks and insurable earnings.

For example, if an employee is earning $3000 monthly and is sick
for 2 weeks starting from January 1, 2007 to January 13, 2007 and
the sickness benefit is $900, the employer would have to do the
following on the spreadsheet;

Under Column H the number of weeks should be 3 instead of 5.
The insurable earnings in Column I should be $2100 ($3000-
$900). And there must be no X’s under Week 1 and Week 2, but
X’s under Week 3, Week 4 and Week 5.

Email the completed spreadsheet to:
nisremittance@spiceisle.com

11
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The letter below accompanies electronic

submission
T H wtssaal ' @bin s 5k DATE
B Bex 333
Metvils Pred
5 I:lur'i':

Tal: @I | Fag: 608

FROM EMPLOYER HO:
ADDRERS
Cher  cominbtafion records for the period. has kbeenfwall be

raben iited by electrosac means.
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EHTERRD: DATE IHIT
WERIFIED DATE JHIT,
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® Notification of Termination

When an employee leaves the employ of his/her employer then
notification in writing of this should be promptly sent to the National
Insurance Scheme’s office.

® Benefit Claim

All benefits are processed based on the wages submitted by the
employer. An employer should therefore facilitate his employees’
benefit claims by:

NOTE:

Submitting the payments on time

Ensuring that all registration numbers are quoted on the
remittances

signing the appropriate forms and

Providing any information that may be required to process
the benefit.

The National Insurance Scheme is encouraging

employers with fortnightly paid employees to submit
their contribution information on a weekly basis.

13
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The Tables on pages 14 and 15 are a guide for the proper

completion of the Remittance Form.
Table of Week Number for 2008
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Table of Week Number for 2009
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® Contributions

The maximum earnings on which contributions are payable are:

$693.00 per week

$3,000.00 per month

The maximum 4% deductions for any given period:

$27.72 per week

16

$120.00 per month
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