
Lecture 2 
Starting Payroll for Local & 

Foreign Employees



Different types of 
Employment 
• Local

• EU

• TCN (Third Country National)



Refugee status (Asylum 
Seekers)
When is Asylum granted?



Local

• ID card Number serves as Tax Number and 
Social security Number. Process is very straight 
forward. 

• Tax Single, Married, Parent

• Social Security as per normal



EU Expat

• ID card Number serves as Tax number though in 
some cases they might be asked for a Tax 
Registration Certificate like when they go to 
open a bank account.

• If there is no Maltese Resident card then we 
need to apply for a tax number

• Social Security number has to be applied for 
separately and is obligatory.



TCN

• Work Permit or Employment Licences 

• National Insurance Number

• Tax Number



Work Permit

• Identity Malta

• Single work permit from Abroad

• New in Malta

• Change of Employer

• Termination



Single Work Permit –
Change of employer
• Application

• Passport & Valid Residency Card

• Original employment contract signed and dated 
(with a clause saying that it will take effect if 
permit is granted)

• Position Description as per template

• Proof of advertising of past six months 

• Jobs plus declaration of Sustainability

• Lease of property agreement

• Approval letter from Housing Authority (that 
the property is registered)



Single Work Permit – New 
Application (in Malta)
• Application

• Passport & Valid Residency Card

• Original employment contract signed and dated 
(with a clause saying that it will take effect if 
permit is granted)

• Position Description as per template

• Proof of advertising of past six months 

• Jobs plus declaration of Sustainability

• Lease of property agreement

• Approval letter from Housing Authority (that 
the property is registered)

• Local/European full refund insurance policy

• Health Screening



Single Work Permit – Still 
Abroad
• Application

• Passport including blank pages

• Original employment contract signed and dated 
(with a clause saying that it will take effect if 
permit is granted)

• Position Description as per template

• Proof of advertising of past six months 

• Jobs plus declaration of Sustainability



Single Work Permit – Still 
Abroad – following successful 
application

• Copy of an official invitation letter (by Identity 
Malta)

• Copy of Visa

• Local / European full refund insurance

• Lease property agreement

• Approval Letter of Housing Authority

• Health Screening



How to apply for an NI 
Number
• It is imperative that you have an active eid. 

Nothing can be done without it

• Link to application is 
https://www.servizz.gov.mt/en/Pages/Inclusion
_-Equality-and-Social-Welfare/Social-
Solidarity/Benefits-and-
Services/WEB632/default.aspx









How to apply for Tax 
number
• The tax number application is on the following 

link 

https://mfin.gov.mt/en/eForms/Pages/Expatriates
-Taxpayer-Registration.aspx

https://mfin.gov.mt/en/eForms/Pages/Expatriates-Taxpayer-Registration.aspx








Company Information

• Business Name

• Address

• Industry (for WRO)

• PE number

• VAT Number

• Tax Number

• Principle Name & Role



Employee Information

• It is important to have all the Employee 
information immediately as if they terminate or 
suddenly leave then it will be very difficult to 
get this information

• Successful end of year submission depends on 
this information









Documents for Start of 
employment 

• Jobsplus Engagement form

• FS4 to CFR



Schemes

• Jobsplus have a number of Schemes that 
contribute towards the wage of the employee



National Insurance

• Person not paying as Director

• Person on part time works full time elsewhere

• Person who will continue paying NI Abroad



Tax Rate

• Non Resident tax rate

• Normal Tax Rate

• Special Tax Rates



Allowances

• Make sure that all allowances and Fringe 
benefits are clear to you and the person being 
employed



End of Year

• FS3

• FS7

• Online submission

• Format of entered data

• For those who need a tax number this is the ID 
number for end of year



How do we do an End of 
Year Submission

• Eid

• Access to CFR as an employee of the company

• Representative



Self Employed

• Jobsplus – self employed with or without 
employees

• VAT Number

• Can he be on payroll?

• National Insurance



Questions?


