
Click to edit Master title style

• Click to edit Master text styles
• Second level

• Third level
• Fourth level

• Fifth level

[INSERT STUDY PROGRAMME 
NAME}

Starting Payroll for Local & Foreign Employees

Lecturer: Matthew Vella

Date: 19.10.2022

Award in Payroll 
Fundamentals



Click to edit Master title style

• Click to edit Master text styles
• Second level

• Third level
• Fourth level

• Fifth level

[INSERT STUDY PROGRAMME 
NAME}

Quick Recap

• What is the source to calculate FSS Tax?

• How do I determine which Social Security category applies?

• Can I pay Social Security from more than one employment?
Take note of the Malta Budget measure October 2021
Persons working in more than one part-time job will have the option 
to pay the contribution on more than one job (up to a maximum of 40 
working hours) in order to pay a higher contribution rate thanks to 
which they can benefit from a higher pension rate
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Quick Recap
• What is the source to calculate FSS Tax?
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[INSERT STUDY PROGRAMME 
NAME}

Quick Recap
• How do I determine which Social Security category applies?
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Different types of Employment

• Local

• EU

• TCN (Third Country National)

Award in Payroll Fundamentals
19.10.2022



Click to edit Master title style

• Click to edit Master text styles
• Second level

• Third level
• Fourth level

• Fifth level

[INSERT STUDY PROGRAMME 
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Different types of Employment

• Refugee status (Asylum Seekers)

The person can only work in the country in which the 
status was granted.

An employment licence is issued by Jobsplus (time-frame 
is usually 4-6 weeks)
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[INSERT STUDY PROGRAMME 
NAME}Onboarding / Engagement
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The employer is responsible to notify Jobsplus of every engagement within 3 working days from the first 

day of employment. 

We suggest that you register to the Jobsplus portal be able to submit registrations electronically. 

However Jobsplus engagement forms can still be submitted by email to hriu.jobsplus@gov.mt

Every Expatriate / foreign employee needs to be registered for social security via online portal

The social security number is provided via email

https://www.servizz.gov.mt/en/Pages/Inclusion_-Equality-and-Social-Welfare/Social-

Solidarity/Benefits-and-Services/WEB632/default.aspx

The employee/employer is also responsible for applying for a Tax Number

For residents this should to be completed online

https://finance.gov.mt/en/eForms/Pages/Expatriates-Taxpayer-Registration.aspx
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Employment - Local

• ID Card would be the person’s tax number and Social 
Security Number

• The process is very straight forward

• Be informed of the tax status / percentage to be applied

• Social Security deductions as per normal schedule
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[INSERT STUDY PROGRAMME 
NAME}Employment 

Maltese Nationals
• Contract of Employment

• Complete and submit FS4 
(email PDF to fss.cfr@gov.mt)

• Register with Jobsplus (online 
portal)

• Be notified of any previous 
income and tax paid (previous 
employment for current year)
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Employment – EU / Expats

• Apply for Social Security number

• Tax number

• Do not assume that the Maltese Resident Card is the tax 
number (validate the SS number to confirm)
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[INSERT STUDY PROGRAMME 
NAME}Employment 

Non-Maltese (EU)
• Contract of Employment

• Application for Social Security 
Number (online)

• Application for Tax Number if 
not automatically generated

• Register with Jobsplus (provide 
copy of ID / passport)

• Complete and submit FS4 
(email PDF to fss.cfr@gov.mt)
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Employment Forms

Resident - to be submitted Online
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Employment Forms
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Non-Resident - submitted via email 
taxpayeregister.cfr@gov.mt
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Employment – TCNs
• Work Permit or Employment Licences

Issued by Identity Malta
Single Work Permit
Termination / Change of Employer or Designation

• Social Security Number

• Tax Number
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[INSERT STUDY PROGRAMME 
NAME}Downloads – CfR

• E-Services – Employers e-service

https://cfr.gov.mt/en/eServices/Pages/IRD-Services-Online-Employers.aspx

Forms and Guidelines

Click on the following links to access forms and guidelines relevant to FSS obligations and submissions. The 
Electronic Lodgement Specifications is a guideline which is more technical in nature and aimed at payroll 
software developers who may be required to provide the facility of the electronic lodgement to their 
clients.

➢ Electronic Lodgement Specification

➢ CFR 02 - Authorise Tax Rep.

➢ CFR 03 - Registration Form

➢ FSS with FBT Spreadsheet *

➢ Download the FSS e-filing sheet for MS Office 2007 and onwards

➢ Set up Taxation 2-Factor Authentication

➢ Power-point Presentation on how to Submit FSS data
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Downloads – CfR

➢ FSS with FBT Spreadsheet
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[INSERT STUDY PROGRAMME 
NAME}Online Validation / Submissions

• https://cfr.gov.mt/en/Pages/Home.aspx

• Log in with E-ID
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Prepare:
Paper and Pen (thought you had them!)
Calculator / Calendar (use PC)



Click to edit Master title style

• Click to edit Master text styles
• Second level

• Third level
• Fourth level

• Fifth level

[INSERT STUDY PROGRAMME 
NAME}Let’s Discuss…

• What information / documents do 
we need to include the employee 
in payroll software?

Employee complete profile
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✓Full name

✓Address

✓Date of Birth

✓Contact Number (?)

✓Email Address

✓Date of Employment

✓Tax & SS Number

✓ IBAN

✓Employment Basis (Full-time/ 
Full-time Reduced Hours / 
Part-time)

✓Weekly Hours

✓Salary + Allowances

✓Designation / Job title

✓FS3s all previous employment 
current year

✓Absence entitlement

✓Any other relevant information
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[INSERT STUDY PROGRAMME 
NAME}Let’s Discuss…

• It is imperative to have all the employee information provided to you 
immediately.

• It would be very difficult to obtain any missing information in case of 
termination or the employee leaving the island

• This information is crucial for the submission of the End of Year declaration
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[INSERT STUDY PROGRAMME 
NAME}Let’s Discuss…

• How do you receive information / profile of a new employee?
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• Do you retain employee records manually?

• Are these updated regularly?
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[INSERT STUDY PROGRAMME 
NAME}Let’s Discuss…and calculate

❑ Info

Peter, a Maltese resident, is a new employee. 
His date of birth is 01.10.1974
He has joined a company on 3rd October 2022, on a full-time basis

The employee’s tax status is Single and has a basic gross annual salary 
of €25,000. No other fixed allowances are agreed upon in the 
contract of employment

The employee was in employment elsewhere till 30.09.2022
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[INSERT STUDY PROGRAMME 
NAME}Let’s Discuss…and calculate

• What are the required forms / registrations?
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• Jobsplus

✓Engagement Form

✓Submit: Online / hriu.jobsplus@gov.mt

• Commissioner for Revenue (CfR)

✓FS4

✓Submit: fss.cfr@gov.mt
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[INSERT STUDY PROGRAMME 
NAME}Let’s Discuss…and calculate

• What do we need to check / verify before including the employee in 
payroll software?
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• Validation of
➢Social Security Number

➢Surname and ID Card / Tax Number

➢IBAN

• FS3s previous employment
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[INSERT STUDY PROGRAMME 
NAME}Let’s Discuss…and calculate
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• What would Peter’s monthly hours be on his payslip?

• What is his basic monthly gross?

• Identify the Social Security category – what is the basic weekly 
wage?

• What would the basic gross salary and Social Security deductions 
be in December 2022?

• Calculate:
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[INSERT STUDY PROGRAMME 
NAME}Let’s Discuss…and calculate

• Calculate:
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• What would Peter’s monthly hours be on his payslip?

Peter is employed on full-time basis of 40 hours per week

40 hours x 52 weeks = 2080 hours

Divided by 12 months = 173.33 hours per month



Click to edit Master title style

• Click to edit Master text styles
• Second level

• Third level
• Fourth level

• Fifth level

[INSERT STUDY PROGRAMME 
NAME}Let’s Discuss…and calculate

• Calculate:
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• What is his basic monthly gross salary?

Peter has an annual gross salary as per contract of €25,000

€25,000 divided by 12 months = €2,083.33
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[INSERT STUDY PROGRAMME 
NAME}Let’s Discuss…and calculate

• Calculate:
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• Identify the Social Security category – what is the basic weekly 
wage?

Peter has an annual gross salary as per contract of €25,000

€25,000 divided by 52 weeks = €480.77 per week (rounded)
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• Identify the Social Security category (€480.77)
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[INSERT STUDY PROGRAMME 
NAME}Let’s Discuss…and calculate

• Calculate:
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• What would the basic gross salary be in December 2022?

Basic Salary: € 2,083.33

December Bonus €      67.55*

Total Gross: € 2,150.88
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NAME}Let’s Discuss…
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• Calculation of December bonus (full bonus is €135.10)

This is based on the working hours for the previous six months

July to December: 173.33 x 6 = 1040 hours

The employee joined in the beginning of October

Total hours July to December: 173.33 x 3 = 519.99 hours (Oct-Dec)

Formula: 135.10 divided by 1040 hours x total number of hours

Formula: €0.74 x total number of days from 03.10.2022 - 31.12.2022

90 days x 0.74 = €66.60
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[INSERT STUDY PROGRAMME 
NAME}Let’s Discuss…and calculate

• Calculate:
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• What would the Social Security deductions be in 
December 2022?

Basic Weekly Wage: € 480.77

Category: C2

Formula: 480.77 x 10% x 4 Mondays

SS Deduction (Employee): € 192.31
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Thank You!

19.10.2022
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Questions?


