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Introduction

To find out who counts as an employee go to page 12. This will help
you to decide whether someone who works for you is an employee or is
self-employed. It is an employer’s responsibility to get this right.

Before you pay your new employee for the first time you must
undertake certain identity checks, for further information go to 
page 13. You are now ready to pay your employee for the first time.

Has your employee given you a form P45? see page 16. No

Yes

No
Is the leaving date at box 4 of the
P45 for the current tax year (from
6 April 2009 to 5 April 2010)?

Obtain P46 information
from your employee -
see page 18.

Yes
Phone the New Employer
Helpline on 0845 60 70 143.
They will advise you what tax
code to use for your employee -
see page 16.

Use the tax code
shown in box 6 of the
P45 - see page 17.

Determine the tax code
from the completed
form P46 - see page 20.

You are now ready to set up your payroll.
• If you are using the P11 Calculator on your Employer CD-ROM you will need to install your

CD-ROM onto your computer. The installation and system requirement details are on the
back of the CD-ROM cover. Once you have installed your CD-ROM go to page 24.

• If you are using the manual P11 Deductions Working Sheet remove the form P11 Deductions
Working Sheet from your New Employer Pack and go to page 49.

Calculate the Pay As You Earn (PAYE) tax and National Insurance contributions (NICs) on your
employee’s gross pay. You must pay most of your workers at least the National Minimum
Wage rates, for further information see page 13.

Check your employee’s form P45 or form P46. If box 5 of the form P45 (see page 16 and 17)
or box D of the form P46 (see page 18 and 19) indicates that you need to make Student Loan
deductions from your employee’s pay take the following action:
• if you are using the P11 Calculator on your Employer CD-ROM this will calculate the Student

Loan deductions for you - see page 34
• if you are operating a manual payroll phone the New Employer Helpline on 0845 60 70 143.

Issue a payslip to your employee - see page 75

Make payments to HM Revenue & Customs (HMRC) - see page 76

Quick guide for paying someone for the first time


