
These Notes provide help with 
completing the Simplified PAYE 
Deduction Scheme forms and tell 
you what you need to do and when
As soon as you have made your last payment of wages, pay us your 
final quarter of tax, National Insurance contributions (NICs) and 
Student Loan deductions.

By 19 April 2011
All payments for the tax year ending 5 April 2011 must be sent to your 
Accounts Office by 19 April 2011. We will charge interest on payments that 
arrive after 19 April.

However, if you pay us by an approved electronic payment method and 
your payment reaches our bank account by or no later than 22 April then 
we will not charge you interest.

We will send you form P37 Employer Annual Return towards the end of 
the tax year. As soon as possible after you have made your last payment of 
wages for the tax year:
•	 �check that all the P12 deduction cards you hold are completed
•	 �make sure you sign and complete the Declaration and certificate on the 

front page of the form P37 Employer Annual Return.

By 19 May 2011
You must submit all the P12 deduction cards with the P37 Employer 
Annual Return to your HM Revenue & Customs (HMRC) office by 
19 May 2011.

Do it online
Unlike most other employers, if you operate the Simplified PAYE Scheme 
you don’t need to file your Employer Annual Return online. However, if you 
still complete your Employer Annual Return P12s and P37 on paper, we 
recommend that you consider using our free Online Returns and Forms – 
PAYE product. Using our online service means that you can:
•	 complete electronic versions of the P12 deduction card (just enter the 	
	 gross pay. Any statutory payments and/or Student Loan deductions and 	
	 the net pay, Income Tax and NICs are calculated and recorded 		
	 automatically each pay period)
•	 file your Employer Annual Return P12s and P37 online
•	 print a P60 End of Year Certificate for your employee.

It can also save you time, reduce errors and is available 24/7 so you can use 
it at a time that suits you.

		�  For the tax year 
ending 5 April 2011

P37 Employer Annual Return

P37(SEES) HMRC 09/10

Employer Annual Return

Return to:

Accounts Office reference 

Year ended 5 April 

Your reference 

HMRC office phone number Employer PAYE reference 

PAYE Income Tax, National Insurance contributions and related payments
This form will help us to check that you have made the right payments for the above tax year.

Please complete the front of this form and send it back to us at the above address. This must reach us by 19 May
following the end of the tax year.

Send with this form all the forms P12 Simplified Deduction Cards you still hold for the above tax year.

Enter year

I declare and certify that for the above tax year:

Employer signature

You may be penalised or prosecuted if you make false statements.

/          /
Date

Declaration and certificateHow to make your return

• all details entered on the deduction cards are 
  fully and truly stated to the best of my knowledge
  and belief

• all deduction cards issued to me which have not 
  already been returned to HM Revenue & Customs 
  are now enclosed

• the number of deduction
  cards enclosed is

• As soon as possible after you have made the last 
  payment of wages for the tax year, check that all 
  the deduction cards you hold are fully completed.

• Sign the Declaration and certificate on this form.

• Send us all the deduction cards, with this form, 
  using the enclosed envelope.

• If you still have any tax or National Insurance 
  contributions to pay, please make payment 
  without delay.

• Do not include payment with this form
  – If a payment is due, please use one of our 
    recommended methods to pay direct to our 
    Accounts Office. 

      See your P30BC payslip booklet for instructions.

• We charge interest on any amounts not received by 
  19 April unless you pay by an approved electronic 
  payment method, when cleared funds for your payment 
  must reach our bank account by 22 April.

Making further payments

Helplines
• �New employers (less than  

3 years) 0845 60 70 143.
• �Experienced employers (3 years 

or more) 08457 143 143.
• �Employer with hearing or speech 

impairment textphone 
0845 602 1380.

Calls may be recorded for quality 
and training purposes.
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For further information about your online filing options and how to 
register go to www.businesslink.gov.uk/domesticemployees or contact 
the Online Services Helpdesk:

•	 email helpdesk@ir-efile.gov.uk
•	 phone 0845 60 55 999.

If you have a hearing or speech impairment, and use a textphone,  
phone 0845 366 7805.

You can still file these forms on paper if you choose to do so. 

In March 2011 we will send you a P12 deduction card for the new tax year 
for each employee you have told us about. Each deduction card will show 
the weekly or monthly amount of tax-free pay for that employee.

Employee no longer with you
If we send you a P12 deduction card for an employee who has left your 
employment, write ‘Employee Left’ on the deduction card and send it 
back to us.

Employee’s card not received
Fill in and send us a form P16A Employer’s report: Taking on a new employee. 
We will send you a P12 deduction card to use from April 2011. A form P16A 
is enclosed. Further copies are available from the Employer Orderline.

Making payment
At the end of each quarter you must pay us any tax, NICs and Student Loan 
deductions due. Payment must be made direct to your Accounts Office.

Your Accounts Office will send you a P30BC Employer Payment Booklet 
before your first payment is due. The inside cover of the booklet is 
designed to help you work out how much to pay and to help you keep a 
record of your payments.

There are various ways to make payment, but we recommend that you 
pay electronically. For information on how to pay, please read the notes in 
the payment booklet or go to www.hmrc.gov.uk/payinghmrc/paye.htm

If you do not receive your payment booklet in time to make your first 
payment, phone us on 0845 366 7816 to find out what to do.
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		�  Paying 
HM Revenue & Customs

To set up a Direct Debit payment go to 
www.online.hmrc.gov.uk/online Log in and

select Direct Debit payment from the Main menu. If you are a new
user you first have to register and enrol for the PAYE for employers
service.
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Income Tax year

Pay As You Earn (PAYE) comprising:
• Income Tax 
• Deductions from subcontractors
• Student Loan deductions 
• National Insurance contributions

See page 3 for guidance on Paying HMRC

Your reference

Accounts Office reference

P30BC(2011) 08/10

Employer Payment Booklet

Employer PAYE reference

Issued by Phone number

Page 3

Use the Internet, telephone, Bacs Direct Credit 
or CHAPS to make payment. 
Provide your bank or building society with the 
payment amount, our bank account details and 
your Accounts Office reference.

Use the 13-character Accounts Office reference shown above (and
top right on the booklet front cover). 
Make one payment covering all PAYE due.

Please ensure your payment reaches us by the due date.
We recommend the payment methods shown at 1-5 below. These are the most secure and efficient.

2 Direct Payment

Paying HMRC

Pay by debit card or credit card over the Internet. Go to 
www.billpayment.co.uk/hmrc and follow the guidance. 

3 BillPay

4 Your bank If your bank offers this service, take the relevant payslip and payment
to any branch of your bank. Any cheque must be drawn on your bank
and made payable to 'HM REVENUE & CUSTOMS ONLY'. 
Other banks may refuse to accept payment.

5 Post Office Take your payment or debit card and relevant payslip to any 
participating Post Office. Cheques should be made payable to 
Post Office Ltd.POST

OFFICE

6 By post If you use this method:
• make your cheque payable to 'HM REVENUE & CUSTOMS ONLY'
• include the 17-character reference from your payslip after 

'HM REVENUE & CUSTOMS ONLY'
• send the payslip and your cheque, both unfolded, to the 

Accounts Office in the envelope provided.
• a stamp for the correct postage is required.

You can find further payment information online. Go to www.hmrc.gov.uk and 
under quick links select Paying HMRC.

1 Direct Debit

R No.

P30BC Employer Payment Booklet
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P60 End of Year Certificate

If you operate your Simplified Deduction Scheme online, you can print  
out a form P60 that will be prepared automatically for you by the software 
or online service that you use — you won’t need to complete a paper form 
P60. You must give your employee their P60 by 31 May after the end of  
the tax year.

If you operate your Simplified Deduction Scheme on paper, we will send a 
form P60 to each of your employees who were employed at 5 April 2011. 
We will take the information from the P12 deduction card that you sent to 
us for 2010–11.

The P60 provides your employee with a record of their pay and deductions 
for the year. If your employee disputes the figures on the P60, please tell 
them to contact their HMRC office.

		�  For the tax year 
beginning 6 April 2011



When payment is due

Payment is due at the end of each quarter. It must reach us by the 19th day 
of the month in which the tax quarter ends.

Payments for the quarter ending:
•	 5 July, must reach the Accounts Office by 19 July
•	 5 October, must reach the Accounts Office by 19 October
•	 5 January, must reach the Accounts Office by 19 January
•	 5 April, must reach the Accounts Office by 19 April.

Taking on a new employee
If you take on a new employee:
•	 �who earns more than £102 each week or £442 each month 

(the Lower Earnings Limit for NICs), or 
•	 has another job, or
•	 is receiving either a State or occupational pension,
fill in and send us a form P16A Employer’s report: Taking on
a new employee.

Please also send form P45 parts 2 and 3. Part 2 is headed ‘Details of 
employee leaving work, Copy for new employer’ and Part 3 is headed ‘New 
employee details, For completion by new employer’. You do not need to 
complete Part 3.

We will send you a P12 Simplified Deduction Scheme card.

Your employee doesn’t give you a National Insurance (NI) number

If your employee has never had a NI number, tell them to contact their 
nearest Department for Work and Pensions office (in Northern Ireland the 
Department for Social Development office).

If your employee cannot give you their NI number for any other reason, 
fill in and send us form P16A and we will trace the NI number for you. We 
will tell you the NI number when we find it. Please give your employee their 
NI number and advise them to keep it in a safe place for future reference.

Tax code changes
If your employee asks for their tax code to be changed, tell them to contact 
their HMRC office.

Do not change the entries against the tax code or free pay on the 
P12 deduction card. If the tax code is altered, we will send you a new 
P12 deduction card, to use for future paydays.

Any changes to your employee’s code, for example, because of the Budget, 
will be dealt with in the same way.
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P16A Simplified Deduction Scheme 
Employer’s report: Taking on a 
new employee

P16A HMRC 11/10

Simplified Deduction Scheme
Employer's report: Taking on a new employee

Employment details

Employer PAYE reference

Employer name

Address

Date employee started  DD MM YYYY

Employee’s job title

Employee’s pay
(before deductions) Weekly Monthly

Previous employer details if known

Name

Address

Have you received form P45, Parts 2 and 3 
from your new employee?

Yes No If Yes, send it to us with this form

Do you need a P12 Simplified Deduction Scheme card?

Yes No

Postcode

/
£ •

Postcode

What to do next
Send this form and the form P45 (if you have been given one) to your HM Revenue & Customs office. 

enter 'X' in the
appropriate box

Fill in this form when you take on a new employee and you need a new P12 Simplified Deduction Scheme card.
Please use capital letters. For further information:
• go to www.businesslink.gov.uk/domesticemployees, or
• phone our Helpline on 0845 60 70 143. 

Employee's details

National Insurance number

Title - enter MR, MRS, MISS, MS or other title

Surname or family name

First or given name(s)

Gender – enter ‘X’ in the appropriate box

Male Female

Date of birth  DD MM YYYY

Address

Postcode

If you make payment electronically it must reach our bank account by the 
22nd day of the month.
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Form P45 Details of employee 
leaving work

P45 Part 1
Details of employee leaving work

Copy for HM Revenue & Customs 

P45(Manual) Part 1 HMRC 04/08

Employer PAYE reference
Office number Reference number

Employee's National Insurance number

Title – enter MR, MRS, MISS, MS  or other title

Surname or family name 

First or given name(s) 

Leaving date DD MM YYYY4

3

2

/

1 Student Loan deductions

Enter 'Y' if Student Loan deduction is due to be made

Tax Code at leaving date

If week 1 or month 1 applies, enter 'X' in the box below.

Week 1/Month 1

Last entries on P11 Deductions Working Sheet.

Complete only if Tax Code is cumulative. Make no entry
if week 1 or month 1 applies, go straight to box 8.

Week number Month number

Total pay to date

Total tax to date

£ •

£ •

7

6

5

This employment pay and tax. Leave blank if the Tax Code 
is cumulative and the amounts are the same as box 7.

Total pay in this employment

Total tax in this employment

Works number/Payroll number and Department or branch 
(if any)

Gender. Enter ‘X’ in the appropriate box

Male Female

Date of birth DD MM YYYY11

10

9

£ •

£ •

8 Employee’s private address

Postcode

I certify that the details entered in items 1 to 11 on 
this form are correct. 
Employer name and address

Postcode

Date DD MM YYYY

When an employee dies. If the employee has died 
enter 'D' in the box and send all four parts of this
form to your HMRC office immediately.

14

13

12

File your employee's P45 online at www.hmrc.gov.uk                                                  Use capital letters when completing this form

Instructions for the employer
• Complete this form following the 'What to do when an employee leaves' instructions in the Employer Helpbook E13 Day-to-day

payroll. Make sure the details are clear on all four parts of this form and that your name and address is shown on Parts 1 and 1A.
• Send Part 1 to your HM Revenue & Customs office immediately.
• Hand Parts 1A, 2 and 3 to your employee when they leave.
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New P12 Simplified Deduction Scheme card
If you are sent a new P12 deduction card during the year, start using it 
from the next pay date. You will also need to finish off the old 
deduction card by:
•	 �adding up the figures in NICs, statutory payments and 

Income Tax columns
•	 �transferring these figures to the P30BC Employer Payment Booklet and 

sending the payslip to your Accounts Office. You can do this straight 
away or when your next quarterly payment is due

•	 sending the old P12 deduction card back to your HMRC office.

Do not transfer the totals from the old deduction card to the new one.

When an employee leaves
When an employee leaves your employment you must complete their 
P12 deduction card by:
•	 �adding up the figures in NICs, statutory payments and 

Income Tax columns
•	 �transferring these figures to the P30BC Employer Payment Booklet and 

sending the payslip to your Accounts Office. You can do this straight 
away or when your next quarterly payment is due

•	 sending the P12 deduction card to your HMRC office.

If your only employee leaves and you do not intend to employ anyone else, 
please tell us when you send the completed form P12 deduction card.

Employee off sick (Statutory Sick Pay)
You may have to pay Statutory Sick Pay (SSP) if your employee is sick. 
You can find a basic guide and tables to help you work out SSP in the 
E14 Employer Helpbook for Statutory Sick Pay, included in this pack.

Employee expecting a baby (Statutory Maternity Pay)
If your employee is pregnant, you may have to pay Statutory Maternity  
Pay (SMP).

The E15 Employer Helpbook for Statutory Maternity Pay, explains:
•	 how to work out if you have to pay SMP, and
•	 if you do, how much you will have to pay, and
•	 how to obtain funding if required.

		  Statutory payments

Paying expenses and benefits

If you provide benefits and/or expenses for your employee during the tax 
year, please call the Employer Helpline for advice on how to record and 
report them to us.

Form SC2 Employee’s statement of sickness

We provide a form called SC2 Employee’s statement of sickness, which 
employees can use to certify themselves sick for the first seven days 
of sickness for SSP. You can view, download or order the SC2 from the 
Employer Orderline.

SC2 Page 1 HMRC 10/10

Statutory Sick Pay (SSP)
Employee’s statement of sickness

Please turn over

About this form
Statutory Sick Pay (SSP) is money paid by employers to their employees when they are ill and unable to work.
Please fill in ‘Your statement’ below when you have been sick for four days or more in a row.

Your statement
About you

Surname or family name

First name(s)

Title — enter MR, MRS, MISS, MS, or other title

National Insurance number

Date of birth  DD MM YYYY

Clock or payroll number

About your sickness. Please give brief details

What date did your sickness begin?  DD MM YYYY

What date did your sickness end? 
If you do not know, please leave this blank.

DD MM YYYY

The dates you put in these two boxes may be days you do

not normally work. If you are sick for more than seven

days, your employer may ask you for a medical statement

of fitness for work ‘fit note’ from your doctor.

What date did you last work before your sickness began?
DD MM YYYY

What time did you finish work on that date? 
(enter time in 24 hours)

Was your sickness caused by an accident at work or an
industrial disease?

No Yes
If you answered ‘Yes’, you may be able to get Industrial Injuries

Disablement Benefit. If you want information about claiming

this benefit, ask at any Jobcentre Plus office.

Your signature

Signature

Date  DD MM YYYY

Phone number

What to do next
Please:
• give your completed form to your employer. It will help them to decide if you can get SSP
• keep a copy for your own information.

If you can get SSP, your employer will pay you in the same way they usually pay your wages.
If you cannot get SSP, your employer must give you form SSP1 to tell you why. You can use form SSP1 to 
support a claim for Employment and Support Allowance.

If you disagree with your employer’s decision you can ask HM Revenue & Customs for a decision about 
your entitlement. Phone our Disputes Team on 0191 225 5221.

Form SC2 Statutory Sick Pay 
(SSP Employee’s statement) 
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P12 Simplified Deduction Scheme card

P12 Simplified Deduction Scheme card – tax year to 5 April 2012

P12(2011) Page 1 HMRC 09/10

Employee's details Use capital letters National Insurance number

Date of birth  DD MM YYYY

Enter M if the employee is male, enter F if female

If a Student Loan deductions case, tick this box

Full name

Address

Postcode

Employer's details Use capital letters HM Revenue & Customs office

Employer PAYE reference

PAYE code number

/

Full name

Address

Postcode

per week

per month

Earnings at 
the LEL (where
earnings are
equal to or
exceed the
LEL) whole
pounds onlyPay date

NIC
Table
Letter

1a £ 1b £ p 1c £ p

Earnings above 
the LEL, up to 
and including 
the Primary
Threshold

Earnings above 
the Primary
Threshold, up
to and
including 
the UAP

Total of 
employee’s
and employer’s
contributions
payable

Employee’s
contributions
payable

Statutory Sick Pay 
(SSP)
paid to employee in
the week or month
included in 
Column 8

Statutory
Maternity Pay
(SMP)
paid to employee
in the week or
month included in 
Column 8

1d £ p 1e £ p 1f £ p 2 £ p 3 £             p

Ordinary Statutory 
Paternity Pay 
(OSPP)
paid to employee
in the week or
month included 
in Column 8

4 £             p

Statutory
Adoption Pay 
(SAP)
paid to employee
in the week or
month included 
in Column 8

5 £               p 7 £ 8 £          p

Free pay

9 £             p

Taxable pay

whole 
pounds 
only

10 £

Tax deducted 
in the week 
or month

11 £          p

National Insurance contributions
Note: LEL = Lower Earnings Limit, UEL = Upper Earnings Limit, UAP = Upper Accrual Point

Statutory payments

Student
Loan 
deductions

whole 
pounds only

£ |
|

|
|
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� one box only

Income Tax

Total pay in the
week or month
including
statutory
payments
(SSP/SMP/OSPP/
ASPP/SAP)

1st qu
arter to 5 Ju

ly
2n

d qu
arter to 5 O

ctober

TOTALS

TOTALS

TOTALS

TOTALS

SSP/SMP/OSPP/
ASPP/SAP recovered

TOTALS

for quarter ending 5 Jul 2011

TOTALS

for quarter ending 5 Oct 2011

|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|

�
�

�

�

�

�
�

Turn this card over for the 3rd and 4th quarters

If you need
help filling in
this card, read
P16 Notes.

�

�

�
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Earnings above 
the UAP, up to
and including 
the UEL

Additional Statutory
Paternity Pay 
(ASPP)
paid to employee
in the week or
month included 
in Column 8

6 £         p
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ASPP/SAP recovered
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Employee adopting a child (Statutory Adoption Pay)
If your employee is adopting a child, you may have to pay 
Statutory Adoption Pay (SAP).

The E16 Employer Helpbook for Statutory Adoption Pay, explains:
•	 how to work out if you have to pay SAP, and
•	 if you do, how much you will have to pay, and
•	 how to obtain funding if required.

Employee’s wife or partner gives birth to a child or the employee’s 
spouse or partner is adopting a child (Ordinary and Additional  
Statutory Paternity Pay)
If your employee is going to take time off to care for a baby or support 
the mother in the first few weeks after the birth of a child, or their partner 
is adopting a child, you may have to pay Ordinary and, subsequently, 
Additional Statutory Paternity Pay (OSPP and ASPP).

The E19 Employer Helpbook for Ordinary and Additional Statutory 
Paternity Pay explains:
•	 how to work out if you have to pay OSPP and ASPP, and
•	 if you do, how much you will have to pay, and
•	 how to obtain funding if required.

At any time during the year we may send you a Start Notice, form SL1.
It will tell you to start making Student Loan deductions from 
an employee.

Use the SL3 Student Loan Deduction Tables to start making Student Loan 
deductions from the first payday after the start date shown on the SL1.

For a copy of SL3 Student Loan Deduction Tables:
•	 go to www.hmrc.gov.uk/taxtables/sl3.pdf or
•	 contact the Employer Orderline.

Stakeholder pension schemes provide a way for your employees to save for 
their retirement. If you employ five or more employees you need to consider 
whether you should make a stakeholder pension available. Details of the 
scheme together with exemptions are listed in the Helpbook Stakeholder 
pensions – A guide for employers.

For a copy of Helpbook Stakeholder pensions – A guide for employers
go to www.thepensionservice.gov.uk/pdf/pme/pme1nov05.pdf
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For further advice about Statutory payments, call the Employer Helpline. 
All the guidance, tables, worksheets and forms for SSP, SMP, OSPP, ASPP  
and SAP are available from the Employer Orderline.
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Help and further guidance

By phone – Employer Helplines
(We may record calls for quality and training purposes.)

For new employers and employers with less than 3 years payroll 
experience, phone the New Employer Helpline 0845 60 70 143.

For employers with more than 3 years payroll experience, phone the 
Employer Helpline 08457 143 143.

If you have a hearing or speech impairment, and use a textphone, 
phone 0845 602 1380. Only people with specialised equipment such as 
Minicom are able to use this service.

Braille, large print and audio
For details of employer guidance in Braille, large print or audio 

call the Employer Orderline on 08457 646 646 and ask to 

speak to the Customer Service Team.

Yr Iaith Gymraeg
Ffoniwch 0845 302 1489 i dderbyn fersiynau Cymraeg o ffurflenni
a chanllawiau.

Employer Helpbooks
You can view, download and order copies of forms and helpbooks from the 
Employer Orderline:
•	 go to www.businesslink.gov.uk/payeformsandpublications
•	 or phone 08457 646 646.

In person 
We can offer you education and support on all aspects of your 
payroll explaining:
•	 what you need to do
•	 the deadlines you need to meet
•	 the forms you need to fill in
•	 the records you need to keep.

We also have a range of workshops which are free of charge on many 
payroll topics.

You can get further information about the workshops from our website. 
Go to www.hmrc.gov.uk/bst or you can call the:
•	 New Employer Helpline on 0845 60 70 143
•	 Employer Helpline on 08457 143 143.

Online services
For information about our online services, go to  
www.hmrc.gov.uk/online

For help and assistance using our online services contact the 
Online Service Helpdesk:
•	 email helpdesk@ir-efile.gov.uk
•	 phone 0845 60 55 999.
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Your rights and 
obligations
Your Charter explains what you 
can expect from us and what 
we expect from you. For more 
information go to  
www.hmrc.gov.uk/charter


