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UK TAX LEGISLATION – A QUICK GUIDE TO PAYE (PAYE AS YOU EARN) 

PAYE is a relatively simple process. A personal tax allowance is allocated to individuals at the 

start of the tax year (6th April). There are also bandings (tax brackets) used which determine at 
what rate tax is calculated. 

*20% on earnings up to £33,500 – commonly known as the “basic rate” 

*40% on earnings between £33,501 and £150,000 – commonly known as the “higher rate” 

45% on earnings above £150,000 – commonly known as the “additional tax rate” 

The current 2017/18 year standard tax code is 1150L. This means that an individual can earn 

£11,500 a year before being liable to income tax. As we run a weekly payroll, an individual can 

earn up to £221 per week before being liable to income tax (£11,500 / 52 weeks = £221). 

*Scotland Differs: 20% on earnings up to £31,500 – commonly known as the “basic rate” 

40% on earnings between £31,501 and £150,000 – commonly known as the “higher rate” 

 

WHAT ARE THE TWO VARIATIONS OF TAX? 

CUMULATIVE TAX 

If you are on a cumulative tax basis you are entitled to a number of weeks of tax free pay 

depending on the week of payment. The tax year is split into 52 equal amounts of tax free lumps. 

Example: If you earn £500 in week 1, you would only pay tax on the balance of £279 (£500 - £221). 

The basic rate of tax is 20%, so you would then pay tax of £279 (£279 x 20%) = £55.80 

The tax free allowance accumulates on a cumulative basis, so if you have a period of not working, 

when you return to work, the tax on your pay is calculated by adding up the tax free allowance by 

the number of weeks in the tax year. 

Example: Week 5 - £221 x 5 = £1105. So, if you earned £500 in week 1 and then didn’t work again 

until week 5, and your earnings for week 5 were £400, there would be no tax due and you would 

receive a refund of the tax already paid of £55.80. 

When being given tax free allowance, it only includes free allowances up to the date of the last 

shift included on the timesheet. 

Example: If you are submitting timesheets for shifts worked in week 5, and they are processed in 

week 10, you will be given tax free allowances up to week 5 – (5 x £221 = £1105.) 

WEEK 1 TAX 

If you are on a week 1 tax basis, the tax allowance is only ever allocated on a weekly basis, 1 week 
at a time. The same allowance is allocated depending on your tax code. Whatever your tax code 

is and it’s not always the full allowance of 1150L, one 52nd is allocated as your personal tax 
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allowance. It is not possible to receive a tax refund if your tax code is on a week 1 basis as the 

calculation is based purely on what you’ve earned in that week. It will not look at previous earnings 

and tax paid to calculate what tax is due. 

Example: A tax code of 850L equates to £8500 tax free per year or £163.46 (£8500 / 52 weeks) 

before tax is due. 

The tax and NI calculation is based on the week ending date that the timesheet relates to. If a 

timesheet is processed that belongs in a previous week, the system will look at the earnings for 

that particular week and will recalculate with the additional earnings included. 

 

COMMON TAX CODES IN USE 

1100L: Full year tax allowance for 2017/18, equates to £11,500 per annum tax free, split into 52 

equal amounts of personal tax allowance. This means that an individual can earn up to £221.15 

per week before being liable to income tax. 

BR – Basic Rate: You will not receive any personal allowance. This tax code is commonly used 

when you work for more than one employer or agency. It looks at all of the earnings in the period 

and uses a flat rate of 20%. 

Example: If you earn £500 in a week, the tax would be £100 (£500 x 20%). If it isn’t a week one 

basis, and is just basic rate, it will look at all of your earnings and taxes paid in the tax year and 

calculate everything earned at 20% 

OT means your personal allowance has been used up, or you’ve started a new job and don’t 

have a P45 form, or you didn’t give your new employer the details they need to give you a tax 

code. You will pay tax on all of your earnings. It calculates tax at 20%, 40% or even 45% depending 

on the level of earnings in the week. 

Example: If you earn £2000 in one week, you will pay tax as follows: 

*£33,500 (limit of 20% tax band) / 52 weeks = £644.23 (basic rate of tax), so £644.23 x 20% = 
£128.84 

*The balance is then taxed at the higher rate of 40%, so it’s £2000 - £644.23 which equals 
£1355.77. £1355.77 x 40% = £542.31 
 
*W1 (week 1) is an emergency tax code which means tax is based only on what you earn that 

week. In this example, if your code was OTW1, the total tax due on earnings of £2000 per week 

on an OTW1 tax code is £128.84 + £542.31 = £671.15 

If it’s not on a W1 prefix, all earnings to date will be used in the calculation above on a cumulative 
basis. 

D0: You will not receive any personal allowance. This is usually operated for high earners with 

more than one employer. D0 calculates all of your earnings at the “higher rate” of tax – therefore 

all earnings are taxed at 40%. 
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NT: The letter “N” means no tax. This code is issued by HMRC for a variety of reasons – the 

most common being a student that works part time, whose earnings will not reach the threshold 

for paying tax. 

K: Tax codes with the suffix of “K” (like K100 is a negative tax code.) K100 means that earnings 

of £1000 should be added before tax is calculated. The code is used when the personal 

allowance is lower than deductions due for benefits in kind or tax is owed for prior years. 

New employee (OT Week 1): Our system allocates an OT Week 1 tax code. As an agency, this 
is the advice we received from HMRC. This then alerts HMRC to review their tax position, which 
can be corrected via receipt of a P6 coding notice from HMRC, which may have a different tax 
code/basis allocated as well as possible details of previous earnings and tax paid. 

Workers who have more than one employer need to choose who their main employer is and 

advise HMRC accordingly. 

When phoning HMRC (their number is 0300 200 3300), you need to quote your National 
Insurance and worker number, along with our PAYE reference number. For Thornbury Nursing 
Services/Scottish Nursing Guild, it is 034/YA23116. 

 

 

 

 

 

*Scotland differs: £31,500 (limit of 20% tax band) / 52 weeks = £605.77 (basic rate of tax), so £605.77 x 20% = £121.15 

The balance is then taxed at the higher rate of 40%, so it’s £2000 - £605.77 which equals 

£1394.23. £1394.23 x 40% = £557.69 
 

W1 (week 1) is an emergency tax code which means tax is based only on what you earn that week. In this example, if 

your code was OTW1, the total tax due on earnings of £2000 per week on an OTW1 tax code is £121.15 + £557.69 = 

£678.84 
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A GUIDE TO NATIONAL INSURANCE 

National Insurance is a means of the UK government being able to track earnings and 

entitlements to state benefits. National Insurance contributions are based upon the prefix used. 

You will see on your payslip, a field entitled “N.I NO/TABLE LETTER”. In this field, you will see 

your National Insurance number / a letter. The single letter dictates which table to use for the 

calculation. 

 

 

 

 

There are some excellent free websites available to check tax and national insurance 

calculations. One of the best and easiest to use is https://www.gov.uk/hmrc-tools-and-

calculators 

 

C O M M O N L E T T E R S U S E D – A , C , M ,D 

A – All employees 

C – Employees over the state pension age 

M – Employees under 21 

D – Employees in a “contracted out” workplace pension scheme 

Most employees will be in category A. Our system will recalculate the National Insurance payable 

based on what shift was worked. If a shift is entered for payment in the week or weeks following 

the actual shift date, the system will look at your earning and National Insurance paid in that week 

and charge National Insurance accordingly. 

 

S E T E A R N I N G L E V E L S 

Per Week – A rate 

Under £157: no national insurance payable 

£157 - £866: 12% on everything earned from £155 - £827 a week 

Earnings over £866: 2% on all earnings above £827 a week 

 

http://www.gov.uk/hmrc-tools-and-
http://www.gov.uk/hmrc-tools-and-


Payroll Help Document 05/17 

 7                                     INDEPENDENT CLINICAL SERVICES 

 

Per Week – C rate 

No national insurance payable – exempt from payment if in category C. 

 

MILEAGE PAYMENTS 

All mileage payments are subject to tax and national insurance. Business mileage is paid at 45 pents 

per mile. 

Business miles are the miles you have completed once you have arrived at the client’s premises.  
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P A Y R O L L I N F O R M A T I ON 

Our Payroll team is open for query resolution from 8am till 6pm, Monday to Friday. Please be 

patient with our Payroll team, we do try our hardest to answer every email and phone call when 

possible, whilst still processing payments etc. 

The number for our Payroll team is 0345 120 5333 and the email address for queries is 

payroll@tnsltd.com / payroll@nursing-guild.com. 

 

I M P O R T A N T T I M E S H E E T I N F O R M A T I O N 

We need you to send your timesheets in as  black and white PDF documents. You can download 

an app called CamScanner which does the trick (and it is free)! PDF documents must be under 

2MB. 

A ‘timesheet’ week runs from Monday through to the following Sunday allowing all shifts up to 

and including the most recent Sunday to be paid. We will process every timesheet by Tuesday 

following the week in which shifts are worked. Payslips are emailed on the Wednesday morning. 

In order to meet this commitment, we need to be in receipt of your timesheets by midday Monday 

with pay day on Thursday. 

When there is a bank holiday, we need to be in receipt of your timesheets by midday Monday or 

sent by special delivery post to arrive no later than Tuesday for all shifts up to and including 

Sunday. Due to the bank holiday, pay goes into your accounts on Friday rather than Thursday. 

Payslips are sent on Thursday instead of Wednesday. 

Timesheet submitted on or 
before: 

Payroll run: For payment: 

Midnight Sunday/ Monday 
00:00 

Monday Wednesday 

Monday 12pm Tuesday Thursday 
Thursday 12pm Thursday Monday 
Midnight Thursday/ Friday 
00:00 

Friday Tuesday 

All timesheets must be submitted no later than one week after the date of the shift, Mileage will 

not be paid on timesheets that have been received more than a week after working your shift.  

The timesheets email is timesheets.tns@ukics.com /  timesheets.sng@ukics.com. Please 

remember to send each timesheet after you have finished your shift. 

Each timesheet is entered independently onto the system, so you may receive texts notifying you 

at different times. The texts will include the timesheet number and the date of the shift. Please 

wait until you have checked your payslip, and then if any timesheets have not been processed, 

we can follow this up for you. 

Travel receipts and tickets for public transport will be accepted, but must be visible on the same 
page as the timesheet the travel was required for. 

mailto:payroll@tnsltd.com
mailto:payroll@nursing-guild.com
mailto:timesheets.tns@ukics.com
mailto:timesheets.sng@ukics.com
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P R O B L E M S D U P L I C A T E S C A U S E A N D H O W T O A V O I D T H E M 

We review each timesheet to check if it has been previously received or not. This means we have 

to check the nurse’s details and records too. When we receive large volumes of duplicate 

timesheets, this can delay the Payroll process, including sending out payslips. 

To avoid sending duplicate timesheets, please remember to send each timesheet as soon after 

you have finished your shift as possible. Please only send your timesheet(s). 
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HOW TO COMPLETE A TIMESHEET 

 

WHEN COMPLETING YOUR TIMESHEET, PLEASE PRESS FIRMLY WITH A BLACK BALL POINT 

PEN AND WRITE IN CAPTIALS TO ENSURE THAT ALL COPIES ARE LEGIBLE. 

1) Write the name and address of the client 

2) Write the ward or unit you worked on 

3) Write your full name 

4) Write your Thornbury/Guild number 

5a) Write the day of the shift (for example: Thursday) 

5b) Write the date of the shift (for example: 07/05/2015) 

5c) Write the start time (in 24 hour clock) 

5d) Write the finish time (in 24 hour clock) 

6) Write your break in minutes (if no break was offered, write “no break”) – please remember 

you must take a break when offered. You cannot choose to not have a break 

7a) Write your postcode 

7b) Write the vehicle used (C for Car, M for Motorcycle or B for Bicycle) 

7c) Write the return mileage 

8) Tick your qualification 

9a) Ask the client to sign your timesheet – if the client doesn’t sign, you will not be paid 

(With the exception of some community clients and NHSP shifts) 

9b) Ensure the client signs the Clint Break Authorisation 

10) Write your NMC pin (if you have one) 

11) Sign in the “nurse’s signature” box258 
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HOW TO READ YOUR PAYSLIP 

 


