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MODULE 6 - What do you get in Salary 

Understanding your pay slip 
 

Your right to a payslip 
All employees are entitled to an individual, detailed written payslip – at or before the time they are paid. 

Your written payslip doesn’t have to be on paper – it can be sent to you by email or accessed through a website. 

The right to a payslip applies to casual staff as well as employees. It doesn’t apply to independent contractors or 

people working freelance. 

What information should your payslip contain? 

Remember to check your payslip regularly and check it shows the same tax code as your latest tax invoice 

Your payslip must show: 

 Gross pay. Your full pay before any tax or National Insurance has been taken off (the amount you take 
home is your net pay). 

 The amounts of any deductions that change from payday to payday (variable deductions). For example 
tax and National Insurance, and what the deductions are for. 

 The total amount of any fixed deductions. These are deductions that don’t change from payday to 
payday, for example union dues. An employer does not have to give details of what these deductions 
are for, as long as they give a separate statement with these details at least once a year. 

 The total amount of take-home pay after deductions. 
 The amount and method for any part payment. For example, separate figures of a cash payment and 

the balance credited to a bank account. 

Your employer might include additional information on your payslip which they are not required to provide, 
such as your: 

 Tax code 
 National Insurance number 
 Pay rate (annual or hourly) 
 Additional payments, such as overtime, tips or bonuses (these must be included in your gross pay 

figure). 
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Understanding your payslip 

1. Your personal information 

Your name and sometimes your home address will be shown. 

2. Your payroll number 

Some companies use payroll numbers to identify individuals on the payroll. 

3. Date 

The date your pay should be credited to your bank account is usually shown. 

4. Tax period 

The number here represents the tax period for that payslip, for example if you’re paid monthly, 01 = April 
and 12 = March. 

5. Your National Insurance (NI) number 

You have the same NI number throughout your whole life. It is your personal number for the whole of the 
social security system. It’s used to make sure all your contributions are recorded properly, and helps to 
build up your entitlement to state benefits – like a pension. 

6. Payments, wages, bonuses, commission 

This will show how much you have earned in wages before any deductions are made. 

It might also show how your pay was calculated, for example your hourly rate and the number of hours 
worked. It could also show any extra payments you have earned on top of your basic pay like bonuses, 
commission or overtime. 

7. Expenses 

Your employer might pay any expenses owed to you via the payroll. 

Some employers will list each expense payment separately on the payslip. Others combine them to show a 
taxable or non-taxable amount. 

8. Deductions – tax and National Insurance 

Your payslip must show the amount of variable deductions, such as tax and National Insurance. 

9. Pensions 
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If you’re paying towards a workplace pension that your company has set up or arranged access to, the 
amount you’re contributing will be shown. 

If your employer is contributing too, that amount might also be shown. 

10. Court orders 

A court can order deductions directly from your pay, for example for unpaid fines or for debt repayments to 
be handed to your creditors. 

11. Sick pay 

What is shown on your payslip will depend on how long you have been ill and your company’s sick pay 
policy. 

Your employer is liable to pay you Statutory Sick Pay (SSP) if you’re off work sick for four days or more in a 
row, and you meet certain conditions. 

SSP is treated like the wages or salary it replaces, so your employer will make deductions for tax, National 
Insurance, etc. Under your contract you might also be entitled to occupational sick pay. This will usually be 
shown as a separate figure – any SSP is likely to be deducted from occupational sick pay. 

12. Maternity, paternity and adoption pay 

If you are a mother who isn’t at work because you’ve just had a baby and you’re getting Statutory 
Maternity Pay (SMP), this will be shown on your payslip. You might also receive maternity pay, which will 
usually be shown separately. 

If parents choose to share time off, and take Shared Parental Leave (ShPL), they might be paid Shared 
Parental Pay (ShPP). If a child is adopted, Statutory Adoption Pay (SAP) will be paid to the new parent 
staying at home for a period after the adoption. Again, you must meet certain conditions to be able to 
qualify for these payments. They are all treated in the same way as ordinary earnings for tax and National 
Insurance. 

13. Workplace benefits 

If you get health insurance through your workplace or have a company car, these will be listed on your 
payslip and can affect your tax code. 

14. Other deductions 

Any other deductions, like trade union subscriptions for example, should be shown. 

15. Summary of the year to date 

Your payslip might show how much you have been paid so far in this financial year (from 6 April to 5 April). 
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It might also show totals for how much you have paid in tax, National Insurance and pensions. 

16. Net pay  

For many people, the most important figure on their payslip is net pay. 

So, what is net pay? It’s the amount you get once all the deductions have been made. You should check this 
against your bank statement to make sure it matches what is paid in. 

 

Keeping your payslip 
It’s important to keep your payslips in a safe place – here are our top three reasons why: 

1. Security. Payslips contain a lot of personal information about you and your earnings, including your National 

Insurance number. Keep them safe to help avoid them being used for identity fraud. 

2. Record keeping. It’s a good idea to keep a record of all your earnings and tax payments in case there’s a 

problem and you need to check old details. 

3. Evidence of earnings. For some financial products, such as loans, you might be asked to prove your earnings 

by showing your last three payslips. 

Payslip problems 
If you don’t understand anything on your payslip, or think there might be a mistake, speak to someone in the 

payroll section of your company. 

Source: https://www.moneyadviceservice.org.uk/en/articles/understanding-your-payslip 


