
HERE'S  A  STEP BY STEP
GUIDE ON HOW TO
REGISTER AS SELF

EMPLOYED!

WE ARE HERE TO
CHAMPION YOU

THROUGH,  EVERY STEP
OF THE WAY.  

www.professionalcarersnetwork.co.uk

07856 889159

27 Longridge, Lancs, PR3 3EP

Why I Care

Contact

I started my little care business in 2020 with my
friend and we have been inundated with work
ever since.  We turn work away weekly and it
can be so hard to say no to someone asking for
help.  But we are only a 2 man team so there is
a limit to how much we can do!  

So I have created the Professional Carers
Network to help other carers take control of
their career and find the joy of working for
themselves delivering high quality bespoke care
packages. 

 Not only does this improve the career and work
life of carers. But it promotes choice and control
for people needing care, as they are able to
decide who and how their care is delivered. 

Our mission is to improve care for all by
building a network of Professional Carers.
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How To Register As
Self Employed Guide

TOP TIP: 
IT IS REALLY IMPORTANT YOU REGISTER AS SELF EMPLOYED SO

THAT YOU ARE ABLE TO PAY YOUR TAXES. 



Setting Up As Self Employed Explained

Becoming self employed means you are trading as a sole
trader in business terms. 

As a sole trader you are responsible for paying your own tax
and national insurance contributions to the HMRC.

 
By registering as a sole trader with HMRC you are notifying  
them that you are now responsible for paying your own tax

and NI (previously your employer was paying this out of
your wages for you).  

You are required to submit a self assessment tax return
every 12 months which works out how much tax you owe

for that financial year.  

1. What Does Being Self
Employed Actually Mean?



Why you have to register?

You must register for income tax and national insurance contribution with
HMRC, so you can submit a self assessment tax form.

A self assessment tax return works out how much tax you owe to HMRC.  
National Insurance contribution is a set rate.

When employed, your employer pays your tax and NI out of your wages, but
being self employed means you have to do it (or appoint an accountant to do

it for you)

But also....

The people that are using your service can also get into trouble if they pay
you and you don't declare it to HMRC. 

  
My Grandad who uses direct payments to pay for his self employed carer

received a letter from his local authority saying that he might be responsible
for paying the tax for his carer if she didn't pay.  This caused him A LOT of

stress and worry

So you need to be able to take that potential stress and worry away and
honestly say you are registered as self employed and you are responsible for

your own tax payments.  

2. Why Do You Register As
Self Employed 



3. When To Registered As
Self Employed 

TOP TIP:
KEEP A LIST OF ALL YOUR START UP COSTS SUCH AS LEAFLET
PRINTING, STATIONARY, PAPER, AS ALL THESE COSTS ARE TAX

DEDUCTABLE, SO YOUR ACCOUNTANT WILL WANT THEM FOR YOUR
FIRST TAX RETURN.

When to register?

You cannot register in advance.

Technically you need to register for self assessment by 5th Oct in
your second tax year of trading at the latest.  

For example if you started trading 1st Jan 2022, you would have to
register for self assessment by the 5th Oct 2022 (as the first tax
year for your business would be a partial year 1st -Jan -5th April
2022, second tax year would be 6th April 2022 - 5th April 2023)

So this means whilst you do have to register as self employed, it
isn't something you have to rush to do.   So you can have a bit of

breathing room whilst you figure out your new business!

And you can register using a date in the past.  So make a note
when you started to be self employed.

But lets not over think this, just register as self employed once you
have got your first few clients. 



Here’s how to register as self employed: 

Log in to your Government Gateway account if you
already have one.  You may have one set up for claiming

Tax Free Childcare or the funded hours for childcare.  

1.

If you don't already have an account, create a Government
Gateway account: you will need your full name, email

address and create a password. Then you will be sent a user
ID to your email, follow the steps in the email to continue

to create your account. Here’s the link to create your
account: https://www.gov.uk/log-in-register-hmrc-online-

services

Once created log into your account: 
  

4. How To Registered As
Self Employed 

https://www.gov.uk/log-in-register-hmrc-online-services
https://www.gov.uk/log-in-register-hmrc-online-services


2.         Create a business tax account to register for self
assessment and NI through your business tax account,

follow this link (you must log in using your Government
Gateway ID first) :

https://www.access.service.gov.uk/login/signin/creds?aoc=Y
  

Click business tax
account to create a

business tax
account

  

https://www.access.service.gov.uk/login/signin/creds?aoc=Y


3. Click change your account details

4. Work through the questions

Click YES!



 Click individual or sole trader (even if you are working with
a partner)

Click No 



 Click self assessment 

5. You will receive an email letting you know you have
successfully registered as self employed!

6.      You will receive a letter with your Unique Taxpayer
Reference (UTR) within 10 days of application. This is

needed to submit your tax return. Or if using an accountant,
give this number to them.

7.   You will receive a reminder letter or email telling you to
submit your tax return before it is due.   

CONGRATULATIONS you are 
officially your own boss! 



If using an accountant, complete the previous steps, plus:
  

Send to your accountant your ID, National Insurance
Number, date of birth and Unique Tax Reference

number.

1.

2.  The accountant will then request an authorisation code
from the HMRC which will let them act on your behalf.

3.  The authorisation code will come to you which you
must pass to your accountant.  The code does expire so
make sure you send them the information as soon as it

arrives. 

4.    Your accountant will ask you to get your business
income and expenditure together before the tax deadline.  

5.    The accountant then does the calculations and
paperwork and you just pay what the tell you.   

5. Extra Steps To Use An
Accountant 

TOP TIP:
I HIGHLY RECOMMEND GETTING AN ACCOUNTANT, IT DOESN'T COST

A LOT AND TAKES AWAY A LOT OF STRESS.  LET THEM DO WHAT
THEY DO, AND YOU CONCENTRATE ON WHAT YOU DO BEST!



Summary

Becoming self employed always seemed really scary to me.  
I knew I always wanted to work for myself but didn't

actually know how to be self employed, and I worried about
whether I had missed something or if I was going to have to

pay a huge bill of tax!

  I just didn't know anything about it and if you ever talked
to someone who was self employed they always said it was
great and advised you to keep your receipts, but that was it! 
They never said how to do it, what to do with those receipts
and obviously with us being English, they never talked about

money!  

But it turns out they never really elaborated because there
isn't actually much to it!

Make sure you do register as self employed1.
Keep a track of work expenses 2.
Keep some money aside for tax3.

Use an accountant to calculate your tax return4.
Pay HMRC what you owe when you are asked for it.5.

Check out Managing Your Money Guide for tips and advice
on managing the money coming in and out! 


