Template – Payslip reminder


Payslip Letter 

Here is a reminder you might want to give to your workers (those who have been automatically enrolled) around the time of the first payslip after automatic enrolment, to help prevent queries about ‘incorrect’ pay. It could be particularly useful if there is a period of time between you giving them the information about being automatically enrolled and the first deduction from their pay.
Research found that attaching this information to their payslip would be the best way to reach workers. However, if this is not possible you might find other channels more practical, such as posters on notice boards, articles in your internal newsletter, or emails. 

Please adapt/edit this as needed to suit your organisation and your pension scheme. None of the content in this suggested reminder is required by law so you can cut out any part you want.
Date

Reminder – why your payslip looks different

You were enrolled into our pension scheme on [insert automatic enrolment date]. 

[Insert name of employer] and you are now paying money into a pension for you to have when you retire. Your payslip reflects this change. 

The figure you can see on your payslip is your contribution and the tax relief added together.*/The figure you can see on your payslip is your contribution only. You won’t see the tax relief – it is added to your pension separately.* 

*[Select as appropriate]

[If the employer contribution is not shown on the payslip, please use this sentence]

Our contributions are not shown on your payslips but you’ll see them on…[insert where they can be seen if not shown on the payslip, for example, the annual pension statement]

As detailed in the letter sent to you on [insert date], 

· You can choose to opt out of the scheme if you want to, but if you stay in you will have your own pension which you get when you retire. [Change the words after ‘you will have’ if the ones suggested do not accurately describe your pension scheme. For example, “you will have a pension which will be paid to you when you retire.”]

· The government is also contributing through tax relief 
(Tax relief means some of your money that would have gone to the government as tax now goes into your pension instead).
· Your pension belongs to you, even if you leave us in the future.

Why is this happening?
To help people save more for their retirement, the government now requires all employers to enrol their workers into a workplace pension scheme. This applies to those who aren’t already in one and who:
· earn over £10,000 a year (£833 a month); [change “£833 a month” if your workers are not paid monthly. Alternatives include: £192 a week, £384 a fortnight, £768 four-weekly, £2,499 a quarter]
· are aged 22 or over; and

· are under State Pension age.

The government’s aim is for more people to have another income, on top of the State Pension, when they come to retire. The full basic State Pension in 2014-15 is £113.10 a week for a single person. This is intended to be a foundation - you may want more. 

Employers are enrolling their workers automatically into a scheme to make it easier for people to start saving.

Where can I get further information?
Further details can be found in the letter sent to you on [insert date] and [insert anywhere else workers can get information, for example, your intranet, the pension provider, the frequently asked questions pdf booklet available at: 

English

http://www.thepensionsregulator.gov.uk/docs/workplace-pensions-faq.pdf
Welsh

http://www.thepensionsregulator.gov.uk/docs/workplace-pensions-faq-cymraeg.pdf
If you have a query on becoming a member of the pension scheme please contact: [insert contact details/email address of relevant person in your organisation]
If you want more information on pensions and saving for later life visit:

https://www.gov.uk/workplace-pensions 
