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	Disclaimer at nestpensions.org.uk/schemeweb/nest/employers/managing-scheme/salary-sacrifice.htmlapplies to this template. 


	About this content
You can use this content to let your employee know that you’ve chosen to run a salary sacrifice (or exchange) scheme through Nest. We’ve made this template for use as an insert for your employee joining pack. 
We’ve included key information on salary sacrifice and how the employee can opt in. This content is aimed at new employees joining the business.
You’ll need to fill in the text highlighted and copy and paste it in to your own letter template. If you use this content you will need to make sure it is correct and works in line with your contract of employment. As salary sacrifice affects contracts of employment, you’ll  need to take your own legal advice on how to implement any changes so the salary sacrifice is effective and in line with HMRC requirements.
We’ll update this content if information changes, so keep an eye on our website or ask your account manager to make sure you have the latest version.





<Insert date...Press F11 to go to the next field>
<Insert Recipient's Full Name>
<Insert address line 1>
<Insert address line 2>
<Insert city/town>
<Insert postcode>												                               

Dear <Insert worker's name>,

We use Nest as our workplace pension scheme. If you’re eligible, we’ll have already enrolled you into the scheme. As part of helping you to save more for your future we’re going to start using salary sacrifice, sometimes referred to as ‘salary exchange’, as part of the scheme to help you save even more for your future.
You can find out everything you need to know about having a Nest pension at nestpensions.org.uk
 
What is salary sacrifice? 
It’s an arrangement for paying pension contributions, recognised by HMRC, where you agree for your salary to be reduced, by the same amount of money you contribute into your pension. In a salary sacrifice arrangement, you won’t actually pay a contribution to your Nest pension pot. Instead, we pay an amount equivalent of your total contributions which you would otherwise have paid – along with our employer contributions – into your pension pot.

What goes into your pot?
Agreeing to opt in means you will have a lower taxable salary, you’ll pay less National Insurance and less in income tax. 
From [Date Month Year], we’ll be reducing your annual gross salary from [£xx.xxx a year] to [£xx.xxx a year].

Meaning from[Date Month Year], we’ll pay [£X] as your pension contributions through salary sacrifice. 
If you are on a higher tax rate band, your tax code and the amount of income tax you pay under PAYE (pay as you earn) may be affected. 
The current terms and conditions agreed to you on joining will continue until [Date, Month, Year].

How does this help me save more for my future?
Entering in to a salary sacrifice scheme might increase your current take-home pay and from the tax savings you could choose to pay more into your Nest pension pot.

Before deciding, you might want to read the salary sacrifice guide attached with this letter.

What if I don’t want to join salary sacrifice?
Starting on [Date Month Year] we’ll be introducing salary sacrifice as part of our pension scheme. You can choose to participate in the salary sacrifice arrangement by following the instructions below, or if you do not wish to participate in salary sacrifice then you do not need to take any action.

What happens next? 
By entering into this arrangement it means we need to update your terms and conditions of employment. Simply sign and date the declaration below by [Date, Month, Year] to confirm you’re happy to go ahead with salary sacrifice. You can send this to us  [add in details of how this declaration should be sent back, by when and who to.]
By signing the attached letter, you agree to the changes to your contract of employment. Once signed, there will be some restrictions on you being able to opt out of the salary sacrifice arrangement as described in the attached guide.
Yours sincerely 
<Enter name>
<Enter job title>

											



<Insert date>
                             							
Your declaration for salary sacrifice 

I agree to the reduction in my salary in exchange for my employer agreeing to pay my contributions through salary sacrifice as explained in the opt in letter from my employer [add employer name].

I understand that this arrangement will change my terms and conditions of employment from [Date, Month, Year]. I confirm that I have read and understood the materials supplied to me explaining the nature of the changes and the potential issues.

I understand and agree that all other terms and conditions of my employment shall remain unaltered.


Your details

Title: 
First name: 
Last name: 
Phone number:

Signed: 
Date: 


Please return your declaration to: [add in details of how this declaration should be sent back and who to.]
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