	SUPERSEDED  ·  Accurate as at 7 January 2025. This edition reflects the rules and rates in force when “Why Financial Wellbeing Support Should Lead Your Benefits in January” was published. View the latest version: perkybenefits.co.uk/resources/q1-benefits-communication-template
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[image: ]	Q1 BENEFITS COMMUNICATION TEMPLATE · SUPERSEDED EDITION, AS AT 7 JANUARY 2025
Four emails and a short manager briefing for January to March, written for HR teams to adapt and send.
ACCURATE AS AT 7 JANUARY 2025   ·   2024/25 TAX YEAR   ·   VERSION 1.0
	HR GUIDANCE – NOT FOR SENDING
How to use this

	1. Copy only the text inside the “Send this” blocks. Everything else, including the “HR guidance – not for sending” boxes, is for you.

	1. Replace every placeholder using the key below. Each placeholder has one meaning, so find-and-replace is safe. Keep or delete each [OPTIONAL: …] line.

	1. Check every date, link and figure against your own schemes, then search the draft for “[” before sending. Send Touch 2 in one version only: 2A for a salary sacrifice scheme, 2B for a net-pay discount benefit.



The sequence at a glance
	TOUCH
	SEND
	SUBJECT LINE
	THE ONE ACTION

	1
	First full working week of January
	What’s available to you at [ORGANISATION NAME] this year
	Log in and look

	2A or 2B
	The week of, or just after, January payday
	2A: How [SACRIFICE SCHEME] works, and what it actually costs you
2B: [DISCOUNT BENEFIT]: a discount on shopping you already do
	2A: read the scheme detail. 2B: activate

	3
	Early February, before mid-month
	If money is tight right now
	None – keep the email

	4
	First half of March
	A few things worth doing before 5 April
	Check the dates; act if any apply



Placeholder key
	PLACEHOLDER
	REPLACE WITH
	PLACEHOLDER
	REPLACE WITH

	[ORGANISATION NAME]
	Employer name, as staff know it
	[DISCOUNT]
	Saving, with % (e.g. 7% to 12%, depending on the retailer)

	[FIRST NAME]
	Your first-name merge field
	[LOWEST RATE]
	Lowest saving, with %, if the rate varies by retailer

	[SENDER NAME]
	Who signs each email
	[HIGHEST RATE]
	Highest saving, with %, if the rate varies by retailer

	[HR CONTACT]
	Named person or monitored inbox
	[DISCOUNTS LINK]
	Where staff activate the discount

	[BENEFITS PLATFORM]
	Portal name staff see
	[EAP LINK]
	Your EAP details page

	[PLATFORM LINK]
	Portal sign-in page
	[GUIDES LINK]
	Budgeting tools and guides

	[SACRIFICE SCHEME]
	The one sacrifice scheme (1, 2A, 4)
	[ADVANCE LINK]
	Salary advance details

	[SCHEME LINK]
	That scheme’s detail page
	[ADVANCE FEE]
	Fee per salary advance, if any

	[CLOSING DATE]
	When its enrolment window closes
	[PENSION LINK]
	Pension contribution page

	[NEXT WINDOW DATE]
	When its next window opens
	[OPTIONAL: …]
	Keep (drop brackets and label) or delete

	[DISCOUNT BENEFIT]
	Net-pay discount benefit (1, 2B)
	
	



Touch 1 – What’s available to you this year
	HR GUIDANCE – NOT FOR SENDING
Orientation, not enrolment

	When: the first full working week of January.

	Who: everyone, including part-time, shift-based and new starters. Use a channel that reaches non-desk staff.

	The one action: log in.

	Before you send: replace the four categories with your own schemes, keeping the “what it is for” framing. Delete any category you don’t offer. Check your EAP reports use in aggregate only; if not, delete “We are told how many people use it, never who.”



	SEND THIS – TOUCH 1 – COPY FROM HERE
Subject: What’s available to you at [ORGANISATION NAME] this year

	Preview text: A short map of what’s there, and what each one is for.

	Hi [FIRST NAME],

	Here is a short map of the benefits available to you this year, and what each one is for. Nothing here is compulsory.

	Help with everyday costs

	[DISCOUNT BENEFIT] and other discounts on things you already buy, such as food and fuel. Your salary, tax and National Insurance are not affected.

	Bigger things, paid for from your salary

	Schemes like [SACRIFICE SCHEME] let you swap part of your salary for something you would otherwise pay for yourself. You pay less National Insurance, and for some schemes less income tax, so the item usually costs you less overall. These need a decision from you, and there is more detail before you commit.

	Support when something is hard

	Confidential help with money worries, health, stress and life admin, free to use. We are told how many people use it, never who.

	Your pension

	What you pay in, what [ORGANISATION NAME] pays in, and where it goes. Worth ten minutes once a year, even if you change nothing.

	The practical bit

	1. Where to look: [BENEFITS PLATFORM] at [PLATFORM LINK].

	1. Takes two minutes: activating your account, checking your pension contribution and turning on the everyday discounts.

	1. Needs a decision, with a deadline: [SACRIFICE SCHEME]. The enrolment window closes on [CLOSING DATE].

	What to do now: log in and have a look. That’s all. If something is unclear, contact [HR CONTACT].

	Thanks,
[SENDER NAME]
END OF COPY TO SEND



Touch 2A – For a salary sacrifice scheme
	HR GUIDANCE – NOT FOR SENDING
One scheme, understood properly

	When: the week of, or just after, the January payday. Send 2A or 2B, not both.

	Who: everyone eligible. Exclude anyone whose pay after sacrifice would fall below the National Minimum Wage or National Living Wage.

	The one action: read the scheme detail – not “enrol now”.

	Check the illustration: £72 per £100 is true only for pension, cycle to work and workplace nursery schemes. For other schemes, use swap-in A or B below.



	SEND THIS – TOUCH 2A – COPY FROM HERE
Subject: How [SACRIFICE SCHEME] works, and what it actually costs you

	Preview text: It comes out of your pay before tax. Here is what that means.

	Hi [FIRST NAME],

	One benefit this time, because it is often misunderstood.

	How it works

	[SACRIFICE SCHEME] is a salary sacrifice scheme. You give up part of your salary before tax, and [ORGANISATION NAME] provides the benefit instead.

	Your gross pay goes down by the amount you sacrifice. You pay less income tax and National Insurance as a result, so the benefit costs you less than buying it from your take-home pay. If you pay basic-rate tax (outside Scotland) and earn between £12,570 and £50,270, sacrificing £100 a month reduces your take-home pay by about £72, not £100. The other £28 is income tax and National Insurance you no longer pay. This is illustrative: your figure depends on your earnings and tax code.

	Worth knowing before you decide

	1. Your gross pay on paper goes down, and many mortgage lenders use the reduced salary. If you are applying for a mortgage, ask [HR CONTACT] for a letter explaining the arrangement before you apply.

	1. Statutory Maternity Pay is worked out on your earnings after the sacrifice. If you are planning family leave, ask before you enrol.

	1. Your pay cannot go below the National Minimum Wage or National Living Wage. So this scheme is not open to everyone, and it is not a judgement on anyone if it is not available to them.

	1. You can’t switch in and out whenever you like. Most schemes fix a term and allow changes on certain life events. The scheme terms set these out.

	None of this rules it out. It is the detail worth having before you sign.

	What to do now: read the scheme detail at [SCHEME LINK]. It takes about five minutes. If it’s not right for you, doing nothing is a perfectly good answer.

	Questions go to [HR CONTACT]. We can’t give you financial advice, but we can explain how the scheme works.

	Thanks,
[SENDER NAME]
END OF COPY TO SEND



	Swap-in A – technology, gym, lifestyle (National Insurance saving only). Replace “Your gross pay goes down…” with:

	Your gross pay goes down by the amount you sacrifice, so you pay less National Insurance. Income tax is still due on the amount you give up. If you earn between £12,570 and £50,270, sacrificing £100 a month reduces your take-home pay by about £92, not £100. This is illustrative: your figure depends on your earnings.

	Swap-in B – electric car (benefit-in-kind tax applies). Replace the same paragraph with:

	Your gross pay goes down by the amount you sacrifice, so you pay less income tax and National Insurance. Instead, you pay a smaller tax charge on the car as a benefit-in-kind, based on its list price. If you pay basic-rate tax (outside Scotland) and earn between £12,570 and £50,270, sacrificing £400 a month reduces your take-home pay by about £288. On a £40,000 car, the benefit-in-kind tax adds about £13 a month (2024/25), or £20 from 6 April 2025. These figures are illustrative: your scheme quote shows your own.



Touch 2B – For a net-pay discount benefit
	HR GUIDANCE – NOT FOR SENDING
Activation

	When: same window as 2A. Send 2B instead of 2A, not as well.

	Who: everyone. A voluntary net-pay deduction for the employee’s own shopping does not normally reduce pay for minimum wage purposes (HMRC NMWM11180), provided the employer keeps no part of it.

	The one action: activate the account.

	Keep it accurate: salary sacrifice comes off gross pay; this benefit comes off net pay, after tax and National Insurance. It saves no tax or National Insurance, so never describe it that way. The saving is the discount. Keep the payroll line if the benefit is a payroll deduction; delete it for a simple point-of-purchase discount. The worked example uses 9.5%: if your [DISCOUNT] differs, recalculate it.



	SEND THIS – TOUCH 2B – COPY FROM HERE
Subject: [DISCOUNT BENEFIT]: a discount on shopping you already do

	Preview text: Save [DISCOUNT] on your supermarket shop. Two minutes to set up.

	Hi [FIRST NAME],

	One benefit this time, and it’s the simplest one we have.

	How it works

	[DISCOUNT BENEFIT] saves you [DISCOUNT] on your supermarket shopping, through [BENEFITS PLATFORM]. You buy what you were going to buy anyway, and it costs you less.

	Your salary, tax and National Insurance stay the same. [OPTIONAL: You choose an amount to spend each month. It is taken from your take-home pay through payroll, after tax, and you spend it at the supermarket.] The saving is the discount itself.

	What it’s worth

	For example, at 9.5%, spending £100 a week on food shopping saves about £9.50 a week – roughly £494 over a year. This is illustrative: you save only on what you buy through [DISCOUNT BENEFIT].

	Worth knowing

	The saving only happens if you use it. [OPTIONAL: The saving depends on where you shop – from [LOWEST RATE] to [HIGHEST RATE].]

	What to do now: activate it at [DISCOUNTS LINK]. It takes two minutes. Then use it on your next shop.

	Questions go to [HR CONTACT].

	Thanks,
[SENDER NAME]
END OF COPY TO SEND



Touch 3 – If money is tight right now
	HR GUIDANCE – NOT FOR SENDING
Make support findable without anyone declaring a problem

	When: early February, before mid-month.

	Who: the whole workforce. Never a segment: don’t build the list from salary advance requests, pay band or anything else.

	The one action: none. Tone: no urgency, no exclamation marks. State what exists and where it is.

	Before you send: turn off per-recipient open and click tracking for this send, or delete “Nobody here is told who reads this email.” Delete any line for support you don’t offer. Most employer salary advance schemes are not regulated credit, but fees per drawdown can add up with repeated use (FCA statement, 30 July 2020). If yours charges a fee, keep the fee line. Add each external service’s phone number and opening hours, checked on the day you send.



	SEND THIS – TOUCH 3 – COPY FROM HERE
Subject: If money is tight right now

	Preview text: What’s available, and where to get free independent help.

	Hi [FIRST NAME],

	If money is tight at the moment, here is what is available. You don’t have to tell your manager, or anyone else, to use any of it. Nobody here is told who reads this email.

	Through [ORGANISATION NAME]

	1. Confidential support. Our Employee Assistance Programme offers free, confidential help, including with money worries. We are told how many people use it, never who. Details at [EAP LINK].

	1. Money guides. Budgeting tools and plain-English guides you can use on your own, at [GUIDES LINK].

	1. Salary advance. If you need some of the pay you have already earned before payday, you can request it through [BENEFITS PLATFORM]. It is taken back from your next pay. [OPTIONAL: Each advance costs [ADVANCE FEE], so the cost adds up if you use it often.] Payroll will see the repayment, but your manager is not told. Details at [ADVANCE LINK].

	1. Everyday discounts. Small, but they work on things you are buying anyway: [DISCOUNTS LINK].

	Free and independent, outside work

	These services are free and not connected to [ORGANISATION NAME]. Nobody here knows if you contact them. You never need to pay for debt advice.

	1. MoneyHelper – free, impartial money guidance, backed by government: moneyhelper.org.uk

	1. Citizens Advice – free, confidential advice on debt, benefits, housing and bills: citizensadvice.org.uk

	1. National Debtline – free, confidential debt advice from the charity Money Advice Trust: nationaldebtline.org

	1. In Northern Ireland: Advice NI – free debt advice: adviceni.net

	There is nothing to do with this email. Keep it somewhere you can find it.

	[SENDER NAME]
END OF COPY TO SEND



Touch 4 – Before the tax year ends
	HR GUIDANCE – NOT FOR SENDING
Action on things that genuinely expire

	When: the first half of March. Not the final week.

	Who: everyone.

	The one action: check the dates and act if any apply.

	Before you send: fill in your own dates and delete any item that doesn’t apply. Don’t state next year’s rates or thresholds.



	SEND THIS – TOUCH 4 – COPY FROM HERE
Subject: A few things worth doing before 5 April

	Preview text: The tax year ends on 5 April. Three things to check.

	Hi [FIRST NAME],

	The tax year ends on 5 April 2025, and the new one starts the next day. A few things are worth a look before then.

	1. Our deadline

	The enrolment window for [SACRIFICE SCHEME] closes on [CLOSING DATE]. If you miss it, the next window opens on [NEXT WINDOW DATE].

	2. Your pension contribution

	Worth ten minutes once a year. Check what you pay in, what [ORGANISATION NAME] pays in, and whether that is still right for you, at [PENSION LINK].

	3. Your tax code

	HMRC sends tax codes for the new tax year around now. A wrong code means the wrong amount of tax comes out of your pay. If yours looks wrong, tell HMRC – we have to use the code they send us. You can check it in the HMRC app or at gov.uk/personal-tax-account.

	What happens in April

	Your April payslip may look different from your March one. Changes to tax, National Insurance, the National Living Wage and any pay award often land in April, so the change can come from more than one direction.

	If something on your April payslip looks wrong, tell [HR CONTACT] rather than assuming it will correct itself.

	What to do now: check the dates above. If none apply to you, there’s nothing to do.

	Thanks,
[SENDER NAME]
END OF COPY TO SEND



Manager briefing
	HR GUIDANCE – NOT FOR SENDING
Tell managers what to say, and where to stop

	When: the first week of January, before Touch 1 reaches their teams.

	Who: every people manager, including team leaders and supervisors.

	Format: email, attachment or intranet page.



	SEND THIS – MANAGER BRIEFING – COPY FROM HERE
Subject: Benefits emails to your team, January to March

	Hi [FIRST NAME],

	Your team will get four short emails about benefits between January and March. You don’t need to chase anyone. Here is what you need to know.

	What to expect

	1. You will be asked. People often ask their manager before HR, so it helps to know what the emails say.

	1. Salary sacrifice is not open to everyone. Anyone whose pay would fall below the National Minimum Wage or National Living Wage can’t use it. That is a legal limit, not a decision about them.

	What to say

	1. “The emails are worth reading. There’s one thing to do in each, and they take a couple of minutes.”

	1. “I don’t know the detail, but [HR CONTACT] does, and asking is not a big deal.”

	1. [OPTIONAL: “If you want to look at this properly, take twenty minutes during the working day.”]

	1. “The February email is a list of what’s available. It goes to everybody, not to anyone in particular.”

	What not to do

	1. Don’t pressure anyone to enrol. No team targets, no chasing lists, no “have you signed up yet” in a one-to-one.

	1. Don’t make assumptions about anyone’s finances – not from their pay band, job or anything else.

	1. Don’t give financial advice. “I’d do the salary sacrifice if I were you” is advice, however casually it’s meant. Point people to the scheme detail or [HR CONTACT].

	1. Don’t repeat what someone tells you about their money. If someone tells you they are struggling, ask what they want you to do with it before you do anything.

	1. Don’t single anyone out. Don’t forward the February email to one person with a note.

	Thanks,
[SENDER NAME]
END OF COPY TO SEND



Before each send, and after
Pre-send checklist
	Only the “Send this” blocks copied – nothing from the guidance.
	Every placeholder replaced and every [OPTIONAL: …] line kept or deleted. Search the draft for “[”.
	Scheme names match what employees see in your benefits portal.
	Every date checked against your own enrolment windows and payroll deadlines.
	Every link tested from outside your network; every phone number and opening time checked on the day you send.
	Touch 2: one version only, and no tax or National Insurance saving claimed for a net-pay benefit.
	Touch 2A: the illustration matches the scheme type (swap-in A or B where needed), and anyone whose pay would fall below the National Minimum Wage or National Living Wage is excluded.
	Touch 3: sent to everyone, with per-recipient open and click tracking off.
	A route for staff who don’t read work email: printed copies, a text with a short link, or a manager reading it out at a shift briefing.
Measure it – in aggregate only
	METRIC
	WHEN
	IF IT’S LOW

	Open rate
	Each touch
	Rewrite the subject line before the email.

	Click rate
	Each touch
	Answer “what’s in this for me” earlier in the copy.

	Enrolment or activation, by scheme
	Two weeks after each touch, and at the end of Q1
	Shorten the sign-up journey, or answer the question the scheme detail raised.

	Take-up by pay band
	End of Q1, across all schemes
	If take-up sits mainly in higher pay bands, simplify the explanation and check minimum wage exclusions.



Report in aggregate only. Never use individual open or click data to identify people, especially for Touch 3.
	Rates used – for sends between January and March 2025

	1. Income tax basic rate (outside Scotland): 20%. Employee National Insurance: 8% between £12,570 and £50,270, 2% above (2024/25).

	1. Electric car benefit-in-kind: 2% of list price in 2024/25; 3% from 6 April 2025 (ITEPA 2003 s.139, as amended by Finance Act 2023).

	1. Tax year ends 5 April 2025. Apart from the electric car rate in swap-in B, no copy quotes 2025/26 rates or thresholds.



You are responsible for checking every scheme name, date, figure and link in this pack against your own arrangements before sending anything to employees.
Superseded edition, kept for reference. Do not use for current decisions.

		WHERE PERKY FITS
Clarity all year, not just in January
Perky is the Benefit Intelligence platform: decision support that helps employees understand the benefits they have, and use them. Book a walkthrough to see this clarity built into your benefits platform, rather than rebuilt in your inbox each January.
perkybenefits.co.uk/book-a-demo



Published by Perky Limited for general information only. It is not intended to be relied on and is not financial, tax, accounting or legal advice. It should not replace advice from your organisation's own advisers. Perky Benefits is the trading name of Perky Limited, a company registered in England & Wales with company number 16666581 and registered address at 71–75 Shelton Street, London, WC2H 9JQ. © 2026 Perky Limited.
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