
Profit for people

Salary sacrifice worker group 
This guide will help you set up and  
manage worker groups
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Log into your Online Services account.

Use this guide to set up one or more worker groups for employees paying pension 
contributions using salary sacrifice.



2  |  Salary sacrifice worker group 

Go to the ‘Manage account’ page and select ‘Manage worker groups’.
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Select ‘Add a new worker group’.
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Enter the worker group information, making sure you check the following:

• Worker groups match with your payroll, including the worker group ID. 

• You have a worker group for each earnings basis you use.

• If regular contribution percentages vary between employees, you have 
additional worker groups. 

• You clearly label salary sacrifice worker groups by including ‘Salary Sacrifice’ in 
the ‘Description’ field.

Important: The ‘Employer contribution’ field should include the combined 
percentage your employee is sacrificing and your own contribution percentage, 
with the employee percentage set to 0%. This applies to all salary sacrifice groups 
on any earnings basis, regardless of your tax basis. 

When you’re happy everything is correct, hit confirm and your salary sacrifice 
worker group is good to go.
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People’s Administration Services Limited
Manor Royal, Crawley, West Sussex, RH10 9QP. Tel 0300 2000 555. www.peoplespartnership.co.uk

Registered in England and Wales No. 2207140. People’s Administration Services Limited is authorised and regulated 
by the Financial Conduct Authority. Ref: 122787. It acts as a distributor of, and an administrator for, pensions (including 
The People’s Pension), accident and death insurance and a range of fi nancial welfare products. To help us improve 
our service, we may record your call. 
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