Dear [name]

Health & Safety Payment(s)
I am writing to advise that with effect from [start date] you will receive a non-pensionable payment for the additional Health & Safety duties that you undertake.  For the work detailed below you will receive an annual payment of £[annual total] 


Payment 

[duty 1 e.g. Laser Safety Officer]
£[x]345.67 Annual_Rate_Sum_2 
«Annual_Rate_Sum_2»

[duty 2 e.g. Departmental Safety Officer]
£[x]
These/This annual amount[s] will be paid monthly through the Payroll and will be up-rated automatically in line with cost-of-living increases.

Yours sincerely
[Departmental Administrator]

Cc
HR Division

