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Guidance for using the template for Letter 1P 
Letter 1P – For eligible jobholders (postponement)
You can use this template as it is, or adapt it. You might, for example, need to change some elements to make it accurate for your organisation or your pension scheme. This may include adding information, or removing sentences or sections. Alternatively, you might want to write your own letter but make use of elements of this template.
All the templates have been tested with workers and contain the key information needed by them to understand what is happening and why.
The elements that are required by law are shown highlighted in yellow. Remove the yellow highlight from the final version you send to your workers. 
The template contains instructions in square brackets. For example, [insert date] or [Select as appropriate]. At these points you need to tailor the templates with the correct information for your circumstances. If you are using a pension provider, you may need information from them to complete this template. 

An example of a completed Letter 1P is also available for you to look at.
Please note:


· All the templates have been written with a defined contribution pension scheme in mind, as this is the most common type of pension scheme. This means: 

· if your scheme is a defined contribution one, you can ignore all references to defined benefit/hybrid schemes in this guidance.
· if your scheme is a defined benefit or hybrid one, you will need to make changes to the template. This guidance suggests where you might want to make changes. 
If you’re not sure which type of pension scheme you have, ask your pension provider.

· This template is written with ‘staging’ in mind, but suggestions on how to adapt it for after staging are given in this guidance (page 2).

· They have been written on the basis that the person receiving the letter is paid monthly and has an agreed annual salary. If your workers are paid differently (for example, four-weekly) you will need to adapt the template (guidance for this is given on the next page).
· The earnings figures mentioned in the templates (for example, £10,000 – the trigger for automatic enrolment, and £5,772 – the trigger for employers having to contribute to the worker’s pension) may change each April.  If they do change, these materials will be updated. You should always check you are using the correct figures before issuing the letter to your workers. 

£10,000 and £5,772 are for 2014-15.
Guidance for Page 1

It is suggested you remove the header from the completed version that goes out to your workers. It is merely intended to help you know which template you are looking at.
Letter 1P – for eligible jobholders (POSTPONEMENT VERSION)
“Dear……..”

Address the worker by name, if possible. However, if you cannot do this, use a generic term such as ‘Dear Colleague’. (But please note: the letter has to be ‘given’ to the worker. For example, if you use ‘Dear Colleague’ and you are sending a hard copy, the worker’s name should appear on the envelope, or if you are using email, their name should be in the email).

· earn over £10,000 a year (£833 a month)

If your workers are not paid monthly, amend “£833 a month”. Alternatives include:

£192 a week

£384 a fortnight

£768 four-weekly

£2,499 a quarter

When enrolling someone who is newly eligible
You should adapt this letter, ideally to include an explanation as to why they are being automatically enrolled at this time. For example:

“As you were 22 on Wednesday 2 April, and you met the other criteria listed above, we are enrolling you into our pension scheme on Wednesday 2 July (your automatic enrolment date).….’ 

“As you earned over £833 last month (April) and you met the other criteria listed above, we are enrolling you into our pension scheme on Tuesday 1 July (your automatic enrolment 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 you feel 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.” might be more suitable for a defined benefit pension scheme.
“What does this mean for you?”

One of the first things workers want to know is how much will be going into their pension. You must provide information on how much they and you (their employer) will be paying in. You can provide this information as an amount of money, or a percentage of earnings. To help understanding, it is recommended you provide actual figures for the individual, expressed in £s and pence. If this is not possible, it is suggested you outline the percentages and then give an example. It is also recommended you show the tax relief separately as well, if you can, but you don’t have to. If you can’t do this and so the percentage/amount you are showing as ‘the worker’s contribution’ includes the tax relief (so in fact it is the ‘worker’s contribution’ and the ‘tax relief’ added together) you should explain that, and adapt the diagram as needed (if you are using it).
The Letter Template contains a form of words and diagram to help you to do this.  Please adapt these to suit your scheme, as needed - for example, if your scheme is a defined benefit one (for example, final salary) or a hybrid one. Or if your workers are not paid monthly, but are paid weekly, or every four weeks, or some other way. 

We suggest you use a round figure, such as £10,000 a year, and if possible choose a salary that is relevant for your workers.

Adapt the suggested words if you are giving actual figures and not just an example.
If you are just giving the percentages and cannot give an example in £s and pence, consider referring your workers to your pension provider’s contribution calculator, if they have one.
“[Include or delete the following three statements as appropriate.]

Please note:

On your payslip, the figure you will see is your contribution and the tax relief added together.

On your payslip, you will see your contribution. You won’t see the tax relief – it is added to your pension separately. 

You will also see our contribution on your payslip.]”

To reduce confusion, it is recommended you explain what they will actually see on their payslip.  

The first statement is for ‘net pay’ tax relief.  The second statement is for ‘relief at source’. Please select the correct one for your scheme. 

Delete the third statement about the employer contribution if your workers won’t be able to see your contribution on the payslip. 

If your workers won’t be able to see either their payments or your payments on their payslips, it is recommended you let them know this and direct them to where this information can be found.

If there will be a significant period of time between sending this letter and the first pension payments, you might want to remind your workers at the time they get their first payslip (after having been automatically enrolled). A suggested form of words is available in the ‘Good practice material’ sections of the online tool.
Guidance for Page 2

“How much will you get from this pension when you retire?”
This is something people want to know up front.
If the wording suggested in the template is not appropriate for your pension scheme, for example your scheme is a defined benefit one, then replace it with the appropriate information. For example, you could explain what members get when they retire and how it is calculated, and then direct your workers to further information on this.

“You can also see how a pension pot builds, using an online pension calculator, at www.xxxxx.xxx.xx”
This sentence only applies to defined contribution schemes. If yours is a defined benefit one (eg final salary) or hybrid one then delete this sentence and replace with appropriate information.
If you have a defined contribution scheme, the web address to insert at the end of this sentence is that of your pension provider’s pension calculator, if they have one and it is relevant to your scheme.   

If they don’t have one, delete this sentence.
Guidance for Page 3
“2 - If you want to join the pension scheme on [insert deferred automatic enrolment date], you don’t have to do anything. Your personal details will be passed to the pension provider, and your pension will start building from [insert date], when the first payments will be made. [See ‘filled-in example’ to help you complete this] You will be able to see this on your payslip. [Delete if your workers won’t be able to see their contribution on their payslips] “
The sentence about ‘personal details being passed to the pension provider’ is included to cover data protection requirements. If you will be passing personal details to the pension provider, it is recommended you do not remove this sentence. However, if your pension scheme does not involve passing workers’ personal details to a pension provider or other third party, you should delete this sentence.
“How to opt out in [insert month in which the opt-out period starts]

To opt out in [insert month], [insert details of how to get an opt-out form]. You can get an opt-out form from [insert start date of opt-out period]. Once you have completed it, send it to [insert instructions].”
If the suggested sentences above do not work for your scheme, please re-write to suit the opting out process for your scheme.

If you don’t know the exact dates of the opt-out period at the time of giving out this letter, you must instead explain how they are worked out (see suggested wording below).  It is also suggested you give an indication of when it will be, if you can do so. For example, state the month in which it will end.  For example, “If your completed opt-out form is received before the end of the one month “opt-out period” you will be removed from the pension scheme. The exact start and end dates of the “opt-out period” are not yet known, but the end date will be sometime in March.”
Once you do know the exact dates, you should immediately let your workers know what they are.

Here is some suggested wording for the letter if you don’t yet know the dates of the opt-out period:

“If your completed opt-out form is received before the end of the one month “opt-out period” you will be removed from the pension scheme. The exact start and end dates of the “opt-out period” are not yet known, but the end date will be sometime in [insert month]. [Delete the words after the comma if you don’t want to or can’t give an indication of when it will be] (The start date of the one month ‘opt-out period’ is the day the administration process for your becoming a member is complete. We will let you know the dates in advance.) Any payments you have already made will be refunded, and you will not have become an active member of the scheme on this occasion.”
“If you wish to stop making payments after [insert end date of opt-out period/or if you don’t know the date insert ‘the end of the one month opt-out period’] you can do so. The payments you have made already may/will not [select as appropriate] be refunded.”
[If ‘will not be refunded’ is correct for your scheme, add the sentences below.] 

Our contributions would also stop/will continue [select as appropriate]. The tax relief will stop. The payments already made into your pension would remain there and you would get this when you retire.
[If ‘may be refunded’ is accurate for your scheme, add further information on refunding as appropriate.]
Guidance for Page 4

“Will the amount paid into my pension change?”
If your pension scheme does not already meet or exceed the final minimums and therefore you are increasing the contributions over the next few years, to match the increasing minimum levels set by government (also known as ‘phasing’), you must explain how the values of the contributions are going to change.  You can provide this information as an amount of money, or a percentage of earnings. 
To help your workers understand, we suggest you outline the percentages and then give an example in £s and pence. Below is a suggested form of words and some diagrams to help you do this. (You can adapt these to suit your circumstances): 

“The government has set a minimum that has to be contributed in total (this is your contribution, your employer’s contribution and the tax relief added together) - this will increase as follows over the next few years. [Explain the increasing percentages. See ‘Filled-in Example of Letter 1P’ for an example]
“Within that total, the government has also set a minimum percentage that has to be contributed by your employer.  This will also increase as follows over the next few years. [Explain the increasing percentages. See ‘Filled-in Example of Letter 1P’ for an example]
“To give you an indication of how these increases might affect you here is an example based on someone who earns £XX,XXX a year and has qualifying earnings of £XX,XXX a year (£XXXX a month).

“Qualifying earnings means what you earn between a minimum (currently £5,772 a year) and a maximum (currently £41,865 a year).

· If you earn more or less than £XX,XXX a year the actual contributions for you will be higher or lower
 [Insert month the worker is automatically enrolled] – September 2017

[image: image5.png]



October 2017 – September 2018
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Overtime and bonus payments are/are not [Select as appropriate] included for the purposes of calculating the contributions.”
Please note: if your pension scheme is a Defined Contribution one and the contribution levels follow the government minimums exactly, then you have to include workers’ overtime and bonus payments when calculating contributions.

Also please note: the timings shown for ‘phasing’ have not yet been given Parliamentary approval.

Guidance for Page 4 (continued)
“What if I want to pay more into my pension pot?”

We recommend you also include details on what the worker has to do/who they need to contact to increase the amount they are paying into their pension.

Guidance for Page 5

“What is tax relief?”
Tax relief is mentioned on page one of this letter template. Research found workers want to know what it is, and the definition in the template tested well.

You also have to explain how the ‘tax relief’ is given (‘net pay’ or ‘relief at source’). [See letter template for wording of this] 

If you don’t know which tax relief arrangement your scheme uses, speak to your pension provider.

Guidance for Page 5 (continued)
“Where can I get further information?”
Research carried out by the government found people had key questions they wanted answering. 
A Frequently Asked Questions (FAQS) pdf booklet was therefore developed to pre-empt many of these questions. It can be found here:

English

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

http://www.thepensionsregulator.gov.uk/docs/workplace-pensions-faq-cymraeg.pdf
You can use this exactly as it is – for example, print off copies to give to your workers, include it in emails, or put it on your intranet, if you have one. 
Or you can adapt it and develop your own version, if you prefer.

If you are not enclosing the FAQs, it is recommended you refer your workers to wherever this kind of information can be found. 

Please note: within the FAQs, people are referred to the following sources of help:
(If your workers come to you with queries, you might find it helpful to refer them to these websites and phone numbers, as appropriate).
For more detailed facts and information on automatic enrolment and basic information on pensions:  
GOV.UK
Website:  https://www.gov.uk/workplace-pensions 
Alternatively, if your worker does not have access to the internet, they can call the Workplace Pension Information Line: 
English speakers: 0845 600 1268 
Welsh speakers: 0845 600 8187
Textphone: 0845 850 0363
(All open Monday to Friday – 8am to 6pm, excluding bank holidays)

For detailed questions about pensions:
The Pensions Advisory Service 
This is an independent voluntary organisation, funded by government, which provides free advice on pensions:
Website: www.pensionsadvisoryservice.org.uk
Helpline: 0845 601 2923 (open Monday to Friday - 9am to 5pm, excluding bank holidays)
For advice on general money matters, for example, managing debts: 

The Money Advice Service 
This is an independent organisation, set up by government and funded by a levy on the financial services industry. It provides free and unbiased financial advice.
Website:  www.moneyadviceservice.org.uk
Advice line: 0300 500 5000 

(open Monday to Friday - 8am to 6pm, excluding bank holidays)

For help tracking down a previous pension:

The Pension Tracing Service

They help people find the current contact details for their old pension scheme. 

Website: https://www.gov.uk/find-lost-pension   
Tel: 0845 6002 537 (open Monday to Friday, 8am to 6pm, excluding bank holidays)
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