Letter 3 – for entitled workers (no postponement)
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[Please note: The elements that are required by law are shown highlighted in yellow] Remove the yellow highlight from the final version for your workers.
[Insert Date] 

[Insert name of employer]’s pension scheme - A change in the law that affects you

Dear [See guidance]
The government has introduced a new law which requires employers to enrol workers into a workplace pension scheme if they: 
· are not already in one;

· earn over £10,000 a year (£833 a month) [change “£833 a month” throughout this letter if your workers are not paid monthly, see Guidance]; 
· are aged 22 or over; and
· are under State Pension age. 
Had you met all the criteria above we would have automatically enrolled you on 

[insert the date they would have been automatically enrolled had they been eligible].
As you were not/will not be* earning over £833 a month on that date, we did not/will not* automatically enrol you into our workplace pension.  
However, if you ask us to do so, we will enrol you into a pension scheme.  

*[Select as appropriate, depending on if the date is in the past or in the future]

What would joining a pension scheme mean for you?

Each month you would put money into a pension directly from your pay. 
[Select the next sentence(s) depending on whether you would contribute or not]

We would also contribute./We would not contribute as you do not earn over £5,772 a year (£481 a month). (This is the earnings level set by the government. Employers only have to contribute to workers’ pensions if they earn over this amount). 
[Change “£481 a month” throughout this letter if your workers are not paid monthly, see Guidance]
You would get this pension when you retire.  

How much would you pay in?
You can choose how much you pay in each month, provided that…..[if there are any scheme rules that affect the payment explain them here, for example, minimum/maximum contribution levels, keeping the payment the same each month, being able to change the amount only once in any 12 month period]. 

This payment would be taken directly from your pay.

You would see this payment on your payslip. [Delete if the worker would not be able see their pension payment on their payslip].   

Where to go for further information
· More information on pensions and saving for later life can be found on: https://www.gov.uk/workplace-pensions 
What to do if you want us to enrol you into a pension scheme

If you want to join a pension scheme, contact [insert relevant name] in writing by sending a letter, which has to be signed by you. Or if sending it electronically, it has to contain the phrase “I confirm I personally submitted this notice to join a workplace pension scheme”. [Insert instructions on where to send the letter/email, or how to find and submit an e-form, as appropriate]
You will then be sent further information on the scheme and will be enrolled into it.  

Yours sincerely

[Insert name of signatory]
Q: If I earn more in the future, what will happen?

A: If you earn more than the minimum (currently £833 a month), you will be automatically enrolled into our workplace pension scheme, so long as you are aged 22 or over, are under State Pension age, and are working or usually work in the UK.
If this happens, we will write to you again to give you all the information you need. 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. [Insert name of employer] and you will pay into it every month. 

Your pension will belong to you, even if you leave us in the future.
If you are aged under 22 or over State Pension age when you earn more than £833 a month then you will not be automatically enrolled, but you will have the right to join our workplace pension scheme if you want.  

A: If you earn more than £481 a month but not more than £833 a month, you will not be automatically enrolled but you will have the right to join our workplace pension scheme if you want.  
[Insert name of employer] and you will pay into it every month. 

Your pension will belong to you, even if you leave us in the future. 




























