Letter 6 – for all workers - postponement

- 5 -

[Please note: The elements that are required by law are shown in yellow] Remove the yellow highlight from the final version for your workers.
 [Insert Date] 

[Insert employer’s name]’s pension scheme - A change in the law that affects you
Dear [See Guidance]
To help people save more for their retirement, the government requires employers to enrol their workers into a workplace pension scheme. This applies to those workers who aren’t already in one, and who 
· 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.

We are enrolling these workers into our workplace pension scheme on [insert postponed automatic enrolment date, also known as the ‘deferral date’]

Why is this happening?

The government’s aim is to get more people to have another income, on top of the State Pension, when they come to retire. The full basic State Pension in 2014-15 is £113.10 a week for a single person. 

Employers are enrolling their workers automatically into a scheme to make it easier for people to start saving.
How it will affect you on [insert postponed automatic enrolment date, also know  as the ‘deferral date’]
If you are already in our pension scheme:
You will not be automatically enrolled as you are already in the pension.

I am pleased to confirm the scheme is a qualifying pension scheme, which means it meets or exceeds the government’s new standards.
A commitment from us

If you are under 75, work or usually work in the UK, and earn over £5,772 a year (the amount set by the government for this): 

- we must by law continue to maintain your membership of a scheme that meets certain government standards; and  

- if your membership of such a scheme ends (and it is not because of something you do or fail to do), we must by law put you into another scheme that meets government standards straightaway.
Further information on the pension scheme can be found on the last page of this letter.

If you are NOT already in our workplace pension scheme on [insert postponed automatic enrolment date, also known as the ‘deferral date’], what happens depends on how old you are and how much you are earning on that date.
If on that date you are aged 22 or over, under State Pension age, work or usually work in the UK, and earn more than £10,000 a year (£833 a month):
We will enrol you into our pension scheme on [insert automatic enrolment date]. You don’t have to do anything – it will happen automatically.

· 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 [See Guidance];

· [Insert employer’s name] and you will pay into it every month;
· The government will also contribute through tax relief;

· Your pension belongs to you, even if you leave us in the future;
· You have the right to join the scheme before [insert automatic enrolment date] if you want to.
We will write to you nearer the time with further information on the pension scheme.
If on that date you are aged under 22 years, or over State Pension age (but under 75), or earn more than £5,772 (£481 a month) but not more than £10,000 a year (£787 a month): [change “£481 a month” and  “£833 a month” if your workers are not paid monthly, see Guidance] 

We will not be automatically enrolling you into the pension scheme. This is because you do not meet the criteria set by the government (see first paragraph of this letter). However, you have the right to join the scheme if you want to. Both you and [insert name of employer] would pay into it. 
If on that date you are under 75 and earn £5,772 or less a year (£481 or less a month): [change “£481 a month” throughout this letter if your workers are not paid monthly, see Guidance] 
We will not be automatically enrolling you into our workplace pension scheme.  This is because you do not meet the criteria set by the government (see first paragraph of this letter). However, if you ask us to do so, we will enrol you into a pension scheme.  
[Select the next sentence(s) depending on whether you would contribute or not]

We would contribute to this pension./ We would not contribute to this pension as you do not earn over £5,772 a year. (This is the earnings level set by the government. Employers only have to contribute to worker’s pensions if they earn over this amount). 
What to do if you want to join a pension scheme now

If you want to join a pension scheme now, 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 and confirmation you are being enrolled. 
Where to go for further information 
You may have questions about workplace pensions and saving for your retirement.  More information on pensions and saving for later life can be found on: https://www.gov.uk/workplace-pensions 
Yours sincerely

[Insert name of signatory]

For those who meet the criteria listed in the first box on page 2: 

Explanation as to why you can join the workplace pension scheme before [insert postponed automatic enrolment date, also known as the ‘deferral date’] if you want.

We have, as allowed by law, postponed the automatic enrolment of our workers into our pension scheme until [insert postponed automatic enrolment date, also known as the ‘deferral date’]. This is [insert time period: for example, three months] after the date we were first required by law to carry out automatic enrolment. During this period, you have the right to join the workplace pension scheme if you want.  If you want to do this, follow the instructions in the What to do if you want to join a pension scheme now section of this letter (page [insert page number]).
The rest of this page and the top of the next page contain some additional information for you if you will NOT be automatically enrolled due to age or earnings
Overleaf there is some information for you if are already in our workplace pension scheme.

Q: I am younger than 22: if I don’t join the pension scheme now, what happens when I reach 22?

A: If you are earning more than the minimum (currently £10,000 a year, £833 a month) when you reach 22, you will be automatically enrolled into our workplace pension scheme. We will write to you again, nearer to your 22nd birthday, 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. 
Q: I don’t earn more than £10,000 a year (£833 a month), 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 work 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 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. 

The money in 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.  

Q: I don’t earn more than £10,000 a year (£833 a month), if I earn more in the future, what will happen? (continued)

A: If you start to 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. 

The money in your pension will belong to you, even if you leave us in the future.
Information for those already in the workplace pension

A reminder about the pension scheme

· [Insert name of employer] and you are paying into a pension which you get when you reach the scheme’s pension age.

· The government is also contributing to your pension through tax relief. (Tax relief means that some of your money that would have gone to the government as tax, goes into your pension instead.) 

· Currently, the age at which members of the scheme get their pension is [insert age].
[Include or delete the following three statements as appropriate. See Guidance]
· On your payslip, the figure you can see is your contribution and the tax relief added together.

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

· You can also see our contribution on your payslip.

[Change these words if your scheme does not allow extra money to be paid in]

You can increase the amount you put in if you want [Insert details of any limits].  The amount contributed by the government in the form of tax relief would also increase. The employer contribution would also increase up to maximum of XXXXX [insert information on how the employer contribution would increase]/ would remain the same.  [Select as appropriate]

To increase the amount you put in [insert details on what the worker has to do/who they need to contact to increase the amount they are paying into their pension].

Our pension scheme is provided by [insert pension provider]. Once a year, you get a statement showing how much money has gone into your pension and how well it is doing. / Once a year you get a statement indicating how much your pension has built up so far and how much you might get when you reach retirement age. [Select and adapt as appropriate]

Further information
Further information on our pension scheme can be found [insert details of wherever workers can get more information, for example, your intranet, the pension provider’s website/booklets]
If you have any questions about the scheme, please contact [insert relevant contact details of the pension provider]:

If you have any other queries, please contact [insert contact details of appropriate person in your organisation]









































































































