
Must do communications
Your payroll provider may also be offering an employee communications service, so if you want 
to use The People’s Pension journey instead, make sure you let them know. 

Staging/duties start
Giving your employees notice of their enrolment is compulsory, and is one of your automatic 
enrolment duties set by The Pensions Regulator. Notice must be provided to your employees in 
the form of a letter or email, no more than six weeks after your staging/duties start date. We’ve 
put together a sample that you can personalise – here’s a sample that you can personalise » 

At enrolment 
We will send out new joiner information to your employees. You must ensure you provide the 
correct employee contact details when you send us your employee data to enable us to send the 
joiner information out. 

Ongoing communications 
We will send annual statements to all members’ online accounts, giving them a summary of their 
pension savings and a projection of what they may get at retirement. They can also access their 
pension information through their online account (once activated) at any time. 

Optional communications
These communications are optional and you may find them useful before your organisation’s 
staging date or at your duties start date:

Automatic enrolment animation
This animation can be used to teach your employees about automatic enrolment and how it will 
affect them – watch our animation » 

Posters
We’ve created some posters which you can print off, to help your employees better understand 
automatic enrolment.  You can find these in our online resource library – find these in our online 
resource library »

Payslip wording
This document contains a series of short explanations that you can have printed onto your 
payslips, which give information about automatic enrolment – download our payslip wording »

Our toolkit
We’ve created a communications toolkit to help you talk pensions with your employees at 
every stage of their retirement savings journey. The range of topics include setting up an online 
account, paying more into their pension and combining pension pots – explore our toolkit » 
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Employee Communications
This information sheet explains what you must tell your employees as part of the automatic enrolment process, and also  
takes you through a few optional communications which might help them engage with their workplace pension – check out  
our online toolkit for more.

We’re here to help you communicate with your employees 
Effective communication is vital in keeping your employees informed about automatic enrolment  
and the effect it will have on them. It will also help to save you time in answering their questions.

One of your employer duties is to tell your workers about automatic enrolment and how it will 

affect them. This information, also known as a ‘notice’, needs to be sent by post or email and 

needs to go to all your workers, other than those already in a qualifying pension scheme. 

To make things easier for you, we’ve created a template that you can use to send to your workers. It’s just a template, so if you choose to 

use it, you’ll need to add in the details that are specific to your workers – like the date you’ll be automatically enrolling your workers and 

your contact details. 
You don’t have to use our template and, if you prefer, you can draft your own or you can create a notice via The Pensions Regulator’s 

letter template tool. This can be accessed at: http://www.thepensionsregulator.gov.uk/supporting-resources.aspx

Whichever you choose, it’s your responsibility to make sure you include the correct information and dates, and the notice is sent to the 

right people. Our template can be used at your staging date and in the future, e.g. for new workers joining your company.

Our template contains all the information which must be included in this notice, once you have added the additional information. There 

are two versions. One if you’re postponing automatic enrolment and another version if you’re not postponing. So you should make sure 

that you use the right version. 

We have created an example of each letter for a fictitious company, ABC Ltd, to show you how they’ll look. Our examples use 2017/2018 

tax year figures. In our examples, ABC Ltd have decided that their employees will receive their joiner packs by email. They’ve also 

decided that they will not pay employer contributions for their workers who earn less than £5,876. 

Workers who are automatically enrolled must be given further information, including how to opt out, once they’re enrolled. We’ll send 

that information, on your behalf, to those who join The People’s Pension in their joiner pack.

You may have workers who are already in a qualifying pension scheme. If they are remaining in their existing qualifying pension 

scheme, and so will not be affected by automatic enrolment, then they should be excluded from this mailing. Different information can 

be given to those members. This can be found at: www.thepensionsregulator.gov.uk/employers/letter-templates-for-employers.aspx

If you’d like to use our template, please check the decision tree on the next page first. 
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For more information please contact:

 newbusiness@thepeoplespension.co.uk   01293 586637
  www.thepeoplespension.co.uk

Please  keep this  letter safe

Dear Mr SampleYou’re in! You should have received information about the changes to workplace pensions.  In short, the

Government now requires all employers to enrol certain employees into a workplace pension scheme

to help them save for their retirement. This is called ‘automatic enrolment’. 

Your employer, Sample Employer, has chosen The People’s Pension (provided by B&CE) as your

workplace pension scheme. 

You have been assessed to see whether you are eligible for automatic enrolment and we can

confirm that you are. This means as of 29 March 2017 you are enrolled into The People’s Pension.

Now the hard bit is done and you are a member … what next?

1. Go online and activate your account

Go to https://myproducts.bandce.co.uk and click on ‘Activate your account’ then follow the

instructions online. Your personal activation code is *********.

Each year your statement will be sent to your online account, you can use your online account to

change where your contributions are invested, your selected retirement age and much more.

2. Read the enclosed booklet

This will help you to get the most out of your pension.  

3. Learn how much it will cost you

By staying in The People’s Pension, the following minimum contributions will be made to your

pension every week:Contributions                                            %

Your employer will pay in:                           1.00% of Qualifying Earnings

From your wages, you will pay in:              1.00% of Qualifying Earnings

continued...
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To help us improve our service, we may record your call.

This way to  
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This Member Booklet will take you through what  
you need to know about The People’s Pension
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