
Postponement Letter Guide

As part of our auto enrolment process we have a 3 month postponement period for all new starters which means we have a legal obligation to give each employee (contract and Bank) a postponement notification letter containing specific information with in 1 month of them becoming eligible. This letter advises staff that they will be automatically enrolled in our pension scheme following the postponement period if they reach the earnings trigger point. 

To assist with this process the following template postponement letter has been produced and should be updated and then given to each new starter with in 1 month of joining EFHL. I have included all the areas that need to be updated in order which should be amended as follows:

Name:

Enter staff member’s name

Home:

Enter name of the Care Home

Date:

Enter the date you are completing the letter

Name:

Enter staff member’s name
Month /Year:
Enter the month and year of the staff member’s third payroll e.g. if they start on 5 January you would enter March on the letter.
Month:
Enter the month of the staff member’s third payroll e.g. if they start on 5 January you would enter March on the letter.
Day/ Month:
Legal and general will write to those that have been auto enrolled 5 working days after the pay day of the month they are enrolled. We are basing this letter on the member of staff being enrolled on their third payroll so the date that should be entered will be 5 working days after the third month’s pay day.
Month/Year:
Enter the month and year of the following pay period after the expected enrolment e.g. if they are due to be enrolled in March you will need to enter April.
Month/Year:
Enter the month and year of the staff member’s third payroll e.g. if they start on 5 January you would enter March on the letter.
Name:

Add your name and signature
Personal In Confidence

NAME

HOME










DATE
Dear NAME,

To encourage people to save for their retirement, the government has introduced a new law. This requires all employers to enrol their workers into a workplace pension scheme and make contributions on their behalf.

We’ll enrol you into the EFC Group Stakeholder Scheme, with contributions taking effect from the MONTH YEAR pay run, if:

· You are not already part of the pension scheme and paying at least 5%

· You earn over £10,000 a year

· Are aged 22 or over; and

· Are under the state pension age

As a member of the EFC Group Stakeholder Scheme you can benefit from contributions from us. This will help you to build up a pot for your future. 

If you decide that you don’t want to stay in the pension scheme, you will be able to opt out within one month of the date of your auto-enrolment notice. If you do opt out by this date, any contributions that have already been taken from your pay will be returned to you and you’ll be treated as if you had never joined the pension scheme.

If you don’t opt out by this date you can stop contributing at any time. If you do this, your contributions and ours, up to that point, will remain invested in your pension pot until you take your benefits.

If you stop making contributions to the pension scheme through no fault of your own, we must arrange for you to join, from the day after your active membership ends, a pension scheme which meets certain minimum legal requirements. This does not apply if you end employment with us.

What if I don’t meet the guidelines above?

“I earn less than or equal to £10,000 a year.”

Or

“I’m under 22 years old or between state pension age and under 75 years old.”

You will not become a member of the scheme automatically. This is because you do not meet the requirements set by the government above.

You do, however, have the right to join our pension scheme if you want to. If you choose to do so you will benefit from contributions from us, alongside anything you put in.
If you would like to join, please read the important documents included on the scheme microsite and if you are happy to proceed, please write to the HR Department by:

· Sending a letter signed by you, to Elizabeth Finn Homes Ltd, Hythe House, 200 Shepherds Bush Road, London W6 7NL; or

· Sending an email to HRAdmin@efhl.co.uk with your request containing the phrase “I confirm I personally submitted this notice to join a workplace pension scheme”. 
What happens next?

1. If you meet the criteria above you will be Automatically Enrolled into the Pension Scheme and, with effect from the MONTH payroll, a 5% contribution will be taken from your pay.

2. Legal & General will write to you by DAY MONTH to confirm your enrolment and your options, i.e. advising of the process to opt-out should you wish to do so. 

3. If you wish to opt out you must do so ASAP as the next pay run will be finalised by 16thof MONTH YEAR
You can find out more by visiting  https://www.legalandgeneral.com/workplace/_landg/gshp-ae where you can find copies of your
· Key Features document 

· Example illustrations 

· Investment information

These documents contain important information. Please read them carefully before deciding how to proceed.

Summary of scheme charges

Charges will apply to your scheme. Below shows a summary of what these charges will be and how they are worked out.
	All Fund Value Bands
	0.35%




Legal & General may make fair and reasonable changes to the charges and will provide at least 30 days prior notice.

For general information about pensions you can go to the government website: gov.uk/workplace-pensions

Yours sincerely,

NAME

Business Support Administrator
