Mains steps Article 5, Nov ’13 (5 of 7) 
This is article five in a series of seven from The Pensions Regulator which outline the various steps employers need to take to comply with their new workplace pensions duties and introduce automatic enrolment

Communicating with workers

There is a legal requirement for employers to communicate individually with their workers letting them know how new workplace pensions laws impact on them. This involves writing to each member of staff to tell them how automatic enrolment affects them and about their rights. 
Once an employer knows that they have staff to automatically enrol, they must send their details to their pension scheme to ensure active membership begins. Then the employer must write to these staff to tell them they’ve been automatically enrolled and that they have a right to opt out of the pension scheme.

Communicating with workers is an ongoing duty, so an employer will need to do this every time a staff member becomes eligible for automatic enrolment, or with any new starters who are eligible.

Different letters for different workers

An employer needs to check what information goes to which worker. Some staff might not be eligible for automatic enrolment. But these people still have rights and an employer must write to tell them what these rights are.

Certain members of staff have a right to opt in to the workplace pension scheme and receive an employer contribution. Others have a right to join a pension scheme and it’s up to the employer whether they choose to pay an employer contribution.

If any employer decides to postpone automatic enrolment for any of their staff, they must write to these staff to tell them. Those workers who are assessed as jobholders will still have a right to opt in to the pension scheme during the postponement period.

The Pensions Regulator has letter templates available on its website for employers to use. Link to letter templates http://www.thepensionsregulator.gov.uk/employers/letter-templates-for-employers.aspx
The time limits for writing to your staff

Employers must write to their staff within one month of their staging date to tell them they have been automatically enrolled or postponed. After staging, when automatic enrolment is business as usual, they must write within a month of the day a new staff member joins or becomes eligible to be automatically enrolled (six weeks from April 1st 2014). The exception is for existing scheme members who must be contacted within two months.  
Sending the letters

The information employers send must be in writing, so you can send the letters by post or email. The letters or emails must be sent individually. Employers can ask a third party, such as an accountant or financial adviser to send the letters on their behalf, but it remains their responsibility to make sure the right information gets to the right member of staff at the right time.

How communications can help

There's more an employer can do to help staff understand automatic enrolment than simply providing their workers with the written communication required by law. 

Employers are an important and effective channel of communication for their staff throughout the automatic enrolment process. Messages around why saving for retirement is important can help engage staff with the subject of workplace pensions. 

Staff appreciate an explanation of what automatic enrolment means for them. For example, receiving advance information about how much they'll contribute and when.  Depending on the type of workforce, an employer may wish to use posters, staff meetings, emails, text messages or newsletter articles to raise awareness of the changes.

Where to find out more

There are FAQs to help employers answer initial queries from staff about workplace pensions available on The Pensions Regulator’s website:

Link to info http://www.thepensionsregulator.gov.uk/employers/raising-awareness-about-automatic-enrolment.aspx
To find out more about the steps an employer needs to take to meet their automatic enrolment duties visit:  link to home page: www.thepensionsregulator.gov.uk
 ENDS 
