Sample copy for employers: Scheme information leaflet

To help you communicate details about your new Aegon workplace pension scheme to employees, we’ve produced this sample copy for you to use. 
You can adapt this text to suit your requirements. Delete the text which isn’t relevant to your scheme and replace the example ‘Employer’ details with your own company and HR team contact details.
We’ve taken all reasonable care to make sure the information is accurate at the time of issue, but we don’t accept liability for any consequences resulting from its use. 

There are certain rules you must follow when promoting your company pension scheme to your employees. You can find out more about these in this document.
If you’re not sure if it’s suitable for your purposes, please get in touch with your scheme adviser.
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<Employer logo>
A summary of your <Employer name> workplace pension
We want to make financial planning simple for you, and that’s why we’re working with Aegon to provide you with a flexible way to save for your retirement. 
This scheme information leaflet is to help you understand the benefits of your plan.  
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Contributions 

to your plan
	<You can choose how much you want to contribute. However, to receive our employer contribution, you must contribute a minimum of x% of your pensionable salary.>
<We’ll match any contributions you pay, up to a maximum of <x>%.>
<Your existing contribution percentage will remain the same unless you tell us you want to change this.> 

The table below shows contribution levels for your plan: 
You %

<Employer name> %

Total %

X

X

X

X

X

X

X

X

X

X

X

X

5*

10*

15*

5+

10 (max)

15+

<*This is the default contribution level>
You can change your contributions at any time after your plan has been set up by getting in touch with <Contact name>.

<Pensionable salary includes xxxxxxxx>
It’s important to remember that the value of your pension pot can fall as well as rise and isn’t guaranteed. The final value of your pension pot when you come to take benefits may be less than has been paid in. 
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Making contributions through salary sacrifice


	<Your pension contributions will be paid using salary sacrifice.> <If you don’t want to pay contributions with salary sacrifice, please contact HR>
<Your pension contributions will continue to be paid using salary sacrifice.>
Salary sacrifice is an arrangement where you swap part of your gross salary (your salary before tax) for contributions into your pension. When your gross salary is reduced, you automatically pay less tax and National Insurance. This means you can use salary sacrifice to <boost your pension savings but keep the same amount of take-home pay.><boost your take-home pay but have the same amount paid into your pension plan.> 

You can find out more about salary sacrifice from Aegon.  

This information is based on Aegon’s understanding of current taxation law and HM Revenue & Customs’ practice, which may change.

Salary sacrifice isn’t always suitable for everyone. You should think about other things linked to your level of salary such as the amount of mortgage you can borrow or any other benefits, such as statutory maternity, paternity, sick pay or Working Tax Credit/Child Tax Credit. If you want more information on the suitability of salary sacrifice, you should speak to a financial adviser. 
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Choosing an investment fund

	Your scheme's default fund 
Your regular contributions will be automatically invested in the scheme’s default fund, which is the <Default fund> fund. We’ve worked with <Adviser name> and chosen this as the default fund for the scheme’s pension contributions. 
If you’d prefer to invest your contributions in a different fund you can change your investment choice (known as ‘switching’) online, once you’ve activated your online account. You can invest in a wide range of funds – take a look at the investment list to find out what your choices are.

You should think carefully about where you invest, as there are risks you need to consider. The value of an investment can fall as well as rise and isn’t guaranteed. You may get back less than the amount invested. If you’d like some help with your investment choices, you should speak to a financial adviser.
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What are the charges?

	Your new Aegon account has a total charge of <0.xx%>, <which is lower than you’re currently being charged.> 
Your <new> Aegon charge is made up of a service charge of <xx>% and an investment charge of <0.xx%*>.
The service charge only applies to the first £250,000 of your pension pot. The investment charge applies to the entire pot. Find out more about how your overall service charge will reduce once your fund value reaches £250,000.

*This is based on investing in the scheme default fund. If you choose to invest in a different fund, the investment charge could be different. Investment charges are applied by the investment managers and are detailed on the investment list. 

You can read more about charges and how they’re applied from Aegon. Please remember that charges might change in the future.

How your charges are paid
0.25% of each contribution will be invested in an interest accruing cash account called the ‘cash facility’. Aegon holds some of your investment as cash to pay service charges and make any other payments. Holding a small amount in cash means they don't usually have to sell units in your chosen investment funds every time a payment is due. 

If you have your own financial adviser, you may also pay personal adviser charges. These are the charges you’ll have agreed with them for any advice they give you.
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Aegon Assist is on hand to help.

	Have you thought about any other pension pots you may have? If you have more than one pot, why don’t you give Aegon Assist a call? 
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Aegon’s free, friendly, UK-based team of specialists can give you general guidance in plain English to help you make your own decisions with your retirement planning. They can even help you trace any pensions you may have with previous employers. 

Call Aegon Assist on 03456 03 05 09. Call charges will vary. 

Aegon Assist don’t provide advice, so if you’re not sure, you should speak to <our HR team>. 

Making the most of your workplace savings is a useful guide that could help you decide.

Important information

As with transferring your <Previous provider> pension pot, you should be comfortable with the investment choices that you make as you may lose features, protections, guarantees or other benefits when you transfer. 

A transfer for consolidation purposes is from one capital at risk pension product to another – so the value of your investments after any consolidation can still fall as well as rise and the final value of your consolidated pension pots when you come to take benefits may be less than paid in. Any new funds you move your money into will have their own set of risks that will be detailed in the fund information that will be available to you.



	  

Nomination of beneficiaries

	It’s important that you let Aegon know who you’d like any remaining retirement savings to go to when you’re no longer here.
You can nominate beneficiaries (sometimes called an expression of wish) online in the ‘About you’ section of ‘Your profile’ on your Retiready online account or by completing a Nomination of beneficiaries form.

We suggest you review your beneficiaries regularly to ensure you’re still happy with who you’ve nominated.



	

How can I see how my retirement savings are doing?

	To help you manage your retirement savings you’ll have access to Aegon’s free digital tools and information.

Look out for an email from Aegon with your activation code; <you should receive it around <date>. It’s easy to activate your online account and get access to these tools with a few simple clicks. 

Once you’ve activated your online account, you’ll then be able to download and activate the Aegon UK mobile app.  You’ll need your plan number, surname and National Insurance number when registering for the app. 


Aegon UK mobile app is available for download on Apple App Store or Google Play.









Apple® and App Store® are trademarks of Apple Inc.

Google Play and the Google Play logo are trademarks of Google LLC

You’ll also receive regular statements from Aegon. Depending on the funds you’re invested in, you’ll receive an investment statement twice per year and a statutory money purchase illustration on your plan anniversary (otherwise known as an annual projection statement).


	

More ways to save


	A feature of your workplace pension is the option to save through our Aegon Stocks and Shares ISA. 
You can find out more about “More ways to save” by logging into your online services.



	  

What if I leave the company?


	It’s your plan — it’s important you manage it and it’s in your name for you to keep, even if you leave the company. You can:

 -continue to contribute to the plan; 

 - stop paying contributions and leave your benefits where they are (remember that  stopping contributions could affect the final amount of your savings); or

 - move the pension pot you build up within your plan to another scheme, perhaps one    offered by a new employer, at no cost — but you should get financial advice at the time and consider what benefits any new employer offers.

If you leave it with Aegon the service charge will remain the same and you’ll still be able to use all the free digital tools to help keep you on track.




	

When can I retire?

	The normal retirement age for <Employer name> employees is <65>. 

But you can choose to take your pension benefits from age 55 (increasing to age 57 from 2028), even if you’re still working. 

You can find out more about your options when taking pensions benefits with Your retirement planner.


	

Where can I find more information?


	Aegon have produced this helpful Toolkit to help you manage your retirement savings from one convenient place. 

And there’s more information on Aegon’s website. 

You can contact <our HR team> on <phone number> or email them at <email address>.
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Where can I get financial advice?

	You can get additional support from <the scheme’s financial adviser>, <Adviser name>, by contacting <Contact name on contact number, or you can email contact email address>
<your financial adviser if you have one>.
If you don't have a financial adviser, MoneyHelper can help you find one. An adviser may charge you for advice.




Have a question or need a hand?


Email <email address> �or call HR on <phone number>








Have a question or need a hand?


Email <email address>�or call HR on <phone number>











