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About this document
These templates aim to help you to meet your legal duty to tell your workers about the workplace pension arrangements that will affect them. It includes information you can cut and paste to put together the relevant notices to your workers.

The notices included here are templates only. You’ll still need to add in the details that are specific to your organisation and workers before you send them. To make this easier for you we’ve highlighted the information that’s optional and isn’t required by law. 

While these notices can help you to meet your legal duty, the responsibility rests with you to ensure the statements and dates are correct and the notices are sent to the right people. You need to send statutory information to an eligible jobholder no later than six weeks after their auto enrolment date.

Note that these notices are only relevant if Nest is your sole scheme. If you’re not using Nest at all you shouldn’t use them. 

Understanding which notices apply to you

Before you start it’s important to read our Guide to Nest’s employer notices (PDF) document for guidance on which notices apply to you and your workers. This includes decision tree diagrams to help you work out which employer notices you need to send to which workers at which time.

In 2015, the rules about the information you need to give your workforce about auto enrolment were simplified. To meet these rules, you can follow our standard route decision trees. 

If you prefer, you can offer your workers more than just the minimum required information by following our tailored route decision trees. Your workers may find these more helpful to understand how the auto enrolment process affects them. 

Find all our decision trees and detailed guidance in our Guide to Nest’s employer notices (PDF). 
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[bookmark: _Toc333916895][bookmark: _Toc415059430]Employer notice 1
A tailored notice for eligible jobholders who must be automatically enrolled into Nest
[Enter date]

Dear [worker’s name]

Soon we’ll be automatically enrolling you into Nest.

Workplace pensions law means we need to enrol you into a workplace pension scheme that meets new legal standards.

We’ve chosen Nest as our workplace pension scheme to meet our employer duties and help you put money aside for your retirement. Nest is a straightforward pension scheme that gives you one retirement pot for life. 

You’ll be automatically enrolled into Nest on [enter automatic enrolment date]. If you want to stay in the scheme you don’t have to do anything.

If you’d like to know more about Nest you can visit their website at www.nestpensions.org.uk or search online for Nest pensions. Once you’ve been enrolled you’ll be able to activate an online account that lets you take control of your retirement pot. 
Contributing to your Nest retirement pot
We’ll make employer contributions to your retirement pot [and you’ll pay member contributions]. 

If you’re eligible, you’ll also get extra money from the government through tax relief. Nest uses the ‘relief at source’ method of claiming tax relief. NEST uses the ‘relief at source’ method of claiming tax relief. This means that you make contributions from your pay after the deduction of tax− if you pay tax. If you are eligible for tax relief, NEST will claim this for you from HMRC and add it to your pot. NEST uses the ‘relief at source’ method of claiming tax relief. This means that you make contributions from your pay after the deduction of tax− if you pay tax. If you are eligible for tax relief, NEST will claim this for you from HMRC and add it to your pot. This means that you make contributions from your pay after the deduction of tax− if you pay tax. If you are eligible for tax relief, NEST will claim this for you from HMRC and add it to your pot. This means that you make contributions from your pay after the deduction of tax− if you pay tax. If you are eligible for tax relief, NEST will claim this for you from HMRC and add it to your pot. This means that you make contributions from your pay after the deduction of tax − if you pay tax. 

If you’re eligible for tax relief, Nest will claim this for you from HMRC and add it to your pot. This means that you make contributions from your pay after the deduction of tax− if you pay tax. If you are eligible for tax relief, NEST will claim this for you from HMRC and add it to your pot.At the moment, basic rate tax relief is 20 per cent. So, you’ll only need to pay 80p in every pound and Nest will claim another 20p from the government. If we don’t have your National Insurance number, Nest won’t usually be able to claim basic rate tax relief on your behalf, so please make sure you’ve given it to us so you don’t miss out on any extra money.

If you pay tax at a higher rate, you may be able to get more tax relief on your contributions. You’ll need to claim this yourself by contacting HMRC at www.hmrc.gov.uk.

We calculate contributions based on your [qualifying earnings/base salary/total pay – delete as applicable or insert another earnings basis that you’re using].
This [means your annual earnings that fall between £6,240 and £50,000. It] includes [list the parts of pay that you’ll include when you calculate contributions −for instance, salary, overtime or allowances].
We’ll pay: [£xxxxx] [xx] per cent of your [qualifying earnings/base salary/total pay – delete as applicable or insert another earnings basis that you’re using] [per week][every four weeks][per month].
[You’ll pay: [£xxxxx] [xx] per cent of your [qualifying earnings/base salary/total pay – delete as applicable or insert another earnings basis that you’re using] [per week][every four weeks][per month].]
Your contributions will be deducted from your [qualifying earnings/base salary/total pay – delete as applicable or insert another earnings basis that you’re using].
The new pensions law sets out minimum contributions for all employers to pay. [Your contributions will rise over time, in line with the new pensions law. – delete as applicable] [We’re already paying [more than] the current amounts so these changes won’t affect your contributions. – delete as applicable] 
	
	Our employer contribution
	Your contribution
	Tax relief

	From enrolment
	[xx]%
	[xx]%
	[xx]%




If you have any questions about contributions or your enrolment, please contact [name and contact details of the relevant contact person(s) at your organisation].
Opting out
If you decide that you don’t want to put money aside for your retirement just yet, you have the right to opt out. You must do this within your one month opt-out period, which starts three days after you’ve been enrolled into Nest. Your welcome pack should arrive around this time and will include information on how to opt out and the date your opt-out period ends.

You can’t opt out until you’ve been enrolled and have received your Nest ID. You’ll find this in the letter Nest sends to you. 

Once you’ve received your Nest ID there are several ways to opt out. You can: 
opt out online at nestpensions.org.uk/optingout
call Nest’s automated telephone line
request a paper opt-out form from Nest and then fill it in and send it back to us

You’ll find more detail about opting out in your welcome pack.

Don’t contact Nest to opt out before you’ve been automatically enrolled as they won’t have set up your account yet and you won’t be able to opt out.

If you haven’t received your welcome pack by [enter date five days after you plan to enrol this worker] and think you’ll want to opt out, check with [person or department responsible for automatic enrolment] to make sure you’ve been enrolled, and your welcome pack has been sent to the right address. Your one month opt-out period starts three days after the day you’re enrolled even if your welcome pack doesn’t reach you. You can find out more on Nest’s website at nestpensions.org.uk/savers 

What happens if you opt out?
Opting out means you’ll be treated as though we never enrolled you into the scheme. Once a valid opt-out notice has been received, we’ll refund to you any member contributions you’ve made through your salary. 

If you change your mind after opting out, you can opt back in again if you want to. We’ll have a duty to make that happen once in any twelve-month period if you ask us to.

If you choose to opt out, you’ll normally be automatically re-enrolled back into the pension scheme at a later date. This is usually around every three years after the date these new duties first apply to us. This will also happen if you stay in Nest but stop making contributions.

This happens because the reasons you had for opting out or stopping contributions originally may have changed and you might be ready to start building a retirement income. Again, you can still choose at that point whether you want to stay in or opt out of the scheme. 
Stopping contributions
Once you’re a member of Nest and the opt-out period has ended you might want to stop making contributions or take a break from contributing later on. Nest lets you do this. There’s no need to opt out in the first month just because you think you might want to take a contribution break later.
If you do take a break and decide to start contributing again, you just need to let Nest or us know. If you choose to stop contributing, the contributions you’ve made so far will stay in your retirement pot.
Remember that while you’re not contributing you won’t get employer contributions from us either. If you decide to begin contributing again and you also want us to make employer contributions, and you’re eligible to receive them, you’ll need to let us know by [enter the details of your own process stating that written notices need to be signed and any electronic notices need to include a statement that the worker has personally submitted it].
Getting more information 
For information about your Nest retirement pot, you can activate your online account using the details in your welcome pack − or contact Nest directly on:

Nest
Nene Hall
Lynch Wood Business Park
Peterborough
PE2 6FY

Online live help: nestpensions.org.uk/livehelp 

Member enquiries: 0300 020 0090

You can find out more about pensions and being a member of Nest by visiting their website at www.nestpensions.org.uk or search online for Nest pensions.

You can also get general information on pensions and saving for later life from gov.uk/workplace-pensions

[Yours sincerely/faithfully]

[Enter name of employer or person acting on behalf of employer]
[Enter signature]

© Nest Corporation 2020. All rights reserved. The communications available in this document are only to be used by participating employers of Nest. It is the responsibility of the user to ensure that the correct communication is issued in the circumstances. The user should ensure that it is in receipt of the current version of the communication before issuing it by regularly checking the Nest website for updated versions. If you’re in any doubt about how pensions legislation applies to you, we recommend that you seek specialist legal advice and nothing in this document should be taken to amount to such advice. We don’t make any representation or warranty, express or implied, that the communications available in this document are accurate, complete or error free. We don’t accept responsibility for any loss or damage, whether in contract, tort (including negligence), breach of statutory duty, or otherwise, even if foreseeable, caused as a result of reliance on the communications contained in this document, which are intended to be for guidance only, nor do we accept responsibility for loss or damage, whether in contract, tort (including negligence), breach of statutory duty, or otherwise, even if foreseeable, caused due to any inaccuracy, incompleteness or error. For the avoidance of doubt, this disclaimer applies whether the user issues the communication in its original form or as amended by the user.
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[bookmark: _Toc415059431]Employer notice 1S
An alternative standard notice for eligible jobholders who must be automatically enrolled and non-eligible jobholders who have opted in to Nest
[Enter date]
Dear [worker’s name]

[Soon you’ll be enrolled into Nest].

Workplace pensions law has changed, which means we need to enrol you into a workplace pension scheme that meets new legal standards. Depending on how much you earn, we’re enrolling you either automatically or because you opted in.

We’ve chosen Nest as our workplace pension scheme to meet our employer duties and help you put money aside for your retirement. Nest is a straightforward pension scheme that gives you one retirement pot for life. 

You’ll be enrolled into Nest on [enter (automatic) enrolment date]. If you want to stay in the scheme you don’t have to do anything.

If you’d like to know more about Nest you can visit their website at www.nestpensions.org.uk or search online for Nest pensions. Once you’ve been enrolled you’ll be able to activate an online account that lets you take control of your retirement pot.
Contributing to your Nest retirement pot
We’ll make employer contributions into your retirement pot [and you’ll pay member contributions]. 

If you’re eligible, you’ll also get extra money from the government through tax relief. Nest uses the relief at source method of claiming tax relief. This means that you make contributions from your pay after the deduction of tax − if you pay tax. 

If you’re eligible for tax relief, Nest will claim this for you from HMRC and add it to your pot. At the moment, basic rate tax relief is 20 per cent. So, you’ll only need to pay 80p in every pound and Nest will claim another 20p from the government. If we don’t have your National Insurance number, Nest won’t usually be able to claim basic rate tax relief on your behalf, so please make sure you’ve given it to us so you don’t miss out on any extra money.

If you pay tax at a higher rate, you may be able to get more tax relief on your contributions. You’ll need to claim this yourself by contacting HMRC at www.hmrc.gov.uk.

We calculate contributions based on your [qualifying earnings/base salary/total pay – delete as applicable or insert another earnings basis that you’re using].
This [means your annual earnings that fall between £6,240 and £50,000. It] includes [list the parts of pay that you’ll include when you calculate contributions – for instance, salary, overtime or allowances].
We’ll pay: [£xxxxx] [xx] per cent of your [qualifying earnings/base salary/total pay – delete as applicable or insert another earnings basis that you’re using] [per week][every four weeks][per month].
[You’ll pay: [£xxxxx] [xx] per cent of your [qualifying earnings/base salary/total pay – delete as applicable or insert another earnings basis that you’re using] [per week][every four weeks][per month].]
Your contributions will be deducted from your [qualifying earnings/base salary/total pay – delete as applicable or insert another earnings basis that you’re using].
The new pensions law sets out minimum contributions for all employers to pay. [Your contributions will rise over time, in line with the new pensions law. – delete as applicable] [We’re already paying [more than] the current amounts so these changes won’t affect your contributions. – delete as applicable] 
	
	Our employer contribution
	Your contribution
	Tax relief

	From enrolment
	[xx]%
	[xx]%
	[xx]%



If you have any questions about contributions or your enrolment, please contact [name and contact details of the relevant contact person(s) at your organisation].
Opting out
If you decide that you don’t want to put money aside for your retirement just yet, you have the right to opt out. You must do this within your one month opt-out period, which starts three days after you’ve been enrolled into Nest. Your welcome pack should arrive around this time and will include information on how to opt out and the date your opt-out period ends.

You can’t opt out until you’ve been enrolled and have received your Nest ID. You’ll find this in the letter Nest sends to you. 
Once you’ve received your Nest ID there are several ways to opt out. You can: 
opt out online at nestpensions.org.uk/optingout
· call Nest’s automated telephone line
· request a paper opt-out form from Nest and then fill it in and send it back to us.

You’ll find more detail about opting out in your welcome pack.

Don’t contact Nest to opt out before you’ve been automatically enrolled as they won’t have set up your account yet and you won’t be able to opt out.

If you haven’t received your welcome pack by [enter date five days after you plan to enrol this worker] and think you’ll want to opt out, check with [person or department responsible for automatic enrolment] to make sure you’ve been enrolled, and your welcome pack has been sent to the right address. Your one month opt-out period starts three days after the day you’re enrolled even if your welcome pack doesn’t reach you. You can find out more on Nest’s website at nestpensions.org.uk/savers 
What happens if you opt out?
Opting out means you’ll be treated as though we never enrolled you into the scheme. Once a valid opt-out notice is received, we’ll refund to you any member contributions you’ve made through your salary.

If you change your mind after opting out, you can opt back in again if you want to. We’ll have a duty to make that happen once in any twelve-month period if you ask us to. 

If you choose to opt out, you’ll normally be automatically re-enrolled back into the pension scheme at a later date. This is usually around every three years after the date these new duties first apply to us. This will also happen if you stay in Nest but stop making contributions.

This happens because the reasons you had for opting out or stopping contributions originally may have changed and you might be ready to start building a retirement income. Again, you can still choose at that point whether you want to stay in or opt out of the scheme. 
Stopping contributions
Once you’re a member of Nest and the opt-out period has ended you might want to stop making contributions or take a break from contributing later on. Nest lets you do this. There’s no need to opt out in the first month just because you think you might want to take a contribution break later.  

If you do take a break and decide to start contributing again, you just need to let Nest or us know. If you choose to stop contributing, the contributions you’ve made so far will stay in your retirement pot.

Remember that while you’re not contributing you won’t get employer contributions from us either. If you decide to begin contributing again and you also want us to make employer contributions, and you’re eligible to receive them, you’ll need to let us know by [enter the details of your own process stating that written notices need to be signed and any electronic notices need to include a statement that the worker has personally submitted it]. 
Getting more information 
For information about your Nest retirement pot, you can activate your online account using the details in your welcome pack – or contact Nest directly on:
Nest
Nene Hall
Lynch Wood Business Park
Peterborough
PE2 6FY

Online live help: nestpensions.org.uk/livehelp 
Member enquiries: 0300 020 0090
You can find out more about pensions and being a member of Nest by visiting their website at www.nestpensions.org.uk or search online for Nest pensions.

You can also get general information on pensions and saving for later life from gov.uk/workplace-pensions
[Yours sincerely/faithfully]

[Enter name of employer or person acting on behalf of employer]
[Enter signature]

© Nest Corporation 2020. All rights reserved. The communications available in this document are only to be used by participating employers of Nest. It is the responsibility of the user to ensure that the correct communication is issued in the circumstances. The user should ensure that it is in receipt of the current version of the communication before issuing it by regularly checking the Nest website for updated versions. If you’re in any doubt about how pensions legislation applies to you, we recommend that you seek specialist legal advice and nothing in this document should be taken to amount to such advice. We don’t make any representation or warranty, express or implied, that the communications available in this document are accurate, complete or error free. We don’t accept responsibility for any loss or damage, whether in contract, tort (including negligence), breach of statutory duty, or otherwise, even if foreseeable, caused as a result of reliance on the communications contained in this document, which are intended to be for guidance only, nor do we accept responsibility for loss or damage, whether in contract, tort (including negligence), breach of statutory duty, or otherwise, even if foreseeable, caused due to any inaccuracy, incompleteness or error. For the avoidance of doubt, this disclaimer applies whether the user issues the communication in its original form or as amended by the user.

Employer notice 1R
A standard notice for eligible jobholders who are being automatically re-enrolled into Nest at your automatic re-enrolment date
[Enter date]
Dear [worker’s name]

Soon we’ll be automatically re-enrolling you into Nest.

Workplace pensions law has changed, which means that we need to re-enrol you into a workplace pension scheme that meets certain legal standards. 

You’ve been automatically enrolled into Nest before, but you’ve opted out or stopped contributing. We’re automatically re-enrolling you because the reasons you had for opting out or stopping contributions may have changed and you might be ready to start building a retirement income. You can choose whether you want to stay in or opt out of the scheme. 

We’ve chosen Nest as our workplace pension scheme to meet our employer duties and help you put money aside for your retirement. Nest is a straightforward pension scheme that gives you one retirement pot for life. 

You’ll be enrolled into Nest on our re-enrolment date of [enter re-enrolment date]. If you want to stay in the scheme you don’t have to do anything.

If you’d like to know more about Nest you can visit their website at www.nestpensions.org.uk or search online for Nest pensions. Once you’ve been enrolled you’ll be able to activate an online account that lets you take control of your retirement pot. 
Contributing to your Nest retirement pot
We’ll make employer contributions into your retirement pot [and you’ll pay member contributions]. 

If you’re eligible, you’ll also get extra money from the government through tax relief. Nest uses the relief at source method of claiming tax relief. This means that you make contributions from your pay after the deduction of tax − if you pay tax. 

If you’re eligible for tax relief, Nest will claim this for you from HMRC and add it to your pot. At the moment, basic rate tax relief is 20 per cent. So, you’ll only need to pay 80p in every pound once Nest has claimed it from the government. If we don’t have your National Insurance number, Nest won’t usually be able to claim basic rate tax relief on your behalf, so please make sure you’ve given it to us so you don’t miss out on any extra money.

If you pay tax at a higher rate, you may be able to get more tax relief on your contributions. You’ll need to claim this yourself by contacting HMRC at www.hmrc.gov.uk.

We calculate contributions based on your [qualifying earnings/base salary/total pay – delete as applicable or insert another earnings basis that you’re using].
This [means your annual earnings that fall between £6,240 and £50,000. It] includes [list the parts of pay that you’ll include when you calculate contributions – for instance, salary, overtime or allowances].
We’ll pay: [£xxxxx] [xx] per cent of your [qualifying earnings/base salary/total pay – delete as applicable or insert another earnings basis that you’re using] [per week][every four weeks][per month].
[You’ll pay: [£xxxxx] [xx] per cent of your [qualifying earnings/base salary/total pay – delete as applicable or insert another earnings basis that you’re using] [per week][every four weeks][per month].]
Your contributions will be deducted from your [qualifying earnings/base salary/total pay – delete as applicable or insert another earnings basis that you’re using].
The new pensions law sets out minimum contributions for all employers to pay. [Your contributions will rise over time, in line with the new pensions law. – delete as applicable] [We’re already paying [more than] the current amounts so these changes won’t affect your contributions. – delete as applicable] 
	
	Our employer contribution
	Your contribution
	Tax relief

	From enrolment
	[xx]%
	[xx]%
	[xx]%



If you have any questions about contributions or your enrolment, please contact [name and contact details of the relevant contact person(s) at your organisation].
Opting out
If you decide that you don’t want to put money aside for your retirement just yet, you have the right to opt out. You must do this within your one month opt-out period, which starts three days after you’ve been enrolled into Nest. Your welcome pack should arrive around this time and will include information on how to opt out and the date your opt-out period ends.

You can’t opt out until you’ve been enrolled and have received your Nest ID. You’ll find this in the letter Nest sends to you. 
Once you’ve received your Nest ID there are several ways to opt out. You can: 
opt out online at nestpensions.org.uk/optingout
call Nest’s automated telephone line
request a paper opt-out form from Nest and then fill it in and send it back to us.

You’ll find more detail about opting out in your welcome pack.

Don’t contact Nest to opt out before you’ve been automatically enrolled as they won’t have set up your account yet and you won’t be able to opt out. 

If you haven’t received your welcome pack by [enter date five days after you plan to enrol this worker] and think you’ll want to opt out, check with [person or department responsible for automatic enrolment] to make sure you’ve been enrolled, and your welcome pack has been sent to the right address. Your one month opt-out period starts three days after the day you’re enrolled even if your welcome pack doesn’t reach you. You can find out more on Nest’s website at Nestpensions.org.uk/savers 
What happens if you opt out?
Opting out means you’ll be treated as though we never enrolled you into the scheme. Once a valid opt-out notice is received, we’ll refund to you any member contributions you’ve made through your salary.

If you change your mind after opting out, you can opt back in again if you want to. We’ll have a duty to make that happen once in any twelve-month period if you ask us to. 

If you choose to opt out, you’ll normally be automatically re-enrolled back into the pension scheme at a later date. This is usually around every three years. This will also happen if you stay in Nest but stop making contributions.
Stopping contributions
Once you’re a member of Nest you might want to stop making contributions or take a break from contributing later on. Nest lets you do this. There’s no need to opt out in the first month just because you think you might want to take a contribution break later.  

If you do take a break and decide to start contributing again, you just need to let Nest or us know. If you choose to stop contributing, the contributions you’ve made so far will stay in your retirement pot.

Remember that while you’re not contributing you won’t get employer contributions from us either. If you decide to begin contributing again and you also want us to make employer contributions, and you’re eligible to receive them, you’ll need to let us know by [enter the details of your own process stating that written notices need to be signed and any electronic notices need to include a statement that the worker has personally submitted it]. 
Getting more information 
For information about your Nest retirement pot, you can activate your online account using the details in your welcome pack – or contact Nest directly on:
Nest
Nene Hall
Lynch Wood Business Park
Peterborough
PE2 6FY

Online live help: nestpensions.org.uk/livehelp 

Member enquiries: 0300 020 0090
You can find out more about pensions and being a member of Nest by visiting their website at www.nestpensions.org.uk or search online for Nest pensions.

You can also get general information on pensions and saving for later life from gov.uk/workplace-pensions

[Yours sincerely/faithfully]
[Enter name of employer or person acting on behalf of employer]
[Enter signature]

© Nest Corporation 2020. All rights reserved. The communications available in this document are only to be used by participating employers of Nest. It is the responsibility of the user to ensure that the correct communication is issued in the circumstances. The user should ensure that it is in receipt of the current version of the communication before issuing it by regularly checking the Nest website for updated versions. If you’re in any doubt about how pensions legislation applies to you, we recommend that you seek specialist legal advice and nothing in this document should be taken to amount to such advice. We don’t make any representation or warranty, express or implied, that the communications available in this document are accurate, complete or error free. We don’t accept responsibility for any loss or damage, whether in contract, tort (including negligence), breach of statutory duty, or otherwise, even if foreseeable, caused as a result of reliance on the communications contained in this document, which are intended to be for guidance only, nor do we accept responsibility for loss or damage, whether in contract, tort (including negligence), breach of statutory duty, or otherwise, even if foreseeable, caused due to any inaccuracy, incompleteness or error. For the avoidance of doubt, this disclaimer applies whether the user issues the communication in its original form or as amended by the user.

[bookmark: _Toc333916896][bookmark: _Toc415059432]Employer notice 2.1
A tailored notice for non-eligible jobholders who can opt in to Nest
[Enter date]
Dear [worker’s name]

We’re now offering Nest as our workplace pension scheme to help you put money aside for your retirement. 

If you’d like to become a member you’ll need to let us know by [enter the details of your own process stating that written notices need to be signed and any electronic notices need to include a statement that the worker has personally submitted it]. 

If you decide to become a member of Nest you’ll be entitled to receive contributions from us into your retirement pot.
Finding out more about the pension scheme we offer
Nest is a straightforward pension scheme that gives you one retirement pot for life. 

You’ll get contributions into your retirement pot from us and extra money from the government through tax relief, if eligible, as long as you’re making contributions too. 
Contributing to your Nest retirement pot
If you decide to join, we’ll make employer contributions into your retirement pot [and you’ll pay member contributions]. 

Nest uses the relief at source method of claiming tax relief. This means that you make contributions from your pay after the deduction of tax − if you pay tax.

If you’re eligible for tax relief, Nest will claim this for you from HMRC and add it to your pot. At the moment basic rate tax relief is 20 per cent. So, you’ll only need to pay 80p in every pound and Nest will claim another 20p from the government. If we don’t have your National Insurance number, Nest won’t usually be able to claim basic rate tax relief on your behalf, so please make sure you’ve given it to us so you don’t miss out on any extra money.

If you pay tax at a higher rate, you may be able to get more tax relief on your contributions. You’ll need to claim this yourself by contacting HMRC at www.hmrc.gov.uk.

We calculate contributions based on your [qualifying earnings/base salary/total pay – delete as applicable or insert another earnings basis that you’re using].
This [means your annual earnings that fall between £6,240 and £50,000. It] includes [list the parts of pay that you’ll include when you calculate contributions – for instance, salary, overtime or allowances].
We’ll pay: [£xxxxx] [xx] per cent of your [qualifying earnings/base salary/total pay – delete as applicable or insert another earnings basis that you’re using] [per week][every four weeks][per month].
[You’ll pay: [£xxxxx] [xx] per cent of your [qualifying earnings/base salary/total pay – delete as applicable or insert another earnings basis that you’re using] [per week][every four weeks][per month].]
Your contributions will be deducted from your [qualifying earnings/base salary/total pay – delete as applicable or insert another earnings basis that you’re using].
The new pensions law sets out minimum contributions for all employers to pay. [Your contributions will rise over time, in line with the law. – delete as applicable] [We’re already paying [more than] the current amounts so these changes won’t affect your contributions. – delete as applicable] 
	
	Our employer contribution
	Your contribution
	Tax relief

	From enrolment
	[xx]%
	[xx]%
	[xx]%



If you have any questions about contributions or your enrolment, please contact [enter the name and contact details of the relevant contact person(s) at your organisation]. 
Getting more information 
If you’d like to know more about Nest you can visit their website at www.nestpensions.org.uk or search online for Nest pensions.

Nest’s contact details

Nest
Nene Hall
Lynch Wood Business Park
Peterborough
PE2 6FY

Online live help: nestpensions.org.uk/livehelp 

Member enquiries: 0300 020 0090

You can find out more about pensions and being a member of Nest by visiting their website at www.nestpensions.org.uk or search online for Nest pensions.

You can also get general information on pensions and saving for later life from gov.uk/workplace-pensions


[Yours sincerely/faithfully]

[Enter name of employer or person acting on behalf of employer]
[Enter signature]



© Nest Corporation 2020. All rights reserved. The communications available in this document are only to be used by participating employers of Nest. It is the responsibility of the user to ensure that the correct communication is issued in the circumstances. The user should ensure that it is in receipt of the current version of the communication before issuing it by regularly checking the Nest website for updated versions. If you’re in any doubt about how pensions legislation applies to you, we recommend that you seek specialist legal advice and nothing in this document should be taken to amount to such advice. We don’t make any representation or warranty, express or implied, that the communications available in this document are accurate, complete or error free. We don’t accept responsibility for any loss or damage, whether in contract, tort (including negligence), breach of statutory duty, or otherwise, even if foreseeable, caused as a result of reliance on the communications contained in this document, which are intended to be for guidance only, nor do we accept responsibility for loss or damage, whether in contract, tort (including negligence), breach of statutory duty, or otherwise, even if foreseeable, caused due to any inaccuracy, incompleteness or error. For the avoidance of doubt, this disclaimer applies whether the user issues the communication in its original form or as amended by the user.

[bookmark: _Toc415059433]Employer notice 2.1S
An alternative standard notice for non-eligible jobholders who can opt in to Nest and workers without qualifying earnings who can ask to join Nest
[Enter date]

Dear [worker’s name]

We’re now offering Nest as our workplace pension scheme to help you put money aside for your retirement. 
Workers who can ask to opt-in and get a contribution from us
You can choose to opt in to Nest if you’re:
· not already a member of an existing qualifying workplace pension scheme 
· aged at least 16 but under 75 
· earning more than £6,240
· working, or if you ordinarily work, in the UK.

If you become a member of Nest you can make member contributions into your retirement pot, we’ll contribute too.

If you’re eligible, you’ll also get extra money from the government through tax relief. Nest uses the relief at source method of claiming tax relief. This means that you make contributions from your pay after the deduction of tax − if you pay tax.

 If you’re eligible for tax relief, Nest will claim this for you from HMRC and add it to your pot. At the moment, basic rate tax relief is 20 per cent. So, you’ll only need to pay 80p in every pound and Nest will claim another 20p from the government. If we don’t have your National Insurance number, Nest won’t usually be able to claim basic rate tax relief on your behalf, so please make sure you’ve given it to us so you don’t miss out on any extra money.

If you pay tax at a higher rate, you may be able to get more tax relief on your contributions. You’ll need to claim this yourself by contacting HMRC at www.hmrc.gov.uk.

If you want to become a member of Nest, you’ll need to let us know by [enter the details of your own process stating that written notices need to be signed and any electronic notices need to include a statement that the worker has personally submitted it].
Contributing to your Nest retirement pot
We calculate contributions based on your [qualifying earnings/base salary/total pay – delete as applicable or insert another earnings basis that you’re using].
This [means your annual earnings that fall between £6,240 and £50,000. It] includes [list the parts of pay that you’ll include when you calculate contributions – for instance, salary, overtime or allowances].
We’ll pay: [£xxxxx] [xx] per cent of your [qualifying earnings/base salary/total pay – delete as applicable or insert another earnings basis that you’re using] [per week][every four weeks][per month].
[You’ll pay: [£xxxxx] [xx] per cent of your [qualifying earnings/base salary/total pay – delete as applicable or insert another earnings basis that you’re using] [per week][every four weeks][per month].]
Your contributions will be deducted from your [qualifying earnings/base salary/total pay – delete as applicable or insert another earnings basis that you’re using].
The new pensions law sets out minimum contributions for all employers to pay. [Your contributions will rise over time, in line with the law. – delete as applicable] [We’re already paying [more than] the current amounts so these changes won’t affect your contributions. – delete as applicable] 
	
	Our employer contribution
	Your contribution
	Tax relief

	From enrolment
	[xx]%
	[xx]%
	[xx]%




If you have any questions about contributions or your enrolment, please contact [enter the name and contact details of the relevant contact person(s) at your organisation]. 
Workers who can ask to join
You can ask to become a member of Nest if you’re: 
· inside the age range mentioned above
· earning up to and including £6,240
· working, or if you ordinarily work, in the UK 
· not already a member of a workplace pension scheme. 
When you’re a member of Nest you can make contributions directly to your retirement pot whenever you like. These contributions can be no less than £10. There’s no duty on us to make employer contributions [but we’ve decided to contribute anyway]. 

If you choose to join Nest, you can make contributions into your retirement pot. [We’ll take these contributions directly from your salary] [You’ll need to contact Nest to arrange your contributions directly with them]. 

If you’re eligible, you’ll also get extra money from the government through tax relief. Nest uses the relief at source method of claiming tax relief. This means that you make contributions from your pay after the deduction of tax − if you pay tax. 

If you’re eligible for tax relief, Nest will claim this for you from HMRC and add it to your pot. 
At the moment, basic rate tax relief is 20 per cent. This means you’ll only need to pay 
80p in every pound once Nest has claimed it from the government. If we don’t have 
your National Insurance number, Nest won’t usually be able to claim basic rate tax relief on your behalf, so please make sure you’ve given it to us so you don’t miss out on any extra money.

If you want to become a member of Nest, you’ll need to let us know by [enter the details of your own process stating that written notices need to be signed and any electronic notices need to include a statement that the worker has personally submitted it].
Getting more information 
If you’d like to know more about Nest you can visit their website at www.nestpensions.org.uk or search online for Nest pensions.

Nest’s contact details:

Nest
Nene Hall
Lynch Wood Business Park
Peterborough
PE2 6FY

Online live help: nestpensions.org.uk/livehelp 

Member enquiries: 0300 020 0090

You can find out more about pensions and being a member of Nest by visiting their website at www.nestpensions.org.uk or search online for Nest pensions.

You can also get general information on pensions and saving for later life from gov.uk/workplace-pensions


[Yours sincerely/faithfully]

[Enter name of employer or person acting on behalf of employer]
[Enter signature]


© Nest Corporation 2020. All rights reserved. The communications available in this document are only to be used by participating employers of Nest. It is the responsibility of the user to ensure that the correct communication is issued in the circumstances. The user should ensure that it is in receipt of the current version of the communication before issuing it by regularly checking the Nest website for updated versions. If you’re in any doubt about how pensions legislation applies to you, we recommend that you seek specialist legal advice and nothing in this document should be taken to amount to such advice. We don’t make any representation or warranty, express or implied, that the communications available in this document are accurate, complete or error free. We don’t accept responsibility for any loss or damage, whether in contract, tort (including negligence), breach of statutory duty, or otherwise, even if foreseeable, caused as a result of reliance on the communications contained in this document, which are intended to be for guidance only, nor do we accept responsibility for loss or damage, whether in contract, tort (including negligence), breach of statutory duty, or otherwise, even if foreseeable, caused due to any inaccuracy, incompleteness or error. For the avoidance of doubt, this disclaimer applies whether the user issues the communication in its original form or as amended by the user.

[bookmark: _Toc333916897][bookmark: _Toc415059434]Employer notice 2.2
A tailored notice for non-eligible jobholders who have opted in to Nest
[Enter date]
Dear [worker’s name]

[Soon you’ll be enrolled into Nest].

We’ve chosen Nest as our workplace pension scheme to meet our employer duties and help you put money aside for your retirement. Nest is a straightforward pension scheme that gives you one retirement pot for life. 

You’ll be enrolled into Nest on [enter enrolment date]. If you want to stay in the scheme you don’t have to do anything.

If you’d like to know more about Nest you can visit their website at www.nestpensions.org.uk or search online for Nest pensions. Once you’ve been enrolled you’ll be able to activate an online account that lets you take control of your retirement pot.
Contributing to your Nest retirement pot
We’ll make employer contributions into your retirement pot [and you’ll pay member contributions]. 

If you’re eligible, you’ll also get extra money from the government through tax relief. At the moment, basic rate tax relief is 20 per cent. Nest uses the relief at source method of claiming tax relief. This means that you make contributions from your pay after the deduction of tax − if you pay tax. 

If you’re eligible for tax relief, Nest will claim this for you from HMRC and add it to your pot. So, you’ll only need to pay 80p in every pound and Nest will claim another 20p from the government. If we don’t have your National Insurance number, Nest won’t usually be able to claim basic rate tax relief on your behalf, so please make sure you’ve given it to us so you don’t miss out on any extra money.

If you pay tax at a higher rate, you may be able to get more tax relief on your contributions. You’ll need to claim this yourself by contacting HMRC at www.hmrc.gov.uk.

We calculate contributions based on your [qualifying earnings/base salary/total pay – delete as applicable or insert another earnings basis that you’re using].
This [means your annual earnings that fall between £6,240 and £50,000. It] includes [list the parts of pay that you’ll include when you calculate contributions – for instance, salary, overtime or allowances].
We’ll pay: [£xxxxx] [xx] per cent of your [qualifying earnings/base salary/total pay – delete as applicable or insert another earnings basis that you’re using] [per week][every four weeks][per month].
[You’ll pay: [£xxxxx] [xx] per cent of your [qualifying earnings/base salary/total pay – delete as applicable or insert another earnings basis that you’re using] [per week][every four weeks][per month].]
Your contributions will be deducted from your [qualifying earnings/base salary/total pay – delete as applicable or insert another earnings basis that you’re using].
The new pensions law sets out minimum contributions for all employers to pay. [Your contributions will rise over time, in line with the new pensions law. – delete as applicable] [We’re already paying [more than] the current amounts so these changes won’t affect your contributions. – delete as applicable] 
	
	Our employer contribution
	Your contribution
	Tax relief

	From enrolment
	[xx]%
	[xx]%
	[xx]%




If you have any questions about contributions or your enrolment, please contact [name and contact details of the relevant contact person(s) at your organisation].
Opting out
If you decide that you don’t want to put money aside for your retirement just yet, you have the right to opt out. You must do this within your one month opt-out period, which starts three days after you’ve been enrolled into Nest. Your welcome pack should arrive around this time and will include information on how to opt out and the date your opt-out period ends.

You can’t opt out until you’ve been enrolled and have received your Nest ID. You’ll find this in the letter Nest sends to you. 
Once you’ve received your Nest ID there are several ways to opt out. You can: 
opt out online at nestpensions.org.uk/optingout
call Nest’s automated telephone line
request a paper opt-out form from Nest and then fill it in and send it back to us.

You’ll find more detail about opting out in your welcome pack.

Don’t contact Nest to opt out before you’ve been enrolled as they won’t have set up your account yet and you won’t be able to opt out.

If you haven’t received your welcome pack by [enter date five days after you plan to enrol this worker] and think you’ll want to opt out, check with [person or department responsible for automatic enrolment] to make sure you’ve been enrolled, and your welcome pack has been sent to the right address. Your one month opt-out period starts three days after the day you’re enrolled even if your welcome pack doesn’t reach you. You can find out more on Nest’s website at nestpensions.org.uk/savers 
What happens if you opt out?
Opting out means you’ll be treated as though we never enrolled you into the scheme. Once a valid opt-out notice is received, we’ll refund to you any member contributions you’ve made through your salary.

If you change your mind after opting out, you can opt back in again if you want to. We’ll have a duty to make that happen once in any twelve-month period if you ask us to. 

If you choose to opt out you may be automatically re-enrolled back into the pension scheme at a later date. This is usually around every three years after the date these new duties first apply to us. This will also happen if you stay in Nest but stop making contributions.

This happens because the reasons you had for opting out originally may have changed and you might be ready to start building a retirement income. Again, you can still choose at that point whether you want to stay in or opt out of the scheme. 
Stopping contributions
Once you’re a member of Nest and the opt-out period has ended you might want to stop making contributions or take a break from contributing later on. Nest lets you do this. There’s no need to opt out in the first month just because you think you might want to take a contribution break later.  

If you do take a break and decide to start contributing again, you just need to let Nest or us know. If you choose to stop contributing, the contributions you’ve made so far will stay in your retirement pot.

Remember that while you’re not contributing you won’t get employer contributions from us either. If you decide to begin contributing again and you also want us to make employer contributions, and you’re eligible to receive them, you’ll need to let us know by [enter the details of your own process stating that written notices need to be signed and any electronic notices need to include a statement that the worker has submitted it]. 
Getting more information 
For information about your Nest retirement pot, you can activate your online account using the details in your welcome pack – or contact Nest directly on:
Nest
Nene Hall
Lynch Wood Business Park
Peterborough
PE2 6FY

Online live help: nestpensions.org.uk/livehelp 

Member enquiries: 0300 020 0090
You can find out more about pensions and being a member of Nest by visiting their website at www.nestpensions.org.uk or search online for Nest pensions.

You can also get general information on pensions and saving for later life from gov.uk/workplace-pensions

[Yours sincerely/faithfully]

[Enter name of employer or person acting on behalf of employer]
[Enter signature]

© Nest Corporation 2020. All rights reserved. The communications available in this document are only to be used by participating employers of Nest. It is the responsibility of the user to ensure that the correct communication is issued in the circumstances. The user should ensure that it is in receipt of the current version of the communication before issuing it by regularly checking the Nest website for updated versions. If you’re in any doubt about how pensions legislation applies to you, we recommend that you seek specialist legal advice and nothing in this document should be taken to amount to such advice. We don’t make any representation or warranty, express or implied, that the communications available in this document are accurate, complete or error free. We don’t accept responsibility for any loss or damage, whether in contract, tort (including negligence), breach of statutory duty, or otherwise, even if foreseeable, caused as a result of reliance on the communications contained in this document, which are intended to be for guidance only, nor do we accept responsibility for loss or damage, whether in contract, tort (including negligence), breach of statutory duty, or otherwise, even if foreseeable, caused due to any inaccuracy, incompleteness or error. For the avoidance of doubt, this disclaimer applies whether the user issues the communication in its original form or as amended by the user.

[bookmark: _Toc333916898][bookmark: _Toc415059435]Employer notice 3
A tailored notice for workers without qualifying earnings – also known as entitled workers - who can join Nest
[Enter date]
Dear [worker’s name]

We’re now offering Nest as our workplace pension scheme to help you put money aside for your retirement.

Nest is a straightforward pension scheme that gives you one retirement pot for life. 

You can contribute to your retirement pot [, we can contribute too] and you may also get extra money from the government through tax relief, as long as you’re contributing. Nest uses the relief at source method of claiming tax relief. This means that you make contributions from your pay after the deduction of tax− if you pay tax. If you are eligible for tax relief, NEST will claim this for you from HMRC and add it to your pot. This means that you make contributions from your pay after the deduction of tax − if you pay tax. If you’re eligible for tax relief, Nest will claim this for you from HMRC and add it to your pot. 

If we don’t have your National Insurance number, Nest won’t be able to claim tax relief on your behalf, so please make sure you’ve given it to us so you don’t miss out on any extra money.

If you’d like to become a member you’ll need to let us know by [enter the details of your own process stating that written notices need to be signed and any electronic notices need to include a statement that the worker has personally submitted it]. 

You can ask to join at any time as long as you’re:
working, or you ordinarily work, in the UK
aged at least 16 but under 75
not already a member of another workplace pension scheme we provide.

When you’re a member of Nest you can make contributions directly to your retirement pot whenever you like. These contributions can be no less than £10. There’s no duty on us to make employer contributions [but we’ve decided to contribute anyway].
How does it work?
If you choose to join Nest, you can make contributions into your retirement pot. [We’ll take these contributions directly from your salary] [You’ll need to contact Nest to arrange your contributions directly with them]. 
Getting more information 
If you’d like to know more about Nest you can visit their website at www.nestpensions.org.uk or search online for Nest pensions.



Nest’s contact details:

Nest
Nene Hall
Lynch Wood Business Park
Peterborough
PE2 6FY

Online live help: nestpensions.org.uk/livehelp 

Member enquiries: 0300 020 0090

You can find out more about pensions and being a member of Nest by visiting their website at www.nestpensions.org.uk or search online for Nest pensions.

You can also get general information on pensions and saving for later life from gov.uk/workplace-pensions
 
If you have any questions about contributions or your enrolment, please contact [enter the name and contact details of the relevant person(s) at your organisation].


[Yours sincerely/faithfully]

[Enter name of employer or person acting on behalf of employer]
[Enter signature]


© Nest Corporation 2020. All rights reserved. The communications available in this document are only to be used by participating employers of Nest. It is the responsibility of the user to ensure that the correct communication is issued in the circumstances. The user should ensure that it is in receipt of the current version of the communication before issuing it by regularly checking the Nest website for updated versions. If you’re in any doubt about how pensions legislation applies to you, we recommend that you seek specialist legal advice and nothing in this document should be taken to amount to such advice. We don’t make any representation or warranty, express or implied, that the communications available in this document are accurate, complete or error free. We don’t accept responsibility for any loss or damage, whether in contract, tort (including negligence), breach of statutory duty, or otherwise, even if foreseeable, caused as a result of reliance on the communications contained in this document, which are intended to be for guidance only, nor do we accept responsibility for loss or damage, whether in contract, tort (including negligence), breach of statutory duty, or otherwise, even if foreseeable, caused due to any inaccuracy, incompleteness or error. For the avoidance of doubt, this disclaimer applies whether the user issues the communication in its original form or as amended by the user.

[bookmark: _Toc333916899][bookmark: _Toc415059436]Employer notice 4
An optional notice for eligible and non-eligible jobholders who are already members of a qualifying pension scheme
[Enter date]
Dear [worker’s name]

We’re required by law to provide a qualifying workplace pension scheme for you.

A qualifying workplace pension scheme is one that meets new legal standards as part of the pension law reforms. 

You’re already an existing active member of the [name of existing pension scheme] pension scheme, which is a qualifying pension scheme. 

This means there’ll be no change to your current pension arrangement.

If you stop being an active member of the [name of existing qualifying scheme] scheme with us and it isn’t your choice, we’ll have to make sure we enrol you into another scheme that meets certain legal standards the next day if you’re still employed by us. 

This is because we have a legal duty to make sure you continue to be an active member of a pension scheme that meets certain legal standards.  You’ll have the choice to opt out of the enrolment if you want to though.
Getting more information 
You can get general information on pensions and saving for later life from gov.uk/workplace-pensions

If you have any questions about our current pension arrangements or any additional questions, please contact [enter the name and contact details of the relevant person(s) at your organisation].

[Yours sincerely/faithfully]

[Enter name of employer or person acting on behalf of employer]
[Enter signature]

© Nest Corporation 2020. All rights reserved. The communications available in this document are only to be used by participating employers of Nest. It is the responsibility of the user to ensure that the correct communication is issued in the circumstances. The user should ensure that it is in receipt of the current version of the communication before issuing it by regularly checking the Nest website for updated versions. If you’re in any doubt about how pensions legislation applies to you, we recommend that you seek specialist legal advice and nothing in this document should be taken to amount to such advice. We don’t make any representation or warranty, express or implied, that the communications available in this document are accurate, complete or error free. We don’t accept responsibility for any loss or damage, whether in contract, tort (including negligence), breach of statutory duty, or otherwise, even if foreseeable, caused as a result of reliance on the communications contained in this document, which are intended to be for guidance only, nor do we accept responsibility for loss or damage, whether in contract, tort (including negligence), breach of statutory duty, or otherwise, even if foreseeable, caused due to any inaccuracy, incompleteness or error. For the avoidance of doubt, this disclaimer applies whether the user issues the communication in its original form or as amended by the user.

[bookmark: _Toc415059437]Employer notice 4S
An optional notice for workers without qualifying earnings who are already members of a workplace pension scheme. This can also be used as an alternative optional notice for eligible and non-eligible jobholders who are already members of a qualifying pension scheme
[Enter date]

Dear [worker’s name]

We’ required by law to provide a workplace pension scheme for you.

A workplace pension scheme is one that meets new legal standards as part of the pension law reforms. 

You’re already an existing active member of the [name of existing pension scheme] pension scheme, which meets the legal standards. 

This means there’ll be no change to your current pension arrangement.

Getting more information 
You can also get general information on pensions and saving for later life from gov.uk/workplace-pensions

If you have any questions about our current pension arrangements or any additional questions, please contact [enter the name and contact details of the relevant person(s) at your organisation].

[Yours sincerely/faithfully]

[Enter name of employer or person acting on behalf of employer]
[Enter signature]


© Nest Corporation 2020. All rights reserved. The communications available in this document are only to be used by participating employers of Nest. It is the responsibility of the user to ensure that the correct communication is issued in the circumstances. The user should ensure that it is in receipt of the current version of the communication before issuing it by regularly checking the Nest website for updated versions. If you’re in any doubt about how pensions legislation applies to you, we recommend that you seek specialist legal advice and nothing in this document should be taken to amount to such advice. We don’t make any representation or warranty, express or implied, that the communications available in this document are accurate, complete or error free. We don’t accept responsibility for any loss or damage, whether in contract, tort (including negligence), breach of statutory duty, or otherwise, even if foreseeable, caused as a result of reliance on the communications contained in this document, which are intended to be for guidance only, nor do we accept responsibility for loss or damage, whether in contract, tort (including negligence), breach of statutory duty, or otherwise, even if foreseeable, caused due to any inaccuracy, incompleteness or error. For the avoidance of doubt, this disclaimer applies whether the user issues the communication in its original form or as amended by the user.

[bookmark: _Toc333916900][bookmark: _Toc415059438]Employer notice 5
A standard notice explaining that you’re using a waiting period. This is sent out to workers when you haven’t assessed the type of workers they are. Workers who are existing members of a qualifying pension scheme should be included in the list of recipients for this notice. If you don't want to include them, you can use Employer notice 6
[Enter date]
Dear [worker’s name]
We’ve chosen to offer Nest as our workplace pension scheme to meet our employer duties and help you put money aside for your retirement.

Nest is a straightforward pension scheme that gives you one retirement pot for life. 

You can contribute to your retirement pot, and in many cases, we’ll contribute too. You’ll also usually get extra money from the government through tax relief, as long as you’re making contributions. Nest uses the relief at source method of claiming tax relief. This means that you make contributions from your pay after the deduction of tax − if you pay tax. If you’re eligible for tax relief, Nest will claim this for you from HMRC and add it to your pot. 

If we don’t have your National Insurance number though, Nest won’t be able to claim tax relief on your behalf, so please make sure you’ve given it to us so you don’t miss out on any extra money.
When can I join Nest?
We’ve postponed the date we start automatically enrolling people who are eligible to be enrolled to [enter postponed automatic enrolment date]. 
On the date we start automatically enrolling people
We’ll automatically enrol you if, on [postponed automatic enrolment date] you’re:
aged at least 22 but under State Pension age
working, or if you ordinarily work, in the UK
earning more than £10,000
not already a member of a qualifying workplace pension scheme we provide. 

You’ll get contributions into your retirement pot from us and extra money from the government through basic rate tax relief, as long as you’re eligible and making contributions too. 

We won’t automatically enrol you if you’re already an active member of a qualifying scheme with us. 
Workers who can ask to opt-in and get a contribution from us
You can choose to opt in to Nest now if you’re:
not already a member of an existing qualifying workplace pension scheme 
aged at least 16 but under 75 
earning more than £6,240
working, or if you ordinarily work, in the UK.

If you want to become a member of Nest before or after [enter the postponed automatic enrolment date], you’ll need to let us know by [enter the details of your own process stating that written notices need to be signed and any electronic notices need to include a statement that the worker has personally submitted it].

If you become a member of Nest you can make member contributions into your retirement pot, we’ll contribute too and you’ll also get money from the government through tax relief, as long as you’re contributing.
Workers who can ask to join
You can ask to become a member of Nest if you’re: 
inside the age range mentioned above
earning up to and including £6,240
working, or if you ordinarily work, in the UK 
not already a member of a workplace pension scheme. 
When you’re a member of Nest you can make contributions directly to your retirement pot whenever you like. These contributions can be no less than £10. There’s no duty on us to make employer contributions [but we’ve decided to contribute anyway]. 

If you want to become a member of Nest you’ll need to let us know by [enter the details of your own process stating that written notices need to be signed and any electronic notices need to include a statement that the worker has personally submitted it].
Getting more information 
If you’d like to know more about Nest you can visit their website at www.nestpensions.org.uk or search online for Nest pensions.

Nest’s contact details:

Nest
Nene Hall
Lynch Wood Business Park
Peterborough
PE2 6FY

Online live help: nestpensions.org.uk/livehelp 

Member enquiries: 0300 020 0090 

You can find out more about pensions and being a member of Nest by visiting their website at www.nestpensions.org.uk or by searching online for Nest pensions.

You can also get general information on pensions and saving for later life from gov.uk/workplace-pensions

If you have any questions about contributions or your enrolment, please contact [name and contact details of relevant person(s) at your organisation].


[Yours sincerely/faithfully]

[Enter name of employer or person acting on behalf of employer]
[Enter signature]


© Nest Corporation 2020. All rights reserved. The communications available in this document are only to be used by participating employers of Nest. It is the responsibility of the user to ensure that the correct communication is issued in the circumstances. The user should ensure that it is in receipt of the current version of the communication before issuing it by regularly checking the Nest website for updated versions. If you’re in any doubt about how pensions legislation applies to you, we recommend that you seek specialist legal advice and nothing in this document should be taken to amount to such advice. We don’t make any representation or warranty, express or implied, that the communications available in this document are accurate, complete or error free. We don’t accept responsibility for any loss or damage, whether in contract, tort (including negligence), breach of statutory duty, or otherwise, even if foreseeable, caused as a result of reliance on the communications contained in this document, which are intended to be for guidance only, nor do we accept responsibility for loss or damage, whether in contract, tort (including negligence), breach of statutory duty, or otherwise, even if foreseeable, caused due to any inaccuracy, incompleteness or error. For the avoidance of doubt, this disclaimer applies whether the user issues the communication in its original form or as amended by the user.

[bookmark: _Toc333916901][bookmark: _Toc415059439]Employer notice 6
A standard notice explaining that you’re using a waiting period. This is sent out to workers when you haven’t assessed the type of workers they are. Use this notice if you don't want to inform workers who are existing members of a qualifying pension scheme
[Enter date]

Dear [worker’s name]

We’ve chosen to offer Nest as our workplace pension scheme to meet our employer duties and help you put money aside for your retirement.

Nest is a straightforward pension scheme that gives you one retirement pot for life. 

You can contribute to your retirement pot, and in many cases, we’ll contribute too. You’ll also usually get extra money from the government through tax relief, as long as you’re making contributions. 

Nest uses the relief at source method of claiming tax relief. This means that you make contributions from your pay after the deduction of tax − if you pay tax. If you’re eligible for tax relief, Nest will claim this for you from HMRC and add it to your pot. If we don’t have your National Insurance number though, Nest won’t be able to claim tax relief on your behalf, so please make sure you’ve given it to us so you don’t miss out on any extra money.
When can I join Nest?
We’ve postponed the date we start automatically enrolling people who are eligible to be enrolled to [enter postponed automatic enrolment date]. 
Workers who’ll be automatically enrolled
We’ll automatically enrol you if, on [postponed automatic enrolment date] you’re:
aged at least 22 but under State Pension age
working, or if you ordinarily work, in the UK
earning more than £10,000
not already a member of a qualifying workplace pension scheme we provide. 

You’ll get contributions into your retirement pot from us and extra money from the government through basic rate tax relief, as long as you’re eligible and making contributions too. 
Workers who can ask to opt-in and get a contribution from us
You can choose to opt in to Nest now if you’re:
not already a member of an existing qualifying workplace pension scheme 
aged at least 16 but under 75 
earning more than £6,240
working, or if you ordinarily work, in the UK.

If you want to become a member of Nest before or after [enter the postponed automatic enrolment date], you’ll need to let us know by [enter the details of your own process stating that written notices need to be signed and any electronic notices need to include a statement that the worker has personally submitted it].

If you become a member of Nest you can make member contributions into your retirement pot. We’ll contribute too and you’ll normally get money from the government through tax relief, as long as you’re eligible and making contributions.
Workers who can ask to join
You can ask to become a member of Nest if you’re: 
inside the age range mentioned above
earning up to and including £6,240
working, or if you ordinarily work, in the UK 
not already a member of a qualifying workplace pension scheme. 

When you’re a member of Nest you can make contributions directly to your retirement pot whenever you like. These contributions can be no less than £10. There’s no duty on us to make employer contributions [but we’ve decided to contribute anyway]. 
If you want to become a member of Nest you need to let us know by [enter the details of your own process stating that written notices need to be signed and any electronic notices need to include a statement that the worker has personally submitted it].
Getting more information 
If you’d like to know more about Nest you can visit their website at www.nestpensions.org.uk or by searching online for Nest pensions.
Nest’s contact details:
Nest
Nene Hall
Lynch Wood Business Park
Peterborough
PE2 6FY
Online live help: nestpensions.org.uk/livehelp 

Member enquiries: 0300 020 0090

You can find out more about pensions and being a member of Nest by visiting their website at www.nestpensions.org.uk

You can also get general information on pensions and saving for later life from gov.uk/workplace-pensions

If you have any questions about contributions or your enrolment, please contact [name and contact details of relevant person(s) at your organisation].


[Yours sincerely/faithfully]

[Enter name of employer or person acting on behalf of employer]
[Enter signature]


© Nest Corporation 2020. All rights reserved. The communications available in this document are only to be used by participating employers of Nest. It is the responsibility of the user to ensure that the correct communication is issued in the circumstances. The user should ensure that it is in receipt of the current version of the communication before issuing it by regularly checking the Nest website for updated versions. If you’re in any doubt about how pensions legislation applies to you, we recommend that you seek specialist legal advice and nothing in this document should be taken to amount to such advice. We don’t make any representation or warranty, express or implied, that the communications available in this document are accurate, complete or error free. We don’t accept responsibility for any loss or damage, whether in contract, tort (including negligence), breach of statutory duty, or otherwise, even if foreseeable, caused as a result of reliance on the communications contained in this document, which are intended to be for guidance only, nor do we accept responsibility for loss or damage, whether in contract, tort (including negligence), breach of statutory duty, or otherwise, even if foreseeable, caused due to any inaccuracy, incompleteness or error. For the avoidance of doubt, this disclaimer applies whether the user issues the communication in its original form or as amended by the user.

[bookmark: _Toc333916902][bookmark: _Toc415059440]Employer notice 7
A tailored notice explaining that you’re using a waiting period. This is sent out to eligible or non-eligible jobholders who aren’t already existing members of a qualifying pension scheme
[Enter date]


Dear [worker’s name]

We’ve chosen to offer Nest as our workplace pension scheme to meet our employer duties and help you put money aside for your retirement.

Nest is a straightforward pension scheme that gives you one retirement pot for life. 

You can contribute to your retirement pot, and we’ll contribute too. You’ll also usually get extra money from the government through tax relief, as long as you’re eligible and making contributions. 

Nest uses the relief at source method of claiming tax relief. This means that you make contributions from your pay after the deduction of tax − if you pay tax. If you’re eligible for tax relief, Nest will claim this for you from HMRC and add it to your pot. If we don’t have your National Insurance number though, Nest won’t be able to claim tax relief on your behalf, so please make sure you’ve given it to us so you don’t miss out on any extra money.

At the moment basic rate tax relief is 20 per cent. This means that for every £1 of your contribution you could get 20p paid by the government. This means you’ll only need to pay 80p in every pound and Nest will claim another 20p from the government. 

We’ve postponed the date we start automatically enrolling people who are eligible to be enrolled to [enter postponed automatic enrolment date]. 

We’ll automatically enrol you if, on [postponed automatic enrolment date] you’re:
aged at least 22 but under State Pension age 
working, or if you ordinarily work, in the UK
not already a member of a qualifying workplace pension scheme we provide
earning more than £10,000

However, if on or after this date you earn between £6,240 and £10,000, but meet the other criteria listed above, you can become a member by asking us to enrol you. You can also ask to opt-in if you’re:
aged at least 16 but under 22, or at least State Pension age and under 75 
working, or ordinarily work, in the UK

You’ll just need to let us know by [enter the details of your own process stating that written notices need to be signed and any electronic notices need to include a statement that the worker has personally submitted it].
If you decide to become a member of Nest we’ll make employer contributions to your retirement pot [and you’ll pay member contributions]. 
Can I join Nest earlier than this?
You can join Nest before our postponed automatic enrolment date, which is [enter postponed automatic enrolment date], if you want to. You’ll just need to let us know by [enter the details of your own process stating that written notices need to be signed and any electronic notices need to include a statement that the worker has personally submitted it].

If you decide to become a member of Nest before our postponed automatic enrolment date, you’ll get employer contributions from us earlier.
Getting more information 
If you’d like to know more about Nest you can visit their website at www.nestpensions.org.uk or search online for Nest pensions.
Nest’s contact details:
Nest
Nene Hall
Lynch Wood Business Park
Peterborough
PE2 6FY
Online live help: nestpensions.org.uk/livehelp 

Member enquiries: 0300 020 0090

You can also get general information on pensions and saving for later life from gov.uk/workplace-pensions

If you have any questions about contributions or your enrolment, please contact [name and contact details of relevant person(s) at your organisation].

[Yours sincerely/faithfully]

[Enter name of employer or person acting on behalf of employer]
[Enter signature]



© Nest Corporation 2020. All rights reserved. The communications available in this document are only to be used by participating employers of Nest. It is the responsibility of the user to ensure that the correct communication is issued in the circumstances. The user should ensure that it is in receipt of the current version of the communication before issuing it by regularly checking the Nest website for updated versions. If you’re in any doubt about how pensions legislation applies to you, we recommend that you seek specialist legal advice and nothing in this document should be taken to amount to such advice. We don’t make any representation or warranty, express or implied, that the communications available in this document are accurate, complete or error free. We don’t accept responsibility for any loss or damage, whether in contract, tort (including negligence), breach of statutory duty, or otherwise, even if foreseeable, caused as a result of reliance on the communications contained in this document, which are intended to be for guidance only, nor do we accept responsibility for loss or damage, whether in contract, tort (including negligence), breach of statutory duty, or otherwise, even if foreseeable, caused due to any inaccuracy, incompleteness or error. For the avoidance of doubt, this disclaimer applies whether the user issues the communication in its original form or as amended by the user.

[bookmark: _Toc333916903][bookmark: _Toc415059441]Employer notice 8
A tailored notice explaining that you’re using a waiting period. This is sent out to those of your workers who you’ve assessed to be workers without qualifying earnings - also known as entitled workers - who aren’t already existing members of a qualifying pension scheme
[Enter date]
Dear [worker’s name]

We’ve chosen to offer Nest as our workplace pension scheme to meet our employer duties and help you put money aside for your retirement.

Nest is a straightforward pension scheme that gives you one retirement pot for life. 

You can contribute to your retirement pot [, we can contribute too] and you’ll also get extra money from the government through tax relief, as long as you’re eligible and contributing. 

Nest uses the relief at source method of claiming tax relief. This means that you make contributions from your pay after the deduction of tax − if you pay tax. If you’re eligible for tax relief, Nest will claim this for you from HMRC and add it to your pot. If we don’t have your National Insurance number Nest won’t be able to claim tax relief on your behalf, so please make sure you’ve given it to us so you don’t miss out on any extra money.
When can I join Nest?
We’ve postponed the date we start automatically enrolling people who are eligible to be enrolled. We’ve chosen to do this on [enter the postponed automatic enrolled date].

You can join Nest at any time if you’re:
aged at least 16 but under 75
working, or if you ordinarily work, in the UK
not already a member of a workplace pension scheme we provide.

When you’re a member of Nest you can make contributions directly to your retirement pot whenever you like. These contributions can be no less than £10. There’s no duty on us to make employer contributions [but we’ve decided to contribute anyway].

If you’d like to start using Nest now, you’ll just need to let us know by [enter the details of your own process stating that written notices need to be signed and any electronic notices need to include a statement that the worker has personally submitted it].
What happens on the date we start automatically enrolling people?
We’ll automatically enrol you into Nest if, on [postponed automatic enrolment date] you’re:
not already a member of a qualifying workplace pension scheme we provide
working, or if you ordinarily work, in the UK
earning more than £10,000 
aged at least 22 but under State Pension age.
Getting more information 
If you’d like to know more about Nest you can visit their website at www.nestpensions.org.uk or search online for Nest pensions.
Nest’s contact details:
Nest
Nene Hall
Lynch Wood Business Park
Peterborough
PE2 6FY
Online live help: nestpensions.org.uk/livehelp 

Member enquiries: 0300 020 0090


You can also get general information on pensions and saving for later life from gov.uk/workplace-pensions

If you have any questions about contributions or your enrolment, please contact [name and contact details of relevant person(s) at your organisation].

[Yours sincerely/faithfully]

[Enter name of employer or person acting on behalf of employer]
[Enter signature]


© Nest Corporation 2020. All rights reserved. The communications available in this document are only to be used by participating employers of Nest. It is the responsibility of the user to ensure that the correct communication is issued in the circumstances. The user should ensure that it is in receipt of the current version of the communication before issuing it by regularly checking the Nest website for updated versions. If you’re in any doubt about how pensions legislation applies to you, we recommend that you seek specialist legal advice and nothing in this document should be taken to amount to such advice. We don’t make any representation or warranty, express or implied, that the communications available in this document are accurate, complete or error free. We don’t accept responsibility for any loss or damage, whether in contract, tort (including negligence), breach of statutory duty, or otherwise, even if foreseeable, caused as a result of reliance on the communications contained in this document, which are intended to be for guidance only, nor do we accept responsibility for loss or damage, whether in contract, tort (including negligence), breach of statutory duty, or otherwise, even if foreseeable, caused due to any inaccuracy, incompleteness or error. For the avoidance of doubt, this disclaimer applies whether the user issues the communication in its original form or as amended by the user.

[bookmark: _Toc333916904][bookmark: _Toc415059442]Employer notice 9
A tailored notice explaining that you’re using or have used a short waiting period. This is sent out to eligible jobholders who aren’t already existing members of a qualifying pension scheme. This notice also contains the statutory information which you must provide to eligible jobholders who are about to be automatically enrolled into Nest
[Enter date]

Dear [worker’s name]

Soon we’ll be automatically enrolling you into Nest.

Workplace pensions law has changed, which means we need to enrol you into a workplace pension scheme that meets new legal standards.

We’ve chosen Nest as our workplace pension scheme to meet our employer duties and help you put money aside for your retirement. Nest is a straightforward pension scheme that gives you one retirement pot for life. 

You’ll be automatically enrolled into Nest on [enter postponed automatic enrolment date]. We postponed this date for a short time when our duties were introduced.

If you want to stay in the scheme you don’t have to do anything.
Can I join Nest earlier than this?
You can join Nest before our postponed automatic enrolment date, which is [enter postponed automatic enrolment date], if you want to. You’ll just need to let us know by [enter the details of your own process stating that written notices need to be signed and any electronic notices need to include a statement that the worker has personally submitted it].

If you’d like to know more about Nest you can visit their website at nestpensions.org.uk or search online for Nest pensions. Once you’ve been enrolled you’ll be able to activate an online account that lets you take control of your retirement pot.
Contributing to your Nest retirement pot
We’ll make employer contributions to your retirement pot [and you’ll pay member contributions]. 

If you’re eligible, you’ll also get extra money from the government through tax relief. Nest uses the relief at source method of claiming tax relief. This means that you make contributions from your pay after the deduction of tax − if you pay tax.
If you’re eligible for tax relief, Nest will claim this for you from HMRC and add it to your pot. At the moment, basic rate tax relief is 20 per cent. This will be paid on the contributions you make and will go directly into your retirement pot once Nest has claimed it from the government. If we don’t have your National insurance number Nest won’t be able to claim basic rate tax relief on your behalf, so please make sure you’ve given it to us so you don’t miss out on any extra money. 
We calculate contributions based on your [qualifying earnings/base salary/total pay – delete as applicable or insert another earnings basis that you’re using].
This [means your annual earnings that fall between £6,240 and £50,000. It] includes [list the parts of pay that you’ll include when you calculate contributions – for instance, salary, overtime or allowances].
We’ll pay: [£xxxxx] [xx] per cent of your [qualifying earnings/base salary/total pay – delete as applicable or insert another earnings basis that you’re using] [per week][every four weeks][per month].
[You’ll pay: [£xxxxx] [xx] per cent of your [qualifying earnings/base salary/total pay – delete as applicable or insert another earnings basis that you’re using] [per week][every four weeks][per month].]
Your contributions will be deducted from your [qualifying earnings/base salary/total pay – delete as applicable or insert another earnings basis that you’re using].
The new pensions law sets out minimum contributions for all employers to pay. [Your contributions will rise over time, in line with the new pensions law. – delete as applicable] [We’re already paying [more than] the current amounts so these changes won’t affect your contributions. – delete as applicable] 
	
	Our employer contribution
	Your contribution
	Tax relief

	From enrolment
	[xx]%
	[xx]%
	[xx]%




If you have any questions about contributions or your enrolment, please contact [name and contact details of the relevant contact person(s) at your organisation].
Opting out
If you decide that you don’t want to put money aside for your retirement just yet, you have the right to opt out. You must do this within your one month opt-out period, which starts three days after you’ve been enrolled into Nest. Your welcome pack should arrive around this time and will include information on how to opt out and the date your opt-out period ends.

You can’t opt out until you’ve been enrolled and have received your Nest ID. You’ll find this in the letter Nest sends to you. 
Once you’ve received your Nest ID there are several ways to opt out. You can: 
opt out online at nestpensions.org.uk/optingout
call Nest’s automated telephone line
request a paper opt-out form and then fill it in and send it back to Nest.

You’ll find more detail about opting out in your welcome pack.

Don’t contact Nest to opt out before you’ve been automatically enrolled as they won’t have set up your account yet and you won’t be able to opt out.
If you haven’t received your welcome pack by [enter date five days after you plan to enrol this worker] and think you’ll want to opt out, check with [person or department responsible for automatic enrolment] to make sure you’ve been enrolled, and your welcome pack has been sent to the right address. Your one month opt-out period starts three days after the day you’re enrolled even if your welcome pack doesn’t reach you. You can find out more on Nest’s website at nestpensions.org.uk/savers 
What happens if you opt out?
Opting out means you’ll be treated as though we never enrolled you into the scheme. Once a valid opt-out notice has been received, we’ll refund to you any member contributions you’ve made through your salary. 

If you change your mind after opting out, you can opt back in again if you want to. We’ll have a duty to make that happen once in any twelve-month period if you ask us to. 

If you choose to opt out, you’ll normally be automatically re-enrolled back into a pension scheme at a later date. This is usually around every three years after the date these new duties first apply to us. This will also happen if you stay in Nest but stop making contributions.

This happens because the reasons you had for opting out or stopping contributions originally may have changed and you might be ready to start building a retirement income. Again, you can still choose at that point whether you want to stay in or opt out of the scheme. 
Stopping contributions
Once you’re a member of Nest and the opt-out period has ended you might want to stop making contributions or take a break from contributing later on. Nest lets you do this. There’s no need to opt out in the first month just because you think you might want to take a contribution break later.  

If you do take a break and decide to start contributing again, you just need to let Nest or us know. If you choose to stop contributing, the contributions you’ve made so far will stay in your retirement pot.

Remember that while you’re not contributing you won’t get employer contributions from us either. If you decide to begin contributing again and you also want us to make employer contributions, and you’re eligible to receive them, you’ll need to let us know by [enter the details of your own process stating that written notices need to be signed and any electronic notices need to include a statement that the worker has personally submitted it]. 


Getting more information 
For information about your Nest retirement pot, you can activate your online account using the details in your welcome pack – or contact Nest directly on:
Nest
Nene Hall
Lynch Wood Business Park
Peterborough
PE2 6FY
Online live help: nestpensions.org.uk/livehelp 

Member enquiries: 0300 020 0090

You can find out more about pensions and being a member of Nest by visiting their website at www.nestpensions.org.uk or by searching online for Nest pensions.

You can also get general information on pensions and saving for later life from gov.uk/workplace-pensions


[Yours sincerely/faithfully]

[Enter name of employer or person acting on behalf of employer]
[Enter signature]











© Nest Corporation 2020. All rights reserved. The communications available in this document are only to be used by participating employers of Nest. It is the responsibility of the user to ensure that the correct communication is issued in the circumstances. The user should ensure that it is in receipt of the current version of the communication before issuing it by regularly checking the Nest website for updated versions. If you’re in any doubt about how pensions legislation applies to you, we recommend that you seek specialist legal advice and nothing in this document should be taken to amount to such advice. We don’t make any representation or warranty, express or implied, that the communications available in this document are accurate, complete or error free. We don’t accept responsibility for any loss or damage, whether in contract, tort (including negligence), breach of statutory duty, or otherwise, even if foreseeable, caused as a result of reliance on the communications contained in this document, which are intended to be for guidance only, nor do we accept responsibility for loss or damage, whether in contract, tort (including negligence), breach of statutory duty, or otherwise, even if foreseeable, caused due to any inaccuracy, incompleteness or error. For the avoidance of doubt, this disclaimer applies whether the user issues the communication in its original form or as amended by the user.
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