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1 Introduction 
 
Retirement can mean a major change, not just to your lifestyle, but also 
to your financial circumstances. It is therefore advisable to put aside 
some money whilst working to build up income for when you retire. 
 
There are a number of ways of saving for your retirement, but for many 
people, an easy and effective way is through a Company Pension Scheme. In 
your case this means that you and the Company are setting aside funds to 
provide you with an income in later life. 
 
The FUJIFILM UK Limited Pension and Life Assurance Scheme provides a 
range of benefits that are competitive when compared with those of other UK 
companies. The benefits are designed to ensure that you and your 
Dependants are financially protected during your career with us and that you 
receive an income in your retirement. 
 
On joining the Company you will be automatically enrolled as a member 
of the Scheme for pension benefits, provided that you meet the 
eligibility conditions (see Section 2). 
 
FUJIFILM UK, as a responsible employer, automatically provides life 
assurance, irrespective of whether you decide to join the Scheme. The level 
of cover will, however, be lower should you not join (or opt out of) the Scheme 
for pension benefits, and the benefits to which you will be entitled if you are 
not a member of the Scheme for pension benefits are described in Section 3. 
 
The Scheme is a ‘defined contribution’ (sometimes called ‘money purchase’) 
scheme. This means that your contributions, together with those paid by the 
Company on your behalf, are paid into a Personal Account in your name. 
These contributions are invested. When you retire the value of your Personal 
Account can be used to buy benefits for you and your Dependants. Full 
membership of the Scheme involves you contributing 3% of your Contribution 
Salary in addition to which the Company will contribute 6% of your 
Contribution Salary. The benefits of full membership are described in 
Section 4. 
 
The Company recognises that some members of the Scheme will wish to 
contribute more than the core 3% so you can pay top-up contributions into the 
Scheme. The Company will match these up to a certain level based upon an 
age related scale. The optional top-up contributions that you can pay to the 
Scheme are described in Section 4.  
 
Details about the investment options available to members, which may 
change from time to time as the Trustees regularly review the funds on offer, 
are contained in a separate leaflet. 
 
General information covering any other questions you may have about the 
Scheme and the external bodies who deal with pension schemes is given in 
Section 5. 
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The Scheme was established in October 1982. 
 
The Scheme is operated as a trust for members and their Dependants. The 
Trustees are responsible for running the Scheme in accordance with the 
Definitive Trust Deed and Rules and providing funds for the members to 
invest the contributions paid to the Scheme. 
 
The Scheme‘s assets are legally separate from the Company. Some of the 
Trustees are selected by the Company and some are elected by members. 
The Trustees must always act in the best interests of members. 
 
 

Using this booklet 
 
A summary of your benefits under the Scheme is given on page 7. The main 
features are then described in turn so that you can understand how your 
benefits are provided. Wherever possible, this booklet uses everyday 
language, but some technical terms have to be used. These are defined on 
page 5. 
 
This booklet is only intended to be an explanatory guide and full details of the 
Scheme are contained in the Definitive Trust Deed and Rules, which forms 
the legal basis of the Scheme. In the event of any differences the Definitive 
Trust Deed and Rules will apply. 
 
If you have any questions about the Scheme after reading this booklet, or if 
you would like to see a copy of the Definitive Trust Deed and Rules, please 
contact the Human Resources Department at FUJIFILM UK Limited, Unit 10a, 
St Martins Business Centre, St Martins Way, Bedford MK42 0LF. 



5  

Definition of terms 
 
Administration fees are the cost of your membership of the Scheme, or one 
aspect of this, such as the cost of changing your investment choices. 
 
Anniversary Date means 1 January in each year. 
 
Auto Enrolment means employees are automatically enrolled into the 
pension Scheme on their first day of employment. 
 
Company means FUJIFILM UK Limited and, where appropriate, any other 
company or firm which participates in the Scheme. 
 
Contribution Salary is your Pensionable Salary as at 1 January each year 
plus, if you are entitled to one, any performance bonus which is included at 
the time it is paid. 
 
Defined Contribution (DC) in a Defined Contribution (“DC”) pension 
arrangement the employer and employee pay contributions into a fund, called 
your Personal Account. These monies are then invested in assets of your 
choice and at retirement the proceeds provide for your retirement benefits, 
which can include a tax-free cash lump sum and a pension from an insurance 
company, or a mixture of both. The amount of pension paid at retirement 
cannot be predicted with certainty. This will depend on three main factors, 
including the amount of contributions paid into the arrangement, the 
investment returns achieved on the contributions over the period for which 
they are invested, and the cost of buying an annuity policy at retirement. 
 
Dependant means a partner who is financially dependent on you at the time 
of your death and will automatically include your Spouse and, in normal 
circumstances, children aged under 18 (or 21 if they are in full-time 
education). The Trustees’ decision as to whether a person is a Dependant is 
final. 
 
Earnings Cap is a limit (£154,200 for the tax year 2017/18) that is currently 
placed on the earnings that can be counted as pensionable under the 
Scheme. The amount of the Earnings Cap is set by the Company and may be 
reviewed and amended from time to time. (It is intended that the Earnings 
Cap will increase each April in line with the rise in the Retail Prices Index at 
the previous December, rounded up to the nearest multiple of £600.) 
 
Matched top-up contributions are contributions that you may choose to 
make to the Scheme in addition to your core contributions, and which the 
Company will match (see Section 4 for more details). 
 
Normal Retirement Date is your 65th birthday. 
 
Pensionable Salary is your annual basic salary as at 1 January each year 
together with the yearly average of any commissions, standby allowance or 
shift allowance earned, averaged over the last three years ending on the 31 
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December immediately preceding the date of determining your annual basic 
salary. Please note overtime payments of any kind are excluded from 
Pensionable Salary, as are “benefits in kind” and car allowances. For those 
employees joining on or after 1 June 1989, a limit is placed by the Company 
on the earnings that can be counted as pensionable under the Scheme (see 
“Earnings Cap” above). 
 
Your Pensionable Salary is fixed from the date you join the Scheme up to the 
next Anniversary Date (1 January) and afterwards on each subsequent 
Anniversary Date. 
 
Pensionable Service is your service with the Company as a contributing 
member of the Scheme. 
 
Personal Account is an individual account that the Trustees set up and 
maintain for you. The pension you receive under the Scheme depends on the 
contributions you and the Company make to this account and the investment 
returns earned on those contributions. Administration fees may be deducted 
from your Personal Account (see Section 4). Depending upon investment 
returns, the value of your Personal Account could fall or rise. 
 
Scheme is the FUJIFILM UK Limited Pension and Life Assurance Scheme. 
 
Scheme Year is the period of 12 months beginning on each 1 January, or 
such other date as the Trustees may specify. 
 
Spouse means your legal wife or husband or registered same sex marriage 
and civil partner. 
 
State Pension Age is currently 65 for men and 60 for women but is being 
equalised at 65 for both, phased in over a 10-year period from April 2010. The 
Government plans to increase the State Pension Age to 68, to be phased in 
over the period from 2024 to 2046, although the start date for these changes 
may be brought forward. 
 
State Second Pension is described in Section 5. 
 
Unmatched top-up contributions are contributions that you may choose to 
make to the Scheme in addition to your core and matched top-up 
contributions, and which the Company will not match (see Section 4 for more 
details). 
 
Important Note 
If you have received an Announcement(s) and/or letter(s) from the Company 
or Trustees varying the terms of your own entitlement, then such 
notification(s) should be read in conjunction with this booklet. 
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Benefits summary 
 
Life Assurance only membership 
 
Upon death in service 
 
 Lump sum benefit of twice your Pensionable Salary (this is at a lower level 

than that provided for employees who join for full pension benefits). 
 
Full membership 
 
A summary of your benefit options as a full member of the Scheme. 
 
At retirement 
 

 a pension for you when you retire on or after age 55, or earlier if you 
become too ill or disabled to work; 

 

 the option of taking part of your Personal Account as a tax-free cash 
sum when you retire. 

 
Upon death in retirement 
 

 the option of providing a pension for your Spouse or Dependant if you 
die before them after you retire. 

 
Upon leaving with less than two years of Pensionable Service 
 

 you will receive a refund of the value of your own contributions less tax. 
Alternatively, if you have at least three months’ Pensionable Service, 
you could elect to take a transfer value of the value of your benefits to 
another registered pension arrangement. 

 
Upon death in service 
 

 a lump sum death benefit of four times your Pensionable Salary, paid 
to your dependants; 

 

 a lump sum equal to the value of your own contributions in your 
Personal Account, including any investment returns, and 

 

 a pension for your Spouse/Dependant of 25% of your Pensionable 
Salary.  

 
Contributions 
 

 While you are a member of the Scheme you have the option to pay 
more into the Scheme to buy extra benefits, through matched or 
unmatched top-up contributions. 
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 Contributions to the Scheme receive valuable tax breaks, which mean 
your pension savings build up in a tax-efficient way. For more details 
see the Tax Relief section on page 13. 

 
Annual updates 
 

 Each year you’ll receive a statement from the Scheme showing how 
your Personal Account is building up, together with an illustration of 
what benefits your Personal Account may provide on retirement.  

 
State pensions 
 

 In addition, you may be entitled to pension benefits from the State 
Scheme. The level of benefits you are able to claim will depend on your 
National Insurance contributions history and, to some degree, your 
earnings. 
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2 Joining the Pension Scheme 
 

When am I eligible to join? 
 
You will be eligible to become a member of the Scheme, subject to the 
following conditions being met: 
 
 You are an employee of the Company, including part-time and fixed term 

workers 
 
 You have attained the age of 18 but not attained the age of 64. 
 

When do I join? 
 
You will automatically be enrolled as a member of the Scheme on the first day 
of the month after entering the Company’s employment, subject to meeting 
the eligibility conditions above. You will be asked to complete an Application 
Form and an Expression of Wish Form. 
 

Do I have to join? 
 
Membership of the Scheme is optional. However, you will be automatically 
enrolled into the Scheme unless you inform the Company when you first enter 
its employment that you do not wish to do so. Should you subsequently 
decide that you want to opt out of membership then you will be required to 
give one month’s notice of your wish to leave the Scheme. 
 
All members who have opted-out will be re-enrolled automatically again every 
3 years. 
 
If you are not a member of the Scheme for pension benefits you will be 
entitled to death benefits as a life assurance only member although these will 
be at a lower rate than that provided for Scheme members who have joined 
for full pension benefits (see Section 3). 
 

Will I have to produce any evidence of health? 
 
The benefits payable on your death in service are provided through an 
insurance policy. Evidence of health will only be required if your benefits 
exceed certain limits or you do not join the Scheme for pension benefits at the 
earliest opportunity, and you will be informed if it is necessary in your case. If 
you are absent from work due to illness or injury on the day when your life 
cover is due to begin, you may not be eligible for benefits until you return to 
work, or your cover may be restricted to the amount that the insurance 
company is willing to provide. 
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3 Life Assurance Only Members 
 
FUJIFILM UK, as a responsible employer, automatically provides life 
assurance, irrespective of whether you decide to join the Scheme for 
pension benefits. 
 

When do I join? 
 
You will automatically be included as a member of the Scheme for full 
benefits, including life assurance, on the first day of the month after entering 
the Company’s employment, subject to meeting the eligibility conditions, 
unless you opt out.  
 
If you opt out of membership, or if you are not eligible to join the Scheme, 
then you will be provided with life assurance on the terms set out in this 
section from the first day of the month after joining the Company, provided 
that you are an employee of the Company, including part-time and fixed term 
workers.  
 

Will I have to produce evidence of health? 
 
Evidence of health will only be required if your cover exceeds certain limits, 
and you will be informed if it is necessary in your case. If you are absent from 
work due to illness or injury on the day when your life cover is due to begin, 
you may not be eligible for benefit until you return to work. 
 

Will I have to contribute? 
 
No. Currently the whole of the cost of the life assurance benefits is met by the 
Company. 
 

What benefits are payable if I die? 
 
If you die whilst in the Company’s employment before Normal Retirement 
Date you are covered for a lump sum benefit equal to twice your Pensionable 
Salary. 
 
Notes 

 The lump sum death in service benefit is held in a discretionary trust 
and is payable under the Trustees’ discretionary powers which means 
that it is payable tax free to your beneficiaries. 

 

 The Trustees will have regard to your completed Expression of Wish 
Form but they are not bound by any nomination you make. 
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Who will receive the death benefits? 
 
The death benefits will be applied by the Trustees at their discretion for the 
benefit of one or more of your Dependants or relatives or paid to your 
personal representatives. 
 
You should indicate to the Trustees whom you would like to receive these 
benefits and Expression of Wish Forms are available for this purpose. Such 
an expression of wish is not, however, binding on the Trustees. As the law 
stands at present, these benefits are received free of all tax. The form advises 
the Trustees who you would like any lump sum benefit paid to in the event of 
your death whilst a member of the Scheme. The Trustees have discretion to 
decide who should receive the lump sum and will take your wishes into 
account when coming to their decision. It is important, therefore, that this 
information is kept up-to-date. If you would like to amend your nomination, 
please contact the Human Resources Department. 
 

What happens if I am absent from work? 
 
You will continue to be covered for death in service benefits for up to three 
years if you are absent from work owing to sickness or injury. 
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4 Full Pension Membership 
 

 
 
 

Will I have to contribute? 
 
Yes. Both you and the Company will pay a percentage of your Contribution 
Salary into your Personal Account in the Scheme, which will be used to 
provide you with retirement and death benefits. 
 
Your core contributions 
You pay 3% of your Contribution Salary into your Personal Account as a core 
contribution. 
 
The Company’s core contributions 
The Company will pay 6% of your Contribution Salary into your Personal 
Account as a core contribution. 
 
The Company also pays the whole cost of providing the lump sum death 
benefit and meets the majority of the administrative costs of the Scheme. 
 
The only extra costs you are normally required to meet are the charges 
deducted each year from your contributions and your Personal Account as 
described in the separate investment leaflet. 
 

Can I pay top-up contributions? 
 
Yes. You can pay matched top-up contributions that will be matched up to 
specified limits by the Company. You may make further contributions beyond 
these specified limits but these will not be matched by the Company. 
 
 
 
 
 
 

What is a defined contribution pension? 
 
In a defined contribution (“DC”) pension arrangement the employer and 
employee pay contributions into a fund, called your Personal Account. 
These monies are then invested in assets of your choice and at 
retirement the proceeds provide for your retirement benefits, which can 
include a tax-free cash lump sum and a pension from an insurance 
company, or a mixture of both as well as additional options detailed 
below. The amount of benefit at retirement cannot be predicted with 
certainty. This will depend on three main factors, including the amount of 
contributions paid into the arrangement, the investment returns achieved 
on the contributions over the period for which they are invested. 
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How do matched top-up contributions work? 
 
If you pay matched top-up contributions, these will be matched by the 
Company in line with an age-related scale as shown below: 
 

Age Member top-up 
contribution 

Company top-up 
contribution 

Total top-up 
contributions 

Up to 35 2% 2% 4% 

35 to 50 3% 3% 6% 

50 and above 4% 4% 8% 

 
When you move to a higher age band, you may choose to increase your 
matched top-up contribution, which the Company will match, or to continue to 
pay the same contribution. The Company will match the rate you choose up to 
the levels shown in the table above. You can make the change at any time 
following the appropriate birthday, subject to giving at least two months’ 
notice. The minimum matched top-up contribution that is eligible to receive a 
Company matching contribution is 2%. 
 
You will have the opportunity to change your level of matched top-up 
contributions up to three times in each Scheme Year at any time of the year, 
subject to giving at least two months’ notice. You may choose to increase or 
decrease your contributions (subject to the appropriate age limits) or to cease 
your matched top-up contributions altogether. For example, if you are age 50, 
you could contribute 2%, 3% or 4% of your Contribution Salary as matched 
top-up contributions. The Company match will be adjusted accordingly up to 
the levels shown in the table above. 
 

How do unmatched top-up contributions work? 
 
In addition to your core and matched top-up contributions, you can make 
unmatched top-up contributions to the Scheme. These will be invested in your 
Personal Account to potentially increase your retirement benefits. You can do 
this by paying extra contributions into the Scheme, over and above your core 
and matched top-up contributions for your age band, but these would not be 
matched by the Company.  
 
If you decide to pay top-up contributions these will be deducted monthly from 
your salary before tax in the same way as your core contributions, so that you 
obtain immediate tax relief as described below.  
 

Tax relief 
 
The actual cost of your contributions to you is less than it seems. Your 
contributions will be deducted each month from your earnings before income 
tax is calculated, so normally you will automatically get full tax relief on them 
at the highest rate of tax you pay. So, for instance, if you pay tax at the 
current basic rate of 20%, each £10 you pay costs only £8 from your take 
home pay. If you pay tax at 40%, each £10 you pay currently costs only £6 
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from your take home pay. There are plans to change the way pension 
contributions for employees with high levels of income are taxed, and you 
should speak to the Human Resources Department if you would like more 
information on this.  
 
The example below shows the cost of membership for an employee with a 
Contribution Salary of £20,000 who is aged 30 and has chosen to pay top-up 
contributions of 2%. 
 

For example Per annum 

You are aged 30 and your 
Contribution Salary is £20,000 per 
annum 

 

Your core contributions £20,000 x 3% = £600 (gross) 
£480 (net) 

Your top-up contribution £20,000 x 2% = £400 (gross) 
£320 (net) 

The Company’s contribution to your 
Personal Account 

£20,000 x 6% = £1,200 (core) 
plus 
£20,000 x 2% = £400 (top-up) 

Total (net) cost to you £800 

Total contribution to your Personal 
Account 

£2,600 

 

How are the contributions treated? 
 
Contributions from you and the Company (core, matched top-up and 
unmatched top-up) will be paid into an account (known as your Personal 
Account) set up in your name with the investment manager selected by the 
Trustees. You will be given a choice of funds in which to invest the money in 
your Personal Account. Further details are contained in the separate 
investment leaflet. You can choose to split your contributions between 
different funds. You will be able to review and change how your Personal 
Account is invested up to three times each year, at any time, subject to at 
least one month’s notice. Any changes after the first change in any one 
Scheme Year will be subject to an administration fee of £25 which will be 
deducted from your Personal Account. This figure may be reviewed and 
amended from time to time by the Trustees. 
 
If you do not tell the Trustees how you wish your Personal Account to be 
invested then a default investment choice will apply. Further details can be 
found in the separate investment leaflet. 
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How will my benefits be calculated? 
 
When you retire, whether this is at your Normal Retirement Date or at an 
earlier (or later) date, the total contributions you and the Company have paid, 
together with the investment returns they have achieved, can be used in the 
following ways: 
 

1. Pension and Cash 

You may use your pension savings to purchase an annuity which provides an 
income for the rest of your life, and the additional option of taking 25% of the 
account as a tax free lump sum. 

 

2. Single Lump Sum Payment  

You can withdraw the full value of your pension savings as a one-off lump 
sum payment with 25% of this paid tax free and the remaining 75% subject to 
tax at your marginal rate.  However, if you are thinking of doing this it is very 
important that you are aware of the implications, both from a tax and a future 
provision and income point of view.  The Trustee would strongly advise any 
employee considering this option to seek independent financial advice. 

 

3. Multiple Lump Sums 

You can withdraw multiple lump sums (formally known as “Uncrystallised 
Funds Pension Lump Sums” or UFPLS) from the Plan.  25% of each 
withdrawal will be tax free with the remaining 75% subject to tax at your 
marginal rate. The Trustees may impose restrictions on the number of 
withdrawals that you can make, and the amount. 

 

4. Flexi-Access Drawdown 

Finally, you can take ‘Flexi-Access’ Drawdown which allows you to withdraw 
lump sums as often as you like without restriction on the amounts. Using this 
option, you can choose to take up to 25% of your pension account as a tax 
free lump sum.  The rest is then moved into one or more funds that allow you 
to take a taxable income at times to suit you. 

 
Please note that in order to take your entire fund as cash or to utilise 
fully flexible draw-down (2. and 4. above respectively), you would have 
to transfer your pension savings out of the FUJIFILM Scheme. 
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What options will the Scheme provide? 

There are practical constraints in the way that pension schemes such as the 
FUJIFILM Plan are administered which means that offering full flexibility is not 
realistic.  However, the Trustees are able to provide access to the new 
flexibilities on a limited basis and we summarise below what options the Plan 
provides: 

 

Ways to take Pension Plan 
provides? 

  

Pension and Cash Yes 

Single Lump Sum payment No 

Multiple Lump Sums 
(UFPLS) 

Yes (see 
below) 

Flexi-Access Drawdown No 

 
 

Please note that, within the Plan, the UFPLS option is restricted to a 
maximum of 5 payments with a minimum of £4,500 per payment and a 
maximum of 1 payment per year.   
 
 
 

What benefits are payable when I die? 
 
Death in service  
 
Benefits which are payable for your family play an important part in pension 
planning. If you were to die in the Company’s service as a member of the 
Scheme, whether before or after NRD, the following benefits would be 
payable: 

 

 a lump sum of four times your Pensionable Salary, and 

 a lump sum equal to the value of your own contributions in your 
Personal Account, including any investment returns, and 

 a pension for your Spouse/Dependant of 25% of your Pensionable 
Salary. (If you were a member of the Defined Benefit Section before 1 
April 2010, this is the total combined Spouse’s/Dependant’s pension 
payable from the Scheme, and is guaranteed to be no less than the 
Spouse’s/Dependant’s pension that would be payable from the old 
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Defined Benefit Section alone, based on Pensionable Service to 31 
March 2010.) 

 
Death after retirement 
 
The benefit payable on your death after retirement will be the Dependant’s 
benefit (if any) that you chose to provide on your death when you purchased 
your annuity at retirement. 
 
Notes 
 
 Any lump sum benefit is held in a discretionary trust and is payable under 

the Trustees’ discretionary powers which means that it is payable tax free 
to your beneficiaries 

 
 The Trustees will have regard to your completed Expression of Wish Form 

but they are not bound by any nomination you make. It is important that 
you keep your Expression of Wish Form up to date 

 
 The Spouse’s/Dependant’s pension may be reduced if your 

Spouse/Dependant is more than ten years younger than you 
 
 On marriage after leaving service with death occurring within six months of 

your marriage, no Spouse’s/Dependant’s pension will be payable, except 
at the discretion of the Trustees 

 
 If you do not leave a Spouse/Dependant, but leave dependent children, or 

if your Spouse/Dependant subsequently dies leaving dependent children, 
then the Spouse’s/Dependant’s pension will continue to be paid to the 
children until they reach age 18, or the age of 21 if in full-time education.  
Illegitimate children will be considered by the Trustees, at the request of 
the member. You should complete an Expression of Wish Form detailing 
any illegitimate children (a blank Expression of Wish Form is included as 
an Appendix) 

 
 You will be responsible for keeping the Trustees informed of any change in 

your marital status whether or not you are in Company service. 
 

How will the pension be paid? 
 
The pension bought with your Personal Account will be paid according to the 
terms of the annuity policy. Your pension payments will be paid to you by the 
annuity provider. 
 

Who will receive the lump sum death benefits? 
 
The lump sum death benefits will be applied by the Trustees at their discretion 
for the benefit of one or more of your Dependants or relatives or paid to your 
personal representatives. 
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You should indicate to the Trustees whom you would like to receive these 
benefits and Expression of Wish Forms are available for this purpose. Such 
an expression of wish is not, however, binding on the Trustees. As the law 
stands at present, these benefits are received free of all tax. The form advises 
the Trustees who you would like any lump sum benefit paid to in the event of 
your death whilst a member of the Scheme. The Trustees have discretion to 
decide who should receive the lump sum and will take your wishes into 
account when coming to their decision. It is important, therefore, that this 
information is kept up-to-date. If you would like to amend your nomination, 
please contact the Human Resources Department. 
 

What happens if I leave Pensionable Service? 
 
Your contributions (core and any top up contributions) and the Company's 
contributions will cease. The benefits under the Scheme will be as follows: 
 
a) Personal Account will remain invested until retirement 

If you have completed two or more years’ Pensionable Service or if the 
Trustees have on your request accepted a transfer from another pension 
arrangement, your Personal Account will remain in the Scheme and will 
continue to be invested according to your instructions. The value of your 
Personal Account will increase or decrease in line with the investment 
returns earned between your date of leaving and your Normal Retirement 
Date. 
 
In addition, if you die prior to your Normal Retirement Date your Personal 
Account will be used to buy an additional pension for your Spouse or other 
Dependant via an annuity policy. If you have no Dependants then the 
value of your own contributions will be paid at the discretion of the 
Trustees. 
 

b) Return of contributions 
If you have not completed two years’ Pensionable Service and have not 
transferred benefits from another pension arrangement into the Scheme 
you will not be entitled to retain your Personal Account in the Scheme. You 
may instead receive a refund of the value of your own contributions to 
your Personal Account less a deduction for tax. This deduction is currently 
at the rate of 20% for the first £20,000 and 50% on any excess. This 
means that you may get back less than you paid in.  
 
If you have completed more than three months’ Pensionable Service you 
may instead elect for a transfer payment of the value of your Personal 
Account to a new employer’s plan or a personal or stakeholder pension. If 
you choose this option, you will have three months from your date of 
leaving Pensionable Service to decide whether or not to take a transfer 
value. If you have not made a decision by the end of this three month 
period, you will automatically receive a refund of the value of your 
contributions, less a deduction for tax, as described above. 
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c) Transfer payment to a new employer’s plan 
If you have completed two or more years’ Pensionable Service (and 
subject to certain statutory requirements being met), you may choose, to 
ask the Trustees to transfer the value of your Personal Account to a new 
employer’s pension plan. This depends on the new pension plan being 
willing and able to accept the transfer payment. 
 
If you have completed between three months’ and two years’ Pensionable 
Service you may request the payment of a transfer value instead of a 
refund of the value of your contributions, less a deduction for tax, as 
described above. 
 

d) Transfer payment to a personal or stakeholder pension 
If you have completed two or more years’ Pensionable Service (and 
subject to certain statutory requirements being met), you may choose to 
ask the Trustees to transfer the value of your Personal Account to a 
personal or stakeholder pension. The amount of benefits produced by a 
personal or stakeholder pension will depend on the amount transferred 
and the investment yield produced by it. This option may be useful if you 
take up employment with an employer who does not have a pension plan 
that will take a transfer payment. 
 
If you have completed between three months’ and two years’ Pensionable 
Service you may request the payment of a transfer value instead of a 
refund of the value of your contributions, less a deduction for tax, as 
described above. 
 

e) Leaving the Scheme but not your job 
If you leave the Scheme but not your job with less than three months’ 
Pensionable Service, you will not be entitled to retain your Personal 
Account in the Scheme; instead you will be eligible for a refund of the 
value of your own contributions to your Personal Account less a deduction 
for tax currently at the rate of 20% on the first £20,000 and 50% on any 
excess. This means that you could get back less than you paid in.  
 
If you have completed between three months’ and two years’ Pensionable 
Service you may be able to take a transfer of the value of your Personal 
Account rather than a refund of the value of your own contributions, less a 
deduction for tax, as described above.  
 
If you have completed two years’ Pensionable Service you may be able to 
take a transfer of your Personal Account, subject to the rules of the 
scheme that you are joining.  
 

f) Transfer values 
The transfer value for your Personal Account is the current value of that 
account (subject to any withdrawal penalty that the investment manager(s) 
may impose). 
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If you require a transfer value, a quotation must normally be given within 
three months of your request. 
 
You may request a transfer value up to one year before your Normal 
Retirement Date. 
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5 General information 
 
What happens if I am absent from work? 

 
a) Sickness or injury 

If you are away from work owing to sickness or injury, your membership of 
the Scheme may be continued for as long as you remain in the service of 
the Company up to a maximum of three years. You will be advised, at the 
time, of the conditions of your membership during such absence. 
 
If you are away from work for any other reason, your membership of the 
Scheme will be continued for a maximum period of normally 12 months, at 
the Trustees’ discretion. 
 

b) Maternity 
If you are away from work to have a baby, your membership under the 
Scheme will continue during your maternity leave. 
 
During any period of paid maternity leave the contributions (core and 
optional top-up) that you pay will be based on the pay you actually receive. 
The contributions (core and matched top-up) that the Company pays will 
be based on the pay you would have received if you had been working 
normally. The Company will not make up the difference between the 
contributions you actually pay and those you would have paid if you had 
been working normally. 
 
During any period of unpaid maternity leave neither you nor the Company 
will pay any contributions. If you wish, when you return to work you can 
pay backdated contributions for this period. If you do, the Company will 
also pay backdated contributions. 
 
Your lump sum death benefit will continue during any period of paid or 
unpaid maternity leave and will be based on the Pensionable Salary you 
would have been receiving if you had been working normally.  
 
If you do not return to work after maternity leave, you will leave the 
Scheme.  
 

c) Paternity leave 
If you qualify for paternity leave your membership of the Scheme will 
continue as though you were working normally. 
 

d) Adoption leave 
If you take adoption leave, your pension and death benefits will be 
continued in the same way as for maternity leave. 
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Internal dispute resolution procedure 
 
If you have any complaints about your rights and benefits under the Scheme, 
you can raise it formally through the internal dispute resolution procedure. 
This procedure may not be available if you have already started legal 
proceedings in connection with the complaint. 
 
Who can make a complaint? 
 
You can make a complaint at any time if you are: 

 currently a member of the Scheme 

 currently receiving a pension from the Scheme 

 a widow, widower or Dependant of a member who has died 

 expecting to join the Scheme in the future. 
 
If you wish to make a complaint after the date that you have ceased to be 
entitled to benefits under the Scheme (because, for example, you have taken 
a transfer payment), you must do so within six months of that date. You can 
pursue your complaint yourself or appoint a representative to follow this 
procedure on your behalf. If you are responsible for a child or other person 
who cannot represent themselves, you may make a complaint on their behalf. 
 
If you are unhappy with anything to do with your benefits or the Scheme, you 
should first raise it informally with the Human Resources Department. 
Although it is hoped that any complaint can be dealt with in this way, in the 
unusual event that it cannot, the Scheme has an internal disputes procedure 
to resolve any disputes between the Trustees and members, prospective 
members and beneficiaries. If you wish to use this procedure, please contact 
the Human Resources Department. 
 
How TPAS can help you 
 
Alternatively, you can take your case to The Pensions Advisory Service 
(TPAS). TPAS is available to assist members and beneficiaries of the 
Scheme at any time or in connection with any difficulty with the Scheme which 
remains unresolved. TPAS is a free and confidential service offered to the 
members of occupational pension schemes and their beneficiaries. TPAS 
may be contacted at the following address: 
 
The Pensions Advisory Service 
11 Belgrave Road 
London SW1V 1RB 
Tel 0845 601 2923 
 
And what then? 
 
If you decided to contact the Trustees and are unhappy with their response, 
you again have the option to take your case to TPAS. 
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If TPAS is unsuccessful in resolving your dispute, you may refer it to the 
Pensions Ombudsman who can be contacted at the same address as TPAS. 
His telephone number is 020 7834 9144. 
 

The Pensions Regulator 
 
Occupational pension schemes are regulated by an independent body, the 
Pensions Regulator. The Regulator’s role is to act to protect members’ 
interests if people who run occupational pension schemes do not meet with 
their legal obligations under the Pensions Act 2004. 
 
The Pensions Regulator can be contacted as follows: 
 
The Pensions Regulator 
Napier House 
Trafalgar Place 
Brighton 
East Sussex BN1 4DW 
Tel 0870 6063636 
 
E-mail: customersupport@thepensionsregulator.gov.uk 
 

State Pension Scheme 
 
Your State benefits are paid in addition to any benefits you receive from the 
Scheme. 
 

Other information 
 
a) Personal details 
It is most important that you immediately notify the Company of any change in 
your marital status, as otherwise appropriate benefits may not be provided. It 
is also important that you notify the Company if your address changes. 
Evidence of your date of birth and that of your Dependant (and marriage or 
registered civil partnership certificate, if relevant) must be produced before 
any payments of benefits are made and will normally be requested at the time 
you join the Scheme. 
 
b) Assignments 
No part of the benefits provided under these arrangements may be charged or 
assigned by any member. 
 
c) Amendment or discontinuance 
Whilst the Company has every intention of continuing these arrangements, it 
reserves the right of amending or discontinuing them if circumstances at any 
time make it appropriate. 
 



24  

d) Trust deed and rules 
A formal Trust Deed and Rules is available from the Human Resources 
Department which contains the detailed provisions of the Scheme. (It is 
planned that this document will in due course be available on the intranet.) 
 
e) Funding of benefits 
Contributions from yourself and the Company are held and invested by the 
Trustees. No money is invested by the Trustees in the Company or its 
property or is loaned to the Company. The Trustees may choose to effect 
insurance policies to cover certain parts of the benefits, for example, life 
assurance. Benefits from your Personal Account will be secured with an 
annuity policy purchased with an insurance company.  
 
The Trustees regularly review the investment performance achieved by the 
investment managers appointed to manage the assets of members’ Personal 
Accounts, and receive regular updates on their performance. 
 
f) Pension benefits from earlier arrangements 
The Scheme may, with the consent of the Trustees, be able to receive 
transfer payments for members who wish their pension rights to be 
transferred from their previous employer’s pension plan or a personal or 
stakeholder pension. Please contact the Human Resources Department if you 
wish to pursue this option. 
 
Please note that you will not be able to transfer any ‘contracted-out’ pension 
rights into the Scheme. 
 
g) Pension Tracing Service 
The Scheme has been registered with the Pension Tracing Service. This will 
enable members who lose contact with the employing company to trace their 
benefits through the Service whose address is: 
 

Pension Tracing Service 
The Pension Service 
Tyneview Park 
Whitley Road 
Newcastle upon Tyne 
NE98 1BA 

Tel 0845 6002 537 
 
h) Expression of Wish Form 
It is important that when you join the Scheme you complete an Expression of 
Wish Form. It informs the Trustees who you would like any lump sum benefit 
paid to in the event of your death whilst a member of the Scheme. The 
Trustees have discretion to decide who should receive the lump sum and will 
take your wishes into account when coming to their decision. It is important, 
therefore, that this information is kept up-to-date. If you would like to amend 
your nomination, please contact the Human Resources Department. 
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i) Data protection 
The Trustees work together with the Company to administer the benefits as 
set out in Definitive Trust Deed and Rules and this booklet. Every effort has 
been made to ensure consistency but where any difference arise the 
Definitive Trust Deed and Rules will apply. They may need to share 
information in order to administer any benefits under the Scheme. Only such 
details as are required to fulfil obligations to members and legal and 
regulatory obligations will be collected and stored. Your personal data will only 
be disclosed to others in accordance with legal and other regulatory 
requirements, including, for example, to product providers. 
 
Where you are asked to supply information relating to your Dependants, you 
should inform those individuals first; they might like to read this booklet to find 
out how personal data is handled. Where information from your doctor is 
required, and you are able to give your permission, we will seek your 
permission before seeking any medical information. If you have a financial 
representative or independent financial adviser, the Trustees will liaise with 
that person or firm and share information only on your written instructions. If 
you die while you are a member of the Scheme the Trustees will liaise with 
your personal representative(s), relatives and possibly your work colleagues 
who may supply us with information relating to you. If information is used to 
conduct statistical analysis and surveys, you would not be identified 
personally. 
 
Please note that all the information asked for is necessary and without it the 
Trustees would not be able to administer your benefits under the Scheme. 
 
j) Disclosure of Information 
Annual Accounts of the Scheme will be prepared and, in accordance with the 
current Disclosure of Information regulations, are available for inspection by 
all members through the Human Resources Department. 
 
k) Pensions and divorce 
If you are getting divorced or your civil partnership is being dissolved, you will 
probably be asked for information about your benefits. Please contact the 
Human Resources Department to arrange a valuation of your pension, and 
notify them that this information is required in the context of your divorce or 
dissolution. In the event of a member divorcing or having their civil partnership 
dissolved and a Court Order being issued requiring a share of your accrued 
pension rights to be made to your Ex-Spouse, the Trustees’ current policy is 
as follows: 
 

 the Ex-Spouse’s pension credit will be transferred out of the Scheme to 
an alternative approved pension arrangement of the Ex-Spouse’s 
choice (unless you and your former Spouse are both members of the 
Scheme) 

 the fees levied in respect of implementing the pension order will be 
borne by you and your Ex-Spouse and payment will be required prior to 
implementation of the pension share 
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 transfers in from other occupational pension schemes or personal 
pensions, which relate to pension shares, will not be accepted. 

 
l) Further information 
Further information about the Scheme can be obtained from the Human 
Resources Department, who should also be contacted with enquiries about 
the Scheme and with requests for individual benefit statements or transfer 
value quotations.  
 


