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1. Group Personal Pension Plan  

Joining the plan 

It is often said that money cannot buy happiness.  This may be true, but no one wants to struggle 

financially in retirement. This is more important now than ever before.  On average, a 65 year old man 

retiring today in England can look forward to over 20 years in retirement, with a 1 in 4 chance of 

reaching 93.  For women, the statistics are even more impressive: a woman retiring now at 65 can 

expect to spend nearly 23 years in retirement, with a 1 in 4 chance of reaching 95.
[1]

These days, 

retirement can be a fulfilling and productive period, doing things you always wanted to do (but never 

quite found the time when you were working).  However, it is important to start planning early.   

One of the most effective methods of saving for retirement is through a pension plan provided by your 

Company.  There are two main reasons for this: firstly, the Company will pay money into the plan for 

you.  That means you will not just benefit from your own contributions, you will also receive the benefit 

of Sopra Steria’s contribution as well.  Secondly, you will enjoy tax relief on your contributions.  

Please take the time to read this guide.  It can be difficult to commit to saving money today that you 

may not be able to access for years but putting something away as soon as you can is one of the most 

important steps you can take to help provide for your retirement.  

Q How do I join the plan? 

A In line with Government legislation, Sopra Steria must automatically enrol you into the workplace 

pension if you meet the following conditions: 

 You ordinarily work in the UK 

 You are aged over 22 but below State Pension Age, and 

 You have monthly earnings above £833 / weekly earnings above £192 before tax and NI (based on 

2019/20 benefit year) 

You will be sent a Notice from the Company within 6 weeks of commencement of employment, 

confirming that you will be automatically enrolled into the Scottish Widows, (the Plan) on a set date 

after 1 months’ service, if on that date you meet the above conditions.   

If you do not meet the above conditions, you are still entitled to join the Plan if you wish.  Also, you will 

be automatically enrolled should you meet the conditions in the future.  If so, you will be notified by the 

Company at that time.  

If you are not automatically enrolled because you do not meet the conditions or wish to be included in 

the Plan before the set date on which automatic enrolment takes place, you can opt into the Plan via 

your Orbit account and you will be included in the Plan in the following month.  You will receive login 

details for your Orbit account shortly after you commence employment with Sopra Steria.  

Q What if I do not want to be a member of the Plan? 

A If you are automatically enrolled into the plan you have the opportunity to opt out.  You will be notified 

of this as soon as you have been automatically enrolled.  

If you opt out within the opt-out period*, contributions will be refunded.  The employer contribution will 

be refunded back to Sopra Steria.  Any employee contributions will also be refunded and are subject to 

income tax and National Insurance in the normal way.  You can still opt out of the Plan after the opt-out 

                                                        

https://www.ons.gov.uk/peoplepopulationandcommunity/healthandsocialcare/healthandlifeexpectancies/articl

es/whatismylifeexpectancyandhowmightitchange/2017-12-01  

https://www.ons.gov.uk/peoplepopulationandcommunity/healthandsocialcare/healthandlifeexpectancies/articles/whatismylifeexpectancyandhowmightitchange/2017-12-01
https://www.ons.gov.uk/peoplepopulationandcommunity/healthandsocialcare/healthandlifeexpectancies/articles/whatismylifeexpectancyandhowmightitchange/2017-12-01
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period, but in this case, anything paid into the Plan will continue to be invested until you take benefits 

or until you transfer it to a different plan. 

The opt-out period is one month from the date you receive Scottish Widows  pension documents, 

these will provided together with a notification via an email from Orbit. If you opt out of the Plan, you 

may be re-enrolled into the Plan within three years if at that time you meet the conditions.  A notice will 

be sent to you when this takes place.  You will of course have the option to opt out again.  

It is important to note that if you opt out, you will no longer be saving for your future through 

our Group Personal Pension Plan (GPPP) and Sopra Steria will not contribute to an alternative 

pension arrangement.  You will therefore not receive the benefit of Sopra Steria’s pension 

contributions. 

Q Will my membership of the Plan be confirmed? 

A You will be notified as soon as you have been enrolled into the Plan.  

You will also receive a policy document from Scottish Widows confirming your membership of the 

Plan. Please keep this in a safe place.  You will continue to receive an annual paper statement from 

Scottish Widows, sent to your home address.  

It is therefore important that you keep the HR Department updated with any changes to your address 

or other personal details.  

Q Why did you choose Scottish Widows to provide the benefits? 

A On behalf of Sopra Steria Capita reviewed all of the GPPP providers in the market and prepared a 

shortlist of the companies that we felt best suited the needs of Sopra Steria’s employees.  After 

considering each company, Sopra Steria chose Scottish Widows.  Scottish Widows is a major provider 

of pensions and has a good reputation in this market.  

 Scottish Widows is one of the UK’s leading financial services providers and was established in 1815 

 It has been part of the Lloyds Banking Group since 2000 

 Scottish Widows has over 2.2m customers saving for retirement through over 42,000 workplace 

savings schemes.  

 As at the end of January 2019, total assets under management are £53 billion 

 It is currently rated ‘A’ by Standard & Poor’s, one of the world’s leading independent rating 

companies as at February 2018 

 

Paying contributions 

Q How are contributions calculated? 

A Contributions are paid monthly and are calculated as a proportion of your earnings.  For the purposes 

of calculating your pension contributions, earnings are defined as Basic Annual Salary.  

You will automatically exchange part of your salary to the Plan in the form of a monthly contribution 

(known as salary exchange), or alternatively you can choose to contribute via the net payment method 

after the deduction of tax.  

Providing you contribute 4% or more to the Plan you will also receive a contribution from Sopra Steria.  

The amounts you and Sopra Steria can pay into the Plan each year are shown in the table below: 

Your selected contribution Sopra Steria contribution Total contribution (if salary 

exchange, all classed as 
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employer contributions) 

4% 4% 8% 

5%+ 5% 10%+ 

 

Please note under pension legislation the minimum legal pension contributions increased on 6 April 

2019.  You will have to contribute a minimum 4% to receive a contribution of 4% from Sopra Steria.  

Note that the contribution paid by you and on your behalf to all UK regulated pension plans should 

generally not exceed £40,000 per annum.  A reduced Annual Allowance of £4,000 applies if you are 

already taking benefits on a flexible basis (also known as the Money Purchase Annual Allowance).  

Contributions in excess of this amount may not be tax efficient.  Please refer to the ‘How much can I 

pay into the Plan’ and ‘What does the Plan provide’ sections below for further details).  

Q How are my contributions taken?  

Your contributions will be taken via salary exchange.  This means your gross (pre-tax) salary would be 

reduced by the amount of your pension contribution, which would then be paid into the Plan by the 

Company along with the Company’s contribution.  

A You have the opportunity to opt out of the salary exchange arrangement, in which case your pension 

contributions will be deducted from your net salary (i.e. your salary once both tax and National 

Insurance have been deducted).  Basic rate tax relief is then added by the pension provider, and 

higher rate tax relief is granted via your individual tax code or via self-assessment.  

If you wish to opt out of the salary exchange arrangement, please contact your HR Department.  If you 

do not contact them, the contribution will be automatically taken via salary exchange.  

Q What tax relief will I receive on my contributions? 

A In short, most people will receive tax relief at the highest rate of tax that they pay.  

Therefore, if you pay tax at the basic rate of 20%, you will receive tax relief at this rate.  That means 

every £10 invested actually costs just £8.  

The savings are even greater if you are a 40% or 45% taxpayer.  Every £10 invested costs just £6 for 

a 40% taxpayer or £5.50 for a 45% taxpayer.  Note, however, that the Annual Allowance and Tapered 

Annual Allowance can affect the tax efficiency of making pension savings (this is further explained 

below).  If you think you may be affected by this, you should consider consulting a professional 

financial adviser.  

What is more, unless you choose to opt out, your contributions are taken from your salary before 

payment of tax.  This means you will receive the full benefit of the tax relief immediately (whatever your 

tax rate) and also save money because your National Insurance (NI) contributions are lower.  This is 

because the Company operates a ‘salary exchange’ pension plan.  This is explained in more detail in 

the next section.  

If you opt out of the salary exchange arrangement your contributions will be taken from your net salary, 

as explained above.  If you are a basic rate taxpayer, the GPPP provider claims the tax relief on your 

behalf directly from the tax authorities and invests it directly into your fund.  

As well as the tax relief on your contributions to the Plan, there are other tax benefits too.  Your fund 

will not be charged to income tax or capital gains tax, and when you come to draw it at retirement up to 

a quarter may be taken as a tax-free lump sum under current tax rules.  
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In addition, if you were to die before receiving your benefits, the money paid to your dependants will 

normally be paid tax-free.  The amount will depend on the returns on your money invested.  

For these reasons, investing in a pension plan may be a good way to provide for a comfortable 

retirement.  

Q How do I make payments to the plan via salary exchange? 

A Firstly, it will be helpful to explain how ‘salary exchange’ works.  Pension contributions paid by Sopra 

Steria are exempt from National Insurance.  If you agree to a reduction in your salary equal to your 

own pension contributions, Sopra Steria in return will agree to pay additional pension contributions of 

an amount equal to the reduction.  This means that you save the National Insurance you would 

otherwise have had to pay.  

In other words, it means that the payments you agree to make to the Plan are taken from your salary 

each month, before tax or National Insurance contributions are deducted.  

In addition, Sopra Steria make savings on employer National Insurance Contributions and will 

provide an uplift of 5% to the pension contributions you elect to pay. 

Not paying National Insurance contributions will save you a further 12% on your contribution if you 

earn between £8,632 and £50,000 (2019/20) and 2% on earnings above £50,000.  

Example 

Suppose you choose to pay £100 per month to the Plan.  What would happen if you decided to stop 

paying this amount and to take it as salary instead?  Firstly, you would pay £20 in tax at the basic 

rate (more if you are a higher rate taxpayer).  In addition, you are likely to pay National Insurance 

contributions at 12% (if you are a basic rate taxpayer).  That is another £12.  

Your take home pay would then just increase by £68 after tax and National Insurance contributions.  

If you are a 40% or 45% taxpayer, you would receive even less than this after your tax rate is 

deducted (though you may not pay as much in National Insurance contributions).  

Salary exchange means the full £100 is paid into the Plan, plus a £5.00 uplift provided by 
Sopra Steria giving a total contribution of £105.00 being into the Plan.  
 

  

 

Q Can I stop or change my contributions at any time? 

A Yes, you can.  You can increase, reduce or even stop your contributions at any time (as long as you 

give us one month’s notice).  You should try to set your contributions at a rate you can afford to 

maintain, but we realise that sometimes certain circumstances may require you to review your 

contribution level.  You will not be able to reduce your contributions below the minimum required by 

law.  If you opt-out you may only be able to opt back into the Plan again once in every 12 month 

period. Please refer to your HR Department for clarification.  

 

Q How much can I pay into the Plan? 

A Tax relief may be payable on personal contributions of up to 100% of your earnings (or £3,600 if 

greater) and you can also make one-off payments into your pension subject to this overall limit. Please 
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note that you cannot reduce your income by salary exchange to the level that it would be below the 

National Minimum Wage or, as applicable, the National Living Wage.  

In addition, please be aware that the Annual Allowance, explained below, may limit the benefit of 

higher contributions.  

Annual Allowance 

There is a limit on the amount of total contributions (including employer contributions) to a pension that 

will qualify for tax relief, but very few people have contributions anywhere near this limit.  

The limit is called the ‘Annual Allowance’.  The Annual Allowance is a test against the total 

contributions (or pension inputs) with any excess contributions (or pension inputs) taxed.   

The test covers all the pension arrangements that you are a member of, during each plan’s ‘Pension 

Input Period’ (PIP) that ends in the relevant tax year.  The total contribution for each money purchase 

pension arrangement will be the combination of both your own and your employer’s pension 

contributions.  Note that since 6 April 2016 all PIPs are the same as the tax year.  Prior to that, a PIP 

could start and finish at any date.  

If you have several pension arrangements to which you or your employer are either contributing, or for 

which you are accruing new benefits, then each amount for each arrangement must be added together 

for the Annual Allowance test.  

If the total amount paid by you and Sopra Steria exceeds the Annual Allowance, you may have to pay 

income tax on the amount above the allowance.  

The Annual Allowance is reviewed periodically. It is currently set at £40,000 (2019/20).  However, this 

is reduced to £4,000 if you access your benefits on a flexible basis – please refer to the ‘What does the 

Plan provide’ section for further details.   

What happens if I exceed the Annual Allowance? 

Even if your total pension savings over the year are more than the Annual Allowance, you may still not 

have to pay a tax charge.  You can carry forward any Annual Allowance that you have not used from 

the previous three tax years.  If your unused allowance is more than the amount by which you have 

exceeded the Annual Allowance in the current tax year, then you will not be liable for a tax charge and 

you will not be required to report anything to HMRC.  

If you have exceeded the Annual Allowance, then your pension scheme will provide you with details of 

the Annual Allowance used up in the last three years within that scheme on your Pension Savings 

Statement.  

If you have also exceeded the Annual Allowance in any previous tax years, then you may also require 

information on your pension savings made in earlier tax years than the three previous ones that are 

already displayed within this Pension Savings Statement.  This will enable your total available carried 

forward allowance to be accurately calculated. This information should be available on any previous 

Pension Savings Statements that you have received.   

Please note that carry forward is only available for members who are subject to the standard Annual 

Allowance or Tapered Annual Allowance.  Carry forward is not available in respect of money purchase 

contributions where the Money Purchase Annual Allowance of £4,000 applies because benefits have 

been accessed flexibly.  

Here is an example based on the standard Annual Allowance:  
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 2016/17 2017/18 2018/19 2019/20 

Annual Allowance £40,000 £40,000 £40,000   £40,000 

Contributions £22,000 £34,000 £37,000   £62,000 

Unused allowance £18,000 £6,000 £3,000 - £22,000 

Cumulative for use in 

the following tax year 

£18,000 £24,000 £27,000   £5,000 

 

In the table example above:  

 In the three tax years 2016/17, 2017/18 and 2018/19, unused Annual Allowance in each year is 

carried forward resulting in a total cumulative carry forward of £27,000 at the end of 2018/19 which 

can be carried forward to 2019/20.  Note the £18,000 carried forward from 2016/17 will be lost after 

2019/20 unless used in that tax year.  

 In 2019/20, deliberately large contributions totalling £62,000 are made, as it is not possible to carry 

forward further than the last three years’ worth of unused allowance.  All of the £40,000 Annual 

Allowance in that year is used first.  After that £18,000 unused Annual Allowance from the oldest 

tax year, i.e. 2016/17 is used up first.  Finally, £4,000 of the £6,000 from 2017/18 is used up.  

 This carry forward facility means that no Annual Allowance charge is payable for the 2019/20 tax 

year, even though the Annual Allowance was exceeded by £22,000.  

 For the next tax year in 2020/21, £5,000 will be carried forward.  This is made up of £2,000 from 

the 2017/18 tax year and £3,000 from the 2018/19 tax year.  There is no carry forward from the 

2019/20 tax year as all of the available allowance was used.  The remaining £2,000 carried forward 

from 2017/18 will be lost if not used in 2020/21.  

Tapered Annual Allowance  

On 6 April 2016, a Tapered Annual Allowance was introduced for those with ‘adjusted incomes’ above 

£150,000.  For this purpose, ‘adjusted income’ is all income (including non-employment income such 

as pension, rent and savings interest) plus the total amount of pension contributions (including total 

employer contributions to this GPPP).  The Annual Allowance is reduced by £1 for every £2 that 

adjusted income exceeds £150,000.  Once adjusted income reaches £210,000, the Annual Allowance 

is limited to £10,000.  

 

 

Lifetime Allowance  

As well as the Annual Allowance on contributions, there is also a ‘Lifetime Allowance’.  This is a limit 

on the overall value of your pension savings.  That means it is not just the total contributions paid into 

the Plan, but also the growth on your money.  The Lifetime Allowance includes any pension savings 

you may have elsewhere with other companies (or in private pension plans).  In short, it is the total 

value of all your pension savings over your lifetime.  

The Lifetime Allowance is currently £1,055,000 (2019/20).  If the value of your pension savings 

exceeds the Lifetime Allowance this could result in a tax charge of 55% on the excess (25% if you take 

the excess as income).   
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Not many people are likely to be affected by this, but if you think you are you may wish to consider 

taking professional financial advice.  

Q Are there any disadvantages to paying by ‘salary exchange’?  

A Salary exchange is a very effective way of paying contributions into a pension plan, but there are some 

potential disadvantages. Most people will not be affected, but you should be aware of the drawbacks in 

case they affect you:  

 Non-taxpayers (where their earnings are below £12,500 in the 2019/20 tax year) will lose 20% tax 

relief at source that applies if the contributions are deducted from net pay.  For example, if a non-

taxpayer is due to pay £10 member contribution then normally only £8 would be deducted from 

their net pay with the insurance company claiming the other £2 direct from HMRC.  If that person 

switches to salary exchange then their salary will be reduced by the full £10 but they will only save 

£1.20 on NI contributions.  This means, they would be 80p worse off.  

 Salary exchange means taking a reduction in salary, so you pay less in National Insurance 

contributions (your pension contribution is deducted before tax and National Insurance is applied).  

Some State benefits, Jobseeker’s Allowance and the single-tier State pension for example,  are 

based on how much you have paid in National Insurance contributions.  However, as long as your 

salary is at least £6,136 (2019/20), there should be no impact.  

 Statutory Maternity Pay (SMP), Statutory Paternity and Adoption pay can be affected as well, but 

you can avoid any impact by changing the contribution you are paying*.  Please contact your HR 

Department for more information.  

 It is also important to consider that borrowing levels, such as mortgage, personal loans, etc. that 

are set in accordance with salary and bonus maybe affected by the salary exchange.  Generally, 

salary exchange is widely accepted as a method of paying pension contributions (together with 

other eligible benefits) and most financial institutions will accept a reference salary (equal to the 

level of salary that would have applied if it had not been reduced) and use this in any calculations.  

However, this may not always be the case so you should check this prior to taking any action.  

*The benefit is calculated by reference to your average earnings over a specific period, usually a 

period of 8 weeks up to and including the 15th week before the week your baby is due.  By changing 

your contributions to net pay before this period you can avoid any impact.  You need to ensure you are 

aware how changing your employee level of contributions may impact the amount Sopra Steria will 

contribute.  Further guidance on statutory maternity pay can be found on the government website at  

https://www.gov.uk/maternity-pay-leave/pay 

 

Investing your money 

Q Where are my contributions invested? 

A You will be automatically placed in a ‘default’ option that has been chosen by Sopra Steria, after 

having taken guidance from Capita.  This is the Balanced Investment Approach targeting flexible 

access, which means your pension pot remains invested and you can take income as and when you 

need it.  

This is a lifestyle fund; therefore, the fund allocation gradually reduces in risk as you approach 

retirement.  Scottish Widows invest in funds from the Scottish Widows range that have the blend of 

investments they need, and these funds are grouped together under separate portfolios.  

During the accumulation phase (15 years before your selected retirement age), your contributions will 

be invested solely in the Scottish Widows Pension Portfolio Two.  As the Portfolio Two invests 85% in 

https://www.gov.uk/maternity-pay-leave/pay
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overseas and UK equities (with some exposure to corporate bonds), it is deemed to have a higher than 

average risk profile but is still suitable for an individual with a balanced attitude to risk.  

As you get closer to retirement, Scottish Widows will gradually adjust and move your plan into lower 

risk investments.  By your selected retirement date, your holdings will have automatically been 

adjusted so that your plan is approximately 75% invested in the Scottish Widows Pension Portfolio 

Four (which invests mainly in corporate bonds, with a small proportion in overseas and UK equities) 

and 25% invested in the Scottish Widows Pension Portfolio Five (which invests in cash funds).  

Please note, the composition of asset mix and allocation may change at any time (and exclude cash 

unless otherwise stated).  If you feel the Balanced Investment Approach does not suit your individual 

circumstances, you may choose a different fund from the literature provided and amend your fund 

choice once your policy has been established.  

Additional information regarding the funds that make up the Default Fund Investment Strategy can be 

found through your Orbit account or online  

If you feel the Balanced Investment Approach targeting flexible access does not suit your individual 

circumstances, please choose a different fund (or funds) from the literature provided and amend your 

investment choice once your policy has been established.  

You can choose to invest all your contributions in one fund or you can choose to spread your money 

across a range of funds.  Full details can be found on Orbit under the “Fund Centre”. 

Whichever funds you choose, it is important to remember that the past performance of any 

fund or investment is not necessarily a guide to how that fund or investment may perform in 

the future and that the value of your investments can fall as well as rise.  A pension fund is 

intended to be a long-term investment, and there can be no guarantees regarding the level of 

retirement benefits the plan will provide.  If you are unsure as to the suitability of a particular 

fund, you should seek professional financial advice.  

Q Can I check how my funds are doing? 

A Yes, you can. In fact, we would encourage you to regularly review your investments and make 

changes when you need to.  For example, as you move nearer to retirement it is usually a good idea to 

move your money into safer, lower risk funds.  This is because if markets fall significantly at this point, 

your funds may not have time to recover before you retire.  

To check on your funds, you can access Orbit at any time.  In addition, you will be issued with a 

regular statement by Scottish Widows, sent directly to your home address.  You can also apply for 

online access with Scottish Widows.  This allows you to follow your investments more frequently and 

make changes online.  To register for this service, just follow this link:  

                 https://www.scottishwidows.co.uk/register/  
 
 

The benefits you will receive 

Q When can I take my benefits? 

A We currently use a default retirement age of 65 years; however, you can currently take all or part of 

your benefits from age 55*, regardless of your Normal Pension Age or whether you are still in 

employment.  

If you feel the default retirement age does not suit your individual circumstances, please choose an 

alternative age and amend your retirement date once the Plan has been established.  Please however 

note that if you are investing in Sopra Steria’s default option it may be the case that the funds it invests 

https://www.scottishwidows.co.uk/register/
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in are linked to the default retirement age as mentioned above.  If you are in very poor health, it may 

be possible to take your benefits even earlier than age 55.  

*The minimum retirement age of 55 may increase as the State pension age increases, but legislation 

has not yet been agreed.   

Q What does the Plan provide? 

A The amount you have built up in your fund is determined by how much you have paid into the fund and 

for how long, together with any investment growth on your money (minus charges for the 

administration and investment of your money).  

Currently, the following options are available from age 55, but subject to Scottish Widow’s terms*: 

 Take your entire fund as a cash lump sum of which up to 25% of the amount will be tax-free and 

the remainder will be taxed at your marginal rate.  You can use this cash in any way you want: you 

may choose to invest it to boost your income in retirement or set it aside for a rainy day.  Whatever 

your plans, it is entirely up to you to decide how to use the cash.  

 Take your entire fund flexibly by: 

- taking a series of cash lump sums of which up to 25% can be taken tax-free and the remainder 

taxed at your marginal rate 

- withdrawing up to 25% of your fund as tax-free cash and investing the remainder in a ‘drawdown’ 

product, which allows you to keep your money invested in a tax-exempt environment and draw an 

income periodically by cashing in part of your fund** 

 Take up to 25% of your fund as tax-free cash and then use the remainder to purchase an annuity.  

Further information about annuities is below. 

 Alternatively, if your total funds within the Plan are valued at less than £10,000 and you are aged 

55, or above, you may be able to draw your entire fund as cash.  This can apply to up to three 

separate personal pension plans and 25% of the payment would normally be tax-free.  

* You should be aware that not all providers would offer all the options detailed above.  Please refer to 

Scottish Widows to ensure you are aware of the options available to you.  

**Drawdown products are complex, and you should seek professional financial advice to decide 

whether these are suitable for your individual circumstances.  

You may of course choose to use the whole of your fund to purchase an annuity at retirement.  If any 

flexibility is chosen at retirement, such as drawdown, cash lump sums or flexible annuities, then you 

can continue to make pension contributions up to a maximum of £4,000 per annum without suffering 

an Annual Allowance charge.  

With the increased flexibility available to individuals at retirement, it will be important to consider 

whether each option is suitable to your own circumstances.  

To assist members approaching retirement, ‘Pension Wise’ is a free and impartial service available to 

help you understand what your choices are and how they work.  Currently, those aged 50 or over with 

money purchase pension savings may use this service.  Whilst you will not be provided with advice, 

you will receive information tailored to your specific situation.  The service also covers other financial 

matters like debts, savings and State benefits.  Information is available from the “Pension Wise” 

website.  Alternatively, you can discuss your retirement options over the phone with The Pensions 

Advisory Service (0300 123 1047) or face-to–face with the Citizens Advice Bureau.  
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Pension Wise and The Pensions Advisory Service both form part of the Money and Pensions Service.  

The Money and Pensions Service website provides free and impartial information on choosing a 

financial adviser and links to details of financial advisers in your area.  The website can be accessed at 

www.moneyandpensionsservice.org.uk.  

Accessing your funds at retirement is an important financial decision and we would encourage you to 

seek Professional Financial Advice in addition to obtaining guidance from Pension Wise.  Make sure 

any adviser is approved by the Financial Conduct Authority.  This can be verified on the Financial 

Services Register Financial Conduct Authority Register). 

Q If I take cash, how do I convert the remainder of my fund into an income for life? 

A The traditional method of converting the rest of your fund into an income for life is to buy an annuity. 

An annuity will provide you with a guaranteed income for the rest of your life. It works like this:  

 The remainder of your fund (after you have taken any tax-free cash sum) is paid to an annuity 

provider who will promise to pay you an income for life, however long you live.  

 You are entitled to shop around for the best deal, and rates do vary between companies, so it is 

worthwhile comparing annuity providers.  This is often referred to as an Open Market Option, or 

OMO.  

 Capita has partnered with an annuity broking service, a specialist team that can assist you through 

this process.  Should you wish to take advantage of this, please contact your HR Department for 

further information. 

The Money Advice Service maintains a list of many of the rates on offer.  To find out more go to; 

https://www.moneyadviceservice.org.uk/en/tools/annuities  

Please be aware that the ‘Freedom and Choice’ reforms since April 2015 have allowed innovation in 

the annuities market – annuities are able to go down as well as up and taxable lump sums could be 

payable depending on the product purchased (this could be used to fund social care in retirement, for 

instance). 

Q What happens if I die after buying an annuity? 

A When you buy an annuity, you can protect your dependants by selecting one of the following options:   

 Part or all of your annuity payments can continue to be paid after your death to your spouse or 

partner.  This is called a ‘joint life’ option.  Often the income paid is reduced to half or two thirds of 

the original amount on the basis that one person does not need so much money.  

 You can opt for your income to continue to be paid for a fixed number of years after your death.  

Commonly, people choose either 5 or 10 years.  For instance, if you choose a 10-year guaranteed 

period and die 3 years after buying the annuity, the remaining 7 years’ payments would continue to 

be made.  

 It is possible to arrange your annuity so that on your death a lump sum is payable equal to the 

amount you originally paid for the annuity less the payments made to the date of your death.  

State pension benefits 

Q If I join the plan does it affect my State pension benefits? 

A Your State benefits may be affected by your membership of the Plan if you elect to contribute via 

salary exchange.  

http://www.moneyandpensionsservice.org.uk/
https://register.fca.org.uk/
https://www.moneyadviceservice.org.uk/en/tools/annuities
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If your post sacrifice salary falls below the Lower Earnings Limit (£6,136 in 2019/20), you would not 

accrue any single-tier state pension in that year or years.  This will not affect you if you have already 

reached State pension age.  

People on very low incomes are entitled to an additional payment from the State to bring them up to a 

minimum level of income in retirement.  The additional amount paid is called ‘Pension Credit’.  If you 

feel you may fall into this category and qualify for Pension Credit, then you may not fully benefit from 

joining the Plan.  However, the introduction of the new single tier State Pension for those retiring after 

6 April 2016 may make this less of an issue for many.   

You can find out more by clicking on the link below:  

https://www.gov.uk/pension-credit  

Q What happens to my State pension if I retire abroad?  

A The good news is that your State Pension can be paid to anywhere in the world.  

Whilst State pensions are generally increased each year, but you will only receive the increase if you 

choose to live in another part of the European Economic Area or any country that the UK has an 

agreement with to allow increases.  Note, these agreements could change following UK’s withdrawal 

from the EU.  For more information on the current position, click on the following link:  

https://www.gov.uk/state-pension-if-you-retire-abroad  

Q Where can I obtain a forecast of my State Pension? 

A You can obtain a forecast at any time from www.gov.uk/state-pension-statement. 

 
 

General Questions 

Q What happens if I leave the Company before taking benefits? 

A The Company will stop paying contributions to the Plan when you leave, but all the contributions paid 

to the date of leaving (plus any investment growth), remain yours.  

There are a number of options when you leave service. You can: 

 Leave the money invested and continue to benefit from any investment growth. 

 Transfer the fund to either a pension plan of your new employer or an individual pension 

arrangement. 

 Continue to pay contributions into the Plan (if you are entitled to do so). 

 Start to take some or all of your benefits if you are aged 55 or over. 

Q What happens if I die before I take the benefits?  

A If you die before you start to take benefits and before age 75, the full value of your fund at the time of 

your death will be paid out.  To make sure the payment is made to the people you would like to receive 

it, please take the time to complete the Pensions Beneficiary Nomination form.  You can find this in the 

Library section of the Orbit site.  Legally, the final decision about who receives the money must be 

made by the GPPP provider but unless there are exceptional circumstances, the money will normally 

be paid to the people you nominate.  It is also important to make sure you keep your nomination up to 

date should your circumstances change (for example, on marriage or divorce).  Simply ask the GPPP 

provider for a new form if you want to change your nomination.  

If the amount payable on your death exceeded the Lifetime Allowance, there may be a tax charge of 

up to 55% on the excess over the allowance.  

https://www.gov.uk/pension-credit
https://www.gov.uk/state-pension-if-you-retire-abroad
http://www.gov.uk/state-pension-statement
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Q Can I contribute to more than one pension arrangement? 

A Yes, you can. Any other pension plans would be independent of the Company pension plan and you 

should take advice before setting up other arrangements.  One point to bear in mind is that all pension 

contributions made in each particular tax year count towards your Annual Allowance in that year and 

all your pension savings ultimately count towards your Lifetime Allowance.  Since 6 April 2016, all 

Pension Input Periods match the tax year and end on 5 April in each year.  

If you have just joined the Company and are considering what to do with any existing pension plans 

you may have contributed to in the past (or are still contributing to now), you have a number of options. 

You can:  

 Continue to pay contributions to any existing pension plans you have and join the Company plan. 

 Stop paying contributions to any existing pension plans and join the Company plan. 

 Transfer the proceeds of your existing pension plan(s) into the Company pension plan. If you 

choose this option, you would stop any future contributions to the existing plan and start making 

contributions to the Company plan.* 

*There are a number of key factors to consider before making a decision regarding transfer of any 

pension plan.  Further information can be found on Orbit.  However, you are strongly advised to seek 

advice from a professional financial adviser before making any decisions.   

Q How do I transfer my existing pension arrangements? 

A The first thing you need to do is clarify whether or not the transfer can be made. You may not be able 

to transfer the benefits into the Plan (most existing pension arrangements can be transferred, but you 

do need to check first).  

You will also need to find out whether any existing pension arrangement is part of an occupational 

scheme or personal pension plan.  If you are not sure, you can either ask your previous employer 

(their HR Department will know) or, if it is an individual plan, you can ask the company managing your 

pension plan (usually a GPPP provider).  Of course, if you have a professional financial adviser, the 

easiest route may be to ask them to obtain this information.  

Once you have found out that the transfer is allowed, it is important to consider whether it is in your 

interests to transfer the money.  Here are a few points to bear in mind:  

      any guarantees you are giving up 

      any benefits you are giving up 

      any penalties for transferring 

We would recommend that you seek professional financial advice before transferring your benefits. 

For more information about transferring your benefits, you can also visit Scottish Widow’s website, just 

follow this link: 

https://www.scottishwidows.co.uk/retirement/pension-transfers/ 

Q What are the charges under the Plan? 

A There is a standard charge taken directly from the total value of your fund each year, this is known as 

an Annual Management Charge (AMC).  This standard charge is applicable to many of the funds 

managed by, but not all.  The AMC on the Company plan is 0.20%.  

Further details can be found in the fund factsheet available on Orbit and in the Key Features document 

which can be found using this link:  

https://www.scottishwidows.co.uk/retirement/pension-transfers/
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https://adviser.scottishwidows.co.uk/assets/literature/docs/45770KF.pdf?rnd=43589&popup=true  

Some funds have their own charging structure and this may be higher than the standard charge.  This 

is likely to be the case if you choose funds that are managed by external fund managers.  That is, not 

the funds offered by the company that administers the plan, but the funds offered by other fund 

managers.  

It is important to understand that these charges may be subject to change in the future.  Full 

information about the charges applied by different funds can be found in the fund centre section of 

Orbit.  

Q What happens to my benefits if I choose to retire abroad? 

A An increasing number of people plan to spend their retirement in another country.  

The key attractions are usually the sun, the sea and an easier pace of living.  There can also be 

financial advantages: property may be less expensive, the cost of living could be lower, and the taxes 

you pay may be less than in the UK.  

The good news is that you can arrange for your pension benefits to be paid into either a bank account 

here in the UK or an overseas bank (though there may be extra charges to pay).  

There is another approach.  You may be able to transfer your pension into a special arrangement 

called a Qualifying Recognised Overseas Pension Scheme (‘QROPS’ for short).  This route may be 

more advantageous in certain circumstances.  Transfers to a QROPS will be taxed at 25% (called the 

overseas transfer charge) unless the individual is resident in the same country in which the QROPS is 

established. The QROPS is established in one EEA country and the individual is resident in another 

EEA country; or the QROPS is an occupational pension scheme sponsored by the individual’s 

employer, an overseas public sector pension scheme or a pension scheme established by an 

international organisation.  

You may wish to seek professional financial advice if you are considering retiring abroad or 

transferring your benefits to an overseas plan.  

Q What happens during maternity/paternity (or adoption) leave?  

A Please refer to your HR Department for details of the maternity/paternity policy 

Q How is Capita paid?  

A Capita operates on a fee basis for its services.  These fees are paid wholly by Sopra Steria.  There is 

no additional cost to you as a member over and above the Annual Management Charge.  

Q Where can I get more information? 

A If you would like to speak to someone about the Plan, please contact your Orbit helpdesk.  

Alternatively, you can contact the Capita helpdesk on: 

Tel: 0207 204 1212 

Email: lifestyle@orbitbenefits.com 

For more information about the Sopra Steria Group Personal Pension Plan, such as the current value 

of your fund, an illustration of your estimated benefits at retirement, changing your investment funds or 

your contribution history, please log into your Orbit account at: 

https://orbit.orbitbenefits.com/idm-ui/login/ 

https://adviser.scottishwidows.co.uk/assets/literature/docs/45770KF.pdf?rnd=43589&popup=true
file:///C:/Users/pascoes/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/0YMHIHOT/lifestyle@orbitbenefits.com
https://orbit.orbitbenefits.com/idm-ui/login/
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Useful sources of information 

Workplace pensions – introductory information 

https://www.gov.uk/workplace-pensions  

National Insurance record 

www.gov.uk/check-national-insurance-record 

New State Pension (for those who reach State Pension age on or after 6 April 2016) 

https://www.gov.uk/new-state-pension  

State Pension Forecast 

www.gov.uk/state-pension-statement  

Get your State Pension 

https://www.gov.uk/get-state-pension 

Additional State Pension (for those who reached State Pension age before 6 April 2016) 

www.gov.uk/additional-state-pension  

Pension credit 

www.gov.uk/pension-credit  

Tracing Lost Pension 

www.gov.uk/find-lost-pension  

Living abroad – Pensions and benefits for people who live abroad 

www.dwp.gov.uk/international  

Pension Wise –  a free and impartial service to help you understand your choices 

www.gov.uk/pensionwise  

Money Advice Service – Free impartial money advice, set up by the government 

www.moneyadviceservice.org.uk  

Age UK – Practical support and information on issues for older people (including local support groups) 

www.ageuk.org.uk  

The Pensions Advisory Service (TPAS) 

http://www.pensionsadvisoryservice.org.uk/  

The Pensions Regulator 

http://www.thepensionsregulator.gov.uk  

The Money and Pensions Service (MAPS)  

http://www.moneyandpensionsservice.org.uk  
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2. General Information 

This Guide is a direct offer financial promotion.  This means a financial service product is being offered 

to you without a personal recommendation being made.  The information contained within this guide is 

not a personal recommendation to join the scheme, nor should it be considered a substitute for 

obtaining individual professional financial advice.  The benefits may be amended, varied or withdrawn 

at Sopra Steria’s absolute discretion at any time during employment and are not intended to constitute 

contractual entitlements.  

The information in this guide has been produced by Capita Employee Solutions (Capita) on behalf of 

Sopra Steria and may not be reproduced, in full or in part, without Capita’s express written permission.  

It is based on sources believed to be reliable and on Capita’s understanding of the benefits, tax 

legislation and HMRC practices in force as of month year.  These can change over time.  

Capita Employee Solutions is a trading name of Capita Employee Benefits Limited; Capita Employee 

Benefits (Consulting) Limited and Capita Business Services Limited. Part of Capita plc. 

www.capita.co.uk. Capita Employee Benefits Limited and Capita Employee Benefits (Consulting) 

Limited are registered in England & Wales No: 02260524 and 01860772 respectively. Registered 

Office: 30 Berners Street, London W1T 3LR. Separately authorised and regulated by the Financial 

Conduct Authority. Capita Business Services Limited is registered in England & Wales No: 02299747. 

Registered office: 30 Berners Street, London, W1T 3LR. © 2018 Capita plc. All rights reserved. 

Any personal details provided to Capita Employee Solutions will always be handled in a way that 

complies with applicable Data Protection legislation.  

 


