
Starting points
An introduction to pension saving
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Saving for a better future
Whatever stage you’re at in planning for your 
retirement, saving now could help you to build 
for a better future. That’s why enrolling into your 
employer’s pension scheme is an important step, 
giving you the chance to save towards the income 
you’re likely to need when you stop working.

This guide provides a quick overview of some of the key 
information, but it doesn’t cover everything. Your enrolment 
information lists the documents available to you from 
Aviva, and it’s important that you read these carefully. These 
documents will vary depending on the type of scheme chosen 
by your employer. If you need paper copies, contact us using 
the details in your letter or email.

References to ‘us’ and ‘we’ in this document mean Aviva.

Along with your letter or email (we refer to this as 
your enrolment information), this guide provides 
some extra information to help you understand 
your workplace pension scheme. This includes:

• a quick introduction to the fundamentals of pension saving 
and how it works

• the enrolment process, including some information about 
your options that we need to tell you about

• where to find more information.
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The fundamentals

 What is a pension?
Your pension provides a tax-efficient way 
to save for your retirement, and you and 
your employer can pay in. 

 Are there tax advantages?
Yes. There are tax benefits available 
on your contributions. Your enrolment 
information explains how this works. 

 Where are contributions 
invested?

They are invested in investment funds 
(simply known as ‘funds’). Funds aim to 
increase the value of your pension savings 
and can invest in different types of 
investment, for example shares or property. 

 When can benefits be taken?
The earliest you can take your benefits 
is the minimum pension age. This is 
currently age 55. From 6 April 2028 this 
will be age 57 unless you have a protected 
pension age. To find out more go to 
aviva.co.uk/nmpa.

Employers must 
provide a pension 
scheme for their 
eligible workers. 
This includes 
temporary staff or 
contractors where 
the company may 
not normally be 
considered your 
employer. To keep 
things simple, 
we say ‘your 
employer’.

The opportunity to save into a workplace 
pension is one of the benefits provided to 
you by your employer. With tax advantages 
and contributions from your employer, it’s also 
part of the government’s aim to encourage all 
of us to save more for retirement.
Contributions will be paid into your pension and in most cases 
your employer is required to pay in too. Your contributions will be 
taken from your salary. 

The value of your pension isn’t guaranteed, and can go down as well as up. You 
could get back less than the amount paid in.
Your enrolment information explains the level of contributions that will be paid into your pension 
and where they are automatically invested if you don’t want to make a decision. 

All references to tax information provided in this brochure are based on our interpretation of 
current legislation, which is subject to change and will depend on your individual circumstances.
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Take a flexible income via income 
withdrawals. As money will remain
in your pension pot, its value can

still fall as well as rise.

You can normally take up to
25% of your pot tax free.

Please note you can currently take a 
tax-free lump sum from your pension 
from the minimum pension age. This 
is currently age 55. From 6 April 2028 
this will be age 57 unless you have a 
protected pension age. To find out 
more go to aviva.co.uk/nmpa.
The remaining funds in your pension 
pot will be taxable and can be used in 
the following ways:

Purchase a guaranteed income
for life with a lifetime annuity.

or

or

Take your pension pot
as a cash lump sum.

Your
pension pot

Contributions
are paid in

Potential
investment growth

Charges
deducted

How can I take my 
benefits?
• You can take your retirement benefits from 

the minimum pension age. The minimum 
pension age is currently age 55. From 
6 April 2028 this will be age 57 unless you 
have a protected pension age. To find out 
more go to aviva.co.uk/nmpa. There 
are currently several options available 
and when you take the money from your 
pension pot you should speak to your 
financial adviser for help in determining 
which option(s) suits your needs best. This 
is important as ‘shopping around’ could 
help you obtain a higher income.

Annuity
• You can convert all or part of your pension 

pot into an annuity. An annuity is a product 
that will give you a guaranteed taxable 
income for life and can be purchased with 
any provider in the market (known as the 
open market option). Once you take an 
annuity you can’t change your mind.

• You can normally take up to 25% of your 
pension pot as a tax-free lump sum.

• The amount of the annuity payable will 
depend upon a number of factors such as 
the type of annuity purchased, whether 
you take a tax-free lump sum, the provider 
selected and your health. 

Lump sum
• You’ll have the option to take your pension 

pot as a lump sum. Under this option, 25% 
of the lump sum you take will be paid to you 
tax-free, with the balance added to your 
other income for the tax year and the income 
tax you’ll pay will be based on that amount. 
You’ll need to be aware of scams and that  
this money may need to last you a lifetime. 

Drawdown pension
• Your employer’s scheme may offer a 

drawdown facility. Alternatively you could 
transfer to a drawdown product depending on 
the size of your pension pot.

• You can normally take up to 25% of your 
pension pot as a tax-free lump sum, with 
any subsequent withdrawals taxed as 
income. 

• This option allows you to take income 
directly from your pension while leaving the 
remaining amount invested. This means 
that your pension could still fall or rise in 
value. There is no guarantee that the money 
will last a lifetime. 

How it works
Pension saving is simple. Contributions are paid in by you and 
your employer, into a fund (or funds) chosen for the pension scheme. 
To cover the cost of managing your pension we’ll take a charge from the 
money in it.
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Transfer
• You may transfer the value of your pension 

to another registered pension scheme, 
including any new employer’s scheme, or 
to a qualifying recognised overseas pension 
scheme.

Information available to you
• Pension Wise from MoneyHelper is a free, 

government-backed service offering clear, 
impartial and specialist guidance on your 
retirement options. If you’re aged 50 or 
over, this service is available to you. Visit 
moneyhelper.org.uk/pension-wise or call 
0800 138 3944 for full details of the service.

In the diagram below we show the basics of 
how pension saving works right up to your 
retirement. This is for illustrative purposes only.

You don’t have to choose one option as you could combine them.
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On the previous pages we’ve explained the different aspects to pension 
saving. In this section we show how the enrolment process works and 
when you can expect to receive more information.

Your enrolment explained

Your review date 1 month 2 months

The date you receive 
your letter or email, with 
the other information 
about the pension 
scheme. You have a one 
month period from the 
date of enrolment in 
which you can opt out 
of pension saving and 
receive a refund of your 
contributions.

Within the first 
month after 
you’ve received 
your enrolment 
information, any 
contributions 
you’re required 
to make, will be 
deducted from 
your earnings.

Between the first and 
second month, the 
first contribution is 
usually received by us 
and invested in your 
pension. You’ll then be 
sent confirmation of 
membership, and you 
may be able to change 
your level of contribution 
or investment funds.

This timeline is for illustrative purposes only. The dates when contributions are deducted from 
your earnings, received by us and invested in your pension may vary.

Every year until you take your pension benefits, you’ll receive a statement that shows how your 
pension is performing. It’s important to regularly review your investment funds to ensure they 
remain suitable, and you may also be able to view and manage your pension online. You’ll be 
given more details if your employer’s scheme offers this.
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Good to know
It’s important to understand some of the facts about pension saving. 
These are covered on this page, which you should read along with the 
other information available to you.

What you need to do
The good news is that if you’re eligible to be 
enrolled automatically, you don’t need to do 
anything in order to join, and you may be able 
to make changes once your first contribution is 
invested.

It’s worth thinking about how much income you 
may need when you retire. For many people, 
paying a minimum level of contribution won’t 

be enough to provide the income they need in 
retirement.

You should also consider whether the investment 
solution your employer has chosen is right for 
you. While your employer’s choice is designed to 
meet the needs of most people in the scheme, 
there may be other options more suitable for 
your own circumstances.

What you need to know
If you’re eligible to be enrolled and want to stay 
in the scheme, your employer must ensure 
the scheme continues to meet automatic 
enrolment regulations. This means that if 
your membership stops, and it isn’t because 
of something you’ve done, or not done, your 
employer must put you into another scheme 
that meets the regulations straightaway.

If you don’t want to save for retirement, 
you have one month after you’re enrolled 
in which you can opt out. Don’t forget 
that if you opt out, you’ll lose any pension 
contributions from your employer and you 
won’t be considered a member of your 
workplace pension. 

You should note that:

• written requests to opt out of your 
workplace pension must be signed, or if 

electronic, include a statement to confirm 
that you’ve completed it yourself. 

• your employer must allow you to opt 
back in to the pension scheme at least 
once every 12 months and, if you satisfy 
certain criteria, your employer will also 
have to make contributions.

• your employer will be required to 
re-enrol you into the scheme every three 
years, if you meet the eligibility criteria at 
that time.

Once your right to opt out has ended, you’ll 
still be able to stop contributions. Any 
contributions paid in will remain invested. 
If you’re thinking of stopping contributions 
this will reduce the amount available 
at retirement and you should ask for an 
illustration to see the effects of charges. 

AV860400_MPEN30Y_NG08049_0323.indd   7AV860400_MPEN30Y_NG08049_0323.indd   7 23/03/23   4:19 PM23/03/23   4:19 PM



Your enrolment information provides details of where to go if you’d like 
to know more about your workplace pension. There’s plenty of other 
useful information available at the websites below.

Discover more

GOV.UK
Provides information on State Pension benefits, 
including how to apply for a State Pension forecast. 
gov.uk/workplacepensions

Money Helper
An independent organisation that provides 
more information about pensions.  
https://www.moneyhelper.org.uk

If you’re unsure whether 
pension saving is right 
for you, we recommend 
that you speak to a 
financial adviser. If 
you don’t have one, 
see unbiased.co.uk. 
A financial adviser may 
charge you for advice.
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Need this in a different format?
Please get in touch if you’d prefer this brochure (NG08049) in large font, 
braille, or as audio.

How to contact us 
 0345 602 9221 / 0345 604 9915

 ngp.questions@dgaviva.com / mymoney@aviva.com

 aviva.co.uk / avivamymoney.co.uk

Aviva Pension Trustees UK Limited
Registered in England No. 2407799. Aviva Wellington Row, York YO90 1WR.
Authorised and regulated by the Financial Conduct Authority. Firm reference number 465132.
Aviva Life & Pensions UK Limited
Registered in England No. 3253947. Aviva, Wellington Row, York YO90 1WR.
Authorised by the Prudential Regulation Authority and regulated by the Financial Conduct
Authority and the Prudential Regulation Authority. Firm Reference Number 185896.
Aviva Investment Solutions UK Limited
Registered in England No. 6389025. Aviva, Wellington Row, York YO90 1WR. 
Authorised and regulated by the Financial Conduct Authority. Firm Reference Number 515334.
Telephone 0345 604 9915 – calls may be recorded

www.aviva.co.uk

My Money is a registered trademark of the Aviva group.
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