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INTRODUCTION 

1 

Welcome to Standard Life.  As specialists in group retirement plans, it is our goal to 
look after all the details of your plan, so you’re free to concentrate on what is 
important to you.  

 
At Standard Life, we operate as a team, committed to providing you with prompt, 
courteous and reliable service.  In order to ensure that all your needs relating to 
your group retirement plan are handled promptly and reliably, we are pleased to 
provide you with the telephone, fax number and e-mail address of your Service 
Representative: 

 
 
Marthe Chiasson 
Service Representative 
(Montreal) 

 
Tel: 1-800-242-1704 Ext.5673 
Fax: (514) 499-4480 
E-Mail: 
retirement.solutions@standardlife.ca 
 
 

 
Standard Life Assurance Company of Canada 

  c/o Marthe Chiasson 
  Group Savings & Retirement – Client Services 
  P.O. Box 11464, Succ. Centre-ville 

Montreal, QC  H3C 5M3 
 

This Group Retirement Pension Plan administration guide has been designed to 
help make your job as payroll/benefits administrator for the Part-time and 
Seasonal Employees of the Province of New Brunswick as easy as possible.  The kit 
contains all the information you need to handle member enrolment, terminations, 
contributions and changes. 

 
 

mailto:retirement.solutions@standardlife.ca


ENROLLING A NEW MEMBER 
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♦ When does a member become eligible? 
  

Members are immediately eligible to join the plan.  Please refer to your employee 
booklet for more details or visit the enrolment website at the following link: 

 
http://www.standardlife.ca/enrolment/nb/en/investment.html 

 
We encourage you to direct employees to this same link, so that they might access 
the most current employee booklet and better understand the benefits of their 
program. 

 
♦ How do I enroll a new member? 

 
You have been supplied with the employee booklets and Application forms. You 
can request additional employee booklets or Application forms at any time from the 
Pensions and Employee Benefits, Office of Human Resources.   The toll-free number 
is 1-800-561-4012. 

 
Members can direct any questions regarding the plan, investment options or forms, 
directly to Standard Life at the Financial Service Centre 1-800-242-1704.  Members 
will be communicating with salaried, licensed Financial Representatives.  

 
Furthermore, we support a paperless environment and we encourage you to direct 
employees to the following link: 

 
 http://www.standardlife.ca/enrolment/nb/en/investment.html 

 
 
 

http://www.standardlife.ca/enrolment/nb/en/investment.html
http://www.standardlife.ca/enrolment/nb/en/investment.html


ENROLLING A NEW MEMBER 

3 

♦ Where do I send completed Application Forms? 
  

Once you’ve received a completed Application Form, please verify that all the 
basic* information is accurate, ensure that the Division Name and Number and 
Bargaining Unit are indicated and sign it. 

 
You should then send the completed form(s) to: 

 
Standard Life Assurance Company of Canada 

  Marthe Chiasson 
  Group Savings & Retirement – Client Services 
  P.O. Box 11464, Succ. Centre-ville 

Montreal, QC  H3C 5M3 
    

If the plan member is transferring funds from another pension plan or Group RRSP, 
please include any T2033/T2151 forms.  
A Sample Application Form can be found in the Appendix entitled “Instructions 
for completing the Group Pension Plan Application” accompanied by a 
separate guideline on how to complete the form. 
*See Appendix for definition of “basic” information 

 
 



CONTRIBUTIONS 

4 

You can choose to report member contribution information under your plan, using: 
  
• An Excel or Lotus spreadsheet 
• Electronic file sent via email to retirement.solutions@standardlife.ca 

 
You may send funds to Standard Life by: 

• Electronic Funds Transfer  
• Cheque (to accompany data on electronic file) made payable to Standard 

Life Canada 
 
♦ All contribution remittances should be preceded by the covering memo 

(indicating your Division number).  A sample is enclosed in the Appendix 
entitled “Covering Memo for Remittances”. 

 
Please send a copy of your Covering Memo to: 
Pensions and Employee Benefits, 
Office of Human Resources  
 

by mail to: P.O. Box 6000 
Fredericton, NB, E3B 5H1   

  
or fax: (506) 453-3214 

 
If possible, make any adjustments to the current month’s member contribution.   For 
example, reduce the current contribution being submitted to Standard Life at source 
and adjust your electronic contribution file accordingly. 
 
REMINDER: 
 
Contribution information and funds must reach Standard Life by 4 pm (ET) in order to be invested 
on the same business day.  If information arrives after 4 pm (ET) investment will occur on the next 
business day.  
 

mailto:retirement.solutions@standardlife.ca


TERMINATIONS & RETIREMENTS 

5 

 

Note: “Terminating employee” does not mean moving from Part-Time to Full-Time or 
Part-Time to Casual. 
 

 
♦ Who do I inform when a member terminates employment OR retires? 

 
Simply complete the enclosed NOTICE OF TERMINATION OR RETIREMENT 
form.  A sample is enclosed within the Appendix entitled “Termination Form,” 
and fax it to the Group Savings & Retirement Member Services Financial Service 
Centre at 1-800-260-4921. 

 
A member of the Standard Life Member Services Team will communicate with the 
member to discuss options on termination or retirement and arrange for settlement 
of the member’s account.  

 
♦ How does a member select an option for his/her pension benefits? 

 
A disclosure statement stipulating the member’s options will be produced upon 
receipt of the NOTICE OF TERMINATION OR RETIREMENT form and will be 
mailed to the member’s home. 

 
Once the member has made a decision, the member should return the signed 
disclosure statement along with a T2151, Locking-In Agreement etc. (if applicable) 
to:  

 
Standard Life Assurance Company of Canada 

  c/o Marthe Chiasson 
  Group Savings & Retirement – Client Services 
  P.O. Box 11464, Succ. Centre-ville 

Montreal, QC  H3C 5M3 
 
 



LEAVES OF ABSENCE 
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♦ How does a member make contributions while on a leave of absence? 
 

A member may continue contributions during certain leaves of absence 
(maternity/parental or disability—refer to Plan Document for more information). 

 
The member must pay contributions at the same intervals as if the member were 
active (bi-weekly/monthly). 

 
Contributions should be paid to the employer and then remitted with the 
employer’s regular remittance for proper employer matching and reporting. 

 
Please complete the TRANSFER OR CHANGE IN EMPLOYMENT STATUS 
Form, a sample is enclosed within the Appendix entitled “Transfer or Change in 
Employment Status Form”, at the beginning of the leave period. 

 
You should then send the completed form(s) to: 

 
Standard Life Assurance Company of Canada 

  c/o Marthe Chiasson 
  Group Savings & Retirement – Client Services 
  P.O. Box 11464, Succ. Centre-ville 

Montreal, QC  H3C 5M3 
 
 
 
 



MISCELLANEOUS 
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♦ How does a member advise Standard Life of non-financial changes?  For 
example, name change, beneficiary change or a change in marital status 

 
For beneficiary changes, the member must complete a MISCELLANEOUS 
CHANGE Form, a sample is enclosed within the Appendix entitled 
“Miscellaneous Change Form”, and forward the original to: 

 
Standard Life Assurance Company of Canada 

  c/o Marthe Chiasson 
  Group Savings & Retirement – Client Services 
  P.O. Box 11464, Succ. Centre-ville 

 Montreal, QC  H3C 5M3 
 

For address changes, members should contact the Standard Life Financial Service 
Centre at 1-800-242-1704 or use their Personal Identification Number (PIN) to 
access the VIP Room plan member website (www.standardlife.ca) and record the 
changes there. 

 
♦ How do I report if a member is moving from one employer to another? 

 
Please complete the TRANSFER OR CHANGE IN EMPLOYMENT STATUS 
Form, a sample is enclosed within the Appendix entitled “Transfer or Change in 
Employment Status Form” prior to the first remittance on the next payroll. 

 
♦ How do I advise Standard Life if a member dies? 

 
Simply send a NOTICE OF DEATH form (See a sample within the Appendix 
entitled “Notice of Death Form”, to the attention of your Service Representative- 
by fax/mail/e-mail at: retirement.solutions@standardlife.ca , while including the 
following information:   

• Name and last address of deceased member 
• Social Insurance Number 
• Date of Death  

http://www.standardlife.ca/
mailto:retirement.solutions@standardlife.ca
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Instructions for completing the Group Pension Plan Application 
(Enrolment Form) – Current Form Available at: 
http://www.standardlife.ca/enrolment/nb/en/investment.html 

 
 
 

1. In the Plan Sponsor 
Authorization section, the Plan 
Administrator must provide: 

• Employer Name/Number (Division) 
• Date of Original Hire – NOTE:  includes 

casual service as long as the casual 
service was uninterrupted service (Date 
of Employment) 

• Date Joined Plan 
• Bargaining Unit Code (4-digit code) 
• Signature  
• Date Signed 

2. Applicant must complete: • All basic information: e.g. Name, sex, 
SIN, date of birth & address (Step 1 on 
the Application Enrolment Form) 

• Name and date of birth of spouse, if 
applicable. (Step 1, continued) 

• Name and relationship of beneficiary 
(Step 2) 

• Payroll Deduction Request (Step 3) 
• Signature and Date (Step 4) 

3. Applicant must: • Select an investment mix** (Step 5) 
• Read the authorization, sign and date 

the Investment Instructions (Step 6)  
 

 
** Members should contact the Standard Life Financial Service Centre at                   
1-800-242-1704 for assistance in choosing an investment mix. 

 
More information on investments is included under the enrolment website at the 
following link:  
http://www.standardlife.ca/enrolment/nb/en/investment.html 

  

http://www.standardlife.ca/enrolment/nb/en/investment.html
http://www.standardlife.ca/enrolment/nb/en/investment.html


 

 

 
  



 

03/2010 

COVERING MEMO FOR REMITTANCES 
 

Pension Plan for Part-Time & Seasonal Employees 
of the Province of New Brunswick – RS100894 

 
 
 

Division Number ____________________________________________ 
 
 

Contributions for month or pay period of ________________________ 
 
 
 

Employee portion     $________________________ 
 

Employer portion      $________________________ 
 

Voluntary portion     $________________________ 
 

Payment amount   $________________________ 
 
 
 
 

Employer contact name (please print)   ____________________________ 
 

Phone number  _______________________________________ 
 
 
 

Send a copy of this document to Pensions & Employee Benefits, Office of Human 
Resources by mail at P.O. Box 6000, Fredericton, NB E3B 5H1 or by fax at            
(506) 453-3214.  

 
 
 

 
 
 



 

03/2010 

Transfer or Change in Employment Status 
 

Pension Plan for the Part-Time and Seasonal Employees of the 
Province of New Brunswick - RS100894 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

1) Complete this section when a plan member is TRANSFERRING between a Province of New 
Brunswick Department, participating Agency, Health Authority, or School District:  

 

Name of the originating Department/ Agency/ Health Authority or School District from which 
the member is transferring 

 

___________________________________________________________________________ 
 

Name of the Department/ Agency/ Health Authority or School District to which the member is 
transferring to 

 

___________________________________________________________________________ 
 

OR 

2) Complete this section when a plan member has a CHANGE IN EMPLOYMENT STATUS 
  

 casual to part-time                        part-time to full-time 

  part-time to casual                        on leave  with contributions* 

                  on leave without contributions 
* While on leave, a member may continue pension contributions at the same intervals as if the 

member were active (bi-weekly, monthly) during maternity/parental leave (maximum of 12 
months) or disability (maximum of 28 months). 

 

Name of Member _________________________________________________________ 
              Last name     First name 
 

Address of Member _______________________________________________________ 
 

_______________________________________________________________________ 
 

Social Insurance Number         __ __ __ - __ __ __ - __ __ __ 
 

Date of change  __________     ___________     ______________ 
                                          Month             Day          Year 

_____________________________________________________ 
Name of the Employer representative reporting this change 

 
_____________________________________________________ 
Signature of the Employer representative reporting this change 

 
Phone number of the Employer representative 
(506) ___________ - ______________   Extension ___________ 
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