SEKU PENSION SCHEME
“

SOUTH EASTERN KENYA UNIVERSITY
PENSION SCHEME

Communication Policy



VISION

To guarantee members' financial stability while being the best-managed Pension scheme in the
world.

MISSION

To provide first-class retirement benefits to members through sound investment and management
decisions that are member-driven and technologically focused for dignified retirement life.

CORE VALUES

Transparency and accountability
Professionalism
Integrity
Teamwork
Member focused
Timeliness



1. Policy Statement

The South Eastern Kenya University Pension Scheme is committed to ensuring effective and
timely communication of relevant information to all the stakeholders of the Scheme. This policy
sets out the mechanisms which will be used to meet the needs of the Scheme for
communication of such information as each of the target audiences are required to receive.

2. Introduction

This policy covers the goal, objectives, and the process of communication amongst the
stakeholders of the Scheme. Considering different member cultures, language orientations,
gender, ages, education levels, levels of financial literacy, religions, and perspective of matters
to do with the pension, the Trustees need to find ways to effectively communicate to the
different segments of their membership.

The various stakeholders identified by the Trustees are shown below:
. %S? .

This policy sets out the mechanisms which will be applied to meet the communication
requirements of the Scheme by using the most appropriate mode of communication for the
audiences receiving the information.

3. Goals and Objectives of the Communication Policy

The goal of this communication policy is to ensure consistent, coordinated, effective, and
responsive communication with all stakeholders to ensure transparency and help maintain the
efficient running of the Scheme. The objectives of the communication policy are to:



a) Always keep stakeholders well informed on matters of concern and importance to them
about the Scheme.

b) Institute a mechanism that ensures a coherent and consistent flow of information
internally and externally to mitigate breakdown and miscommunication.

c) Promote the use of appropriate communication channels for the different stakeholders

d) Ensure that the Scheme is compliant with regulatory requirements in regard to
communication to all stakeholders.

4. Scheme's Spokesperson

On all matters pertaining to the Scheme, the Chairperson is the official spokesperson. On
specific occasions, when necessary, the Chairperson may delegate this position to other
Trustees.

5. Statutory Requirements and Guidance on Communication

Communication serves both a strategic and operational role in the Scheme. The
communication between the Scheme, members, sponsor, service providers, and other
stakeholders is guided by the Retirement Benefits Act, regulations, guidelines, and other
relevant legislation. The Administrator's, Manager's and Custodian’s regulations and other
pieces of legislation further stipulate the information that must be provided to Retirement
Benefits Authority, the Kenya Revenue Authority, the Board of Trustees, and eventually the
members and beneficiaries of the Scheme.

i. The Retirement Benefits Act, 1997:
The Act provides members' rights to information as follows.
a) Right to receive an annual benefit statement clearly showing all accrued benefits.

b) Right to receive a summary of the annual Audited accounts of the provident Scheme
free of charge.

c) Right to question any anomalies within the audited accounts of the Scheme.

d) Right to inspect the registers of Scheme, custodian, or manager available at the
Retirement Benefits Authority free of charge and to have a copy of the register upon a
written request but at a fee

e) Right to request for an investment report of the Scheme, and to know the affairs of the
Scheme including any changes within the Scheme

ii. The Pension Trustee Code of Conduct — CFA Institute:

Full and fair disclosure of relevant information is a fundamental ethical principle of capital
markets and the retirement benefits industry. Developing and maintaining clear, timely, and
thorough communication practices is critical to providing high-quality services to Scheme
participants and beneficiaries.

Principle 10



The Board should endeavour to communicate with stakeholders in a timely, accurate and
transparent manner. The Board should: -

a)

b)
c)

d)

g)

h)

Ensure the information provided to members and stakeholders is timely, accurate,
pertinent, and complete.

Not misrepresent any aspect related to the Scheme —service providers included.
Communicate in a language that is easily understood by members.
Use media that is easily accessible for the majority if not all members.

Provide information on options to allow a member to make an informed decision or
exercise choice present performance information that is a fair representation of the
Scheme'’s investment record and that includes all relevant factors.

Comply with the Scheme'’s disclosure policies by submitting any requested
information in a timely manner.

Be effective; disclosures of information must be made in plain language and in a manner
designed to effectively communicate the information.

6. Communication Process

The Board recognizes that communication is a 5-step process and that various factors can
influence this process. The Board will therefore consider the following in the process of
communication:

1;

2

3

Determine the nature and type of message that needs to be communicated

The message will be influenced by, inter alia, the following factors: the benefits
offered by the Scheme, Scheme experience, members’ ages, members’ salary
levels, the level of education of the members, and statutory requirements.

Demographic Composition

The Board of Trustees’ communication will consider the demographics of the
membership when preparing communication and the influence of, inter alia, the
following factors: the level of education of the members and the appropriate
language in which to communicate.

Medium and Cost of Communication

The distribution of the communication is influenced by various factors including
language and geographical split of the membership as well as the costs. The
Trustees will consider these factors when considering appropriate formats for
the distribution of communication.




4: Understanding/consumption of the communication

The Board of Trustees realizes that communication serves no purpose if the
members do not understand the message or act on the message.

5: Feedback

The Board of Trustees will monitor and evaluate the effectiveness of the
communication by providing mechanisms through which members and other
stakeholders can provide feedback.

7. Implementation

The Board will implement an annual communication plan and budget, to ensure that the aims
of the communication policy of the Scheme are met, and to assist with achieving the main
objective of the Scheme. In principle, communication to members will meet the following
standards:

a) Integrity- Allinternal and external communication should uphold the highest standards of
integrity.

b) Effectiveness- all communication should be appropriate and convey the intended
information, respond to requests through appropriate communication channels.

c) Efficiency - ensure all information reaches the intended recipients in a timely manner.
d) Clarity- Clear, consistent, and easily understood, and authenticated communication.

e) Pro-active- Trustees should proactively seek and engage stakeholders and other experts
in areas of mutual interest in line with its vision and mission.

f) Transparency - The trustees should be transparent and accountable in disclosing material
information and openly engage in dialogue as appropriate.

g) Cultural awareness- Consider and respect the cultural diversity of all stakeholders in their
communication

h) Compliance — All communication should comply with all legal and statutory guidelines
and international best practice standards.

8. Methods of Communication

The Trustees will employ a range of methods to communicate depending on various factors
such as the nature of the message, target audience, and reach among other factors to ensure
effective communication. The following methods will be used:



a) Face-to-face Communication

b) Written Communication- letters, memos, circulars, minutes, notices, and other
appropriate forms of written communication. A copy of all written communication shall
be filed both at the source and destination for future reference. All communication
circulars will be released in time and strategically posted for staff and students to access
with ease. Mobile phone messages shall be recognized as official communication
especially where it is not possible to reach the staff through memos.

c) Meetings, physical and virtual- will be used as fora for involving members in decision
making and problem-solving. The meetings must provide opportunities for dialogue by
all. Notices of meetings shall be sent to members in advance to enable them to prepare
and contribute adequately. Deliberations from meetings shall be disseminated to relevant
staff upon confirmation in good time and feedback should be provided via the
membership and chair to the broader community through appropriate communication
channels.

d) Oral Communication- Telephone, both landline, and mobile phone communication.
Where regulations demand, mobile phone communication will be complemented with
written communication.

e) Non-verbal Communication-This shall include but is not limited to the use of sign
language.

f) Communication for Persons with Disabilities- The trustees shall provide appropriate
methods of communication to enable effective and efficient communication for people
with disabilities.

g) Electronic Communication- The highest level of security reasons and compliance with
relevant regulations and guidelines. This shall be done through the following:
i. Email- The official Sponsor email is recognized as the official means of
communication with stakeholders. The response should be appropriate,
effective, and timely.

i. The Sponsor's website - shall be an official communication channel used
internally and externally. Members can access information on the Scheme from
the website such as policies, newsletter, templates of forms, educational
materials, and updates of the Scheme among others.

ii. Other Channels- Newsletter, Annual Report, Notice, Feedback Boxes; social
media and External Websites

9. Communication to Members

Communication to members is invaluable to them over their lifecycle, both while working and
at retirement. It is therefore vital that members receive comprehensive and understandable




information regarding their benefits, at appropriate stages in their lifecycle, so that they can
plan appropriately for retirement. The information is also important to manage the expectations
of members, their dependents, and beneficiaries. The Trustees will aim to do the following for
the members:

a)

b)

c)

d)

Educate members on the basics of retirement funding, and long-term saving, offer

tools to encourage members to be involved in their retirement planning.
Ensure that all members have access to important Scheme information

Package and communicate the information using the most appropriate method to reach
the diverse members.

Provide efficient and effective avenues for communication and feedback using various
methods of communications

10. Communication Plan

A communication plan, budget, and calendar will be set annually and will be agreed upon and
approved by the Board of Trustees, as guided in the attached plan

Adopted at the meeting held on this

day of 2022.




South Eastern Kenya University Pension Scheme
Communication Plan

. ; Medium of
Communication Item | Intention Frequency DistribuBoR
Member Booklet e jainmE ge Hard copy or

To communicate the benefits, rules, and investment strategy.

Scheme and when
benefits change

electronic copy

Trustee Report

To report on Scheme activities and rule changes as well as
remind members who their Scheme Trustees are, and the
duties of the Trustees.

Upon joining the
Scheme and as and
when investment
portfolios change

Hard copy or
electronic copy

To give members updated, personalized information relating to

Hard copy or

Benefits Statements their own accumulated Scheme value and other Scheme Annually :
g electronic copy

benefits.
Personalized statement of projected retirement income, T SO

Projection Statement | highlight possible shortfalls and suggest solutions. Based on On Request Email Py
current net savings rates projected to retirement age.

. o Inform members of options upon exit, intended to highlight the

Exit Communication : ; ; ; Hard copy or

benefits of preservation and consequences of cashing out On exit

brochure

retirement savings on exit.

electronic copy

Newsletter

The publication aimed at keeping members informed about
retirement Scheme issues and developments in the broader
market.

On need basis

Electronic copy

Specific retirement
planning
presentations to

To provide focused education for members close to retirement
to help them understand the options, decisions, and

= . : A Annual Presentation
members within 2 consequences of retirement. Focuses on financial issues, as well
years to normal as emotional challenges faced on retirement
retirement age
ﬁr;rg:;!g(}eneral Meeting with Trustees, Service Providers, and Members Annual Meeting
, Real-time access to benefit details and options, plus the use of . .
Online access tools Ongoing Electronic
Complaints Forwarded to the Trust Secretary for the appropriate response. | Ad-hoc
Adopted by the Board of Trustees on ____ day of 2022.

Chairman

Trustee




South Eastern Kenya University Pension Scheme
Communication Calendar & Budget

Budgeted Cost

(KShs) Remarks

Communication Type Medium J|FIMA|M[J|[J|A|S|O[N|D

Ongoing communication

Benefit Statements

Retirement Projection Statements

Member Roadshows

Retirement planning sessions

Trustee Report

Newsletter

Posters/flyers

Zamara Online Portal

Once Off / ad hoc communication

Membership Certificate

Member Booklet

Induction Presentations

Member Education

Trustee election communications

Exit communication

Feedback mechanisms

Annual General Meeting?

Responses to newsletters?

Adopted by the Board of Trustees on ____ day of 2022.
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