Automatic enrolment
An action plan for
automatic enrolment

Automatic enrolment
Workplace pension law has changed
Every employer in the UK will be required to help more of their workers to save for retirement. Employers will need to automatically enrol certain workers into
a pension scheme and contribute towards it. The starting date or staging, as it is called, has been set the by the Pensions Regulator and varies for different sized
organisations.

At a glance plan
Nominate a point of contact

Nominate the person who should receive important updates from the Pensions Regulator at
www.tpr.gov.uk/autoenrol-nominate. Do this today.

Know your staging date and develop a plan

You’ll need a plan to be ready on time for your automatic enrolment duties which start on your
staging date. Do this as soon as possible.

Assess your workforce

Do an initial assessment of your workforce to see who you will need to automatically enrol into a
pension scheme. Undertake continuous assessment after staging.

Review your pension arrangements

Review your pension arrangements to see if they qualify for automatic enrolment. The DC
qualifying scheme tool may help www.tpr.gov.uk/DC-qualifying-scheme-tool.

Communicate the changes to all your workers

You must inform all your workers in writing about the pension changes and how it affects them
personally. You may need to do this before and after staging.

Automatically enrol eligible jobholders into a pension scheme

Automatically enrol eligible jobholders into a pension scheme. You need to complete this within
one month of your staging date. Constantly assess your worforce to identify eligible jobholders.
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Enter your staging date:
Register with the Pensions Regulator and keep records

Register with the Pensions Regulator to keep them informed of what you have done to comply
and keep records.

Contribute to your workers’ pensions

Contribute to your workers’ pensions.

Automatic enrolment
What is automatic enrolment and why do I have to do it?
The law on workplace pensions has changed to make it easier for more people to build up a pension, particularly those on lower incomes.
Automatic enrolment means that rather than having to actively choose to join a pension scheme, staff are put into one by their employer as a matter of course. If they don’t
want to be in the pension scheme, employees must choose to opt out.

Who do I need to put into a pension scheme?
The age and earnings of a member of staff determines which workers are admitted and what your
responsibility and duties are in relation to providing a pension scheme. You must automatically enrol all
staff who are:
•
•
•

aged 22 to state pension age
working in the UK
earning over £9,440 a year

Some staff who don’t meet the criteria above are able to opt in to the pension scheme you’re using for
automatic enrolment. You must put them in if they ask.
You’ll have to pay a minimum employer contribution for all staff you put into the scheme.
Certain other staff can ask to join a pension scheme. You must admit these staff to the scheme, but the
rules are different and there’s no requirement for you to pay an employer contribution.
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Key points
Automatic enrolment affects all employers with staff in
the UK.
You must enrol certain staff into a pension scheme.
You must start doing this from your staging date, though
there is an option to postpone automatic enrolment for
up to three months.

You must write to all your staff to tell them how they’ve
been affected.

Automatic enrolment
What else do I need to do?
Selecting a scheme
The National Employment Savings Trust (NEST) has been set up by the Government and must accept all employers who which to select it as their automatic
enrolment scheme provider. However, employers can choose to use alternative schemes.
A list of qualifying schemes is available at http://www.thepensionsregulator.gov.uk/employers/finding-a-provider.aspx#s9472.
If you elect an alternative to NEST, it is important to note that it will take a minimum of 6 months preparation to set up the scheme and the sooner you therefore act the better!

Communicating with staff
You’ll need to write to each member of staff individually to tell them how they’ve personally been affected by automatic enrolment.
The information you’ll need to tell them is different depending on their rights and the duties you have for them.

Communicating with the Regulator
You must also provide certain information to the regulator about how you’ve complied with your duties.

When will I have to do it?
Automatic enrolment duties come into force for you from your ‘staging date’. You can find out your staging date by visiting the Pensions Regulator
website www.thepensionsregulator.gov.uk Your staging date also appears on any correspondence the Regulator sends to you about auto enrolment. You will have
the option to postpone automatic enrolment for up to three months from your staging date. If you decide to do this, you won’t need to enrol anyone until the end of the
postponement period.
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Contact us
For further information on any of the issues raised in this update, please contact
your usual administrator or Haines Watts office.

London
t: 020 7025 4650

Having advisers that can add expert advice and value to both your
business and your personal wealth aspirations is important for most
business owners. By understanding what you want to achieve, Haines Watts is able
to work with you to identify opportunities for growth, saving money and managing
risk to help you reach your goals.

e: london@hwca.com

London (Creative Team)
t: 020 7025 4650
e: creative@hwca.com
Bromley
t: 020 8464 5951

e: bromley@hwca.com

Croydon
t: 020 8781 6989

e: croydon@hwca.com

Esher
t: 020 8549 5137

e: esher@hwca.com

Hornchurch
t: 01708 475 220

e: hornchurch@hwca.com

Slough
t: 01753 530 333

e: slough@hwca.com

Wimbledon
t: 020 8944 1180

e: wimbledon@hwca.com
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This information contained herein is for the general information of readers. This represents Haines Watts Group’s
present understanding of current and proposed legislation and HM Revenue and Customs practice. Whilst every effort has
been made to ensure accuracy, information contained in this update may not be comprehensive and recipients should not
act upon it without seeking professional advice from their usual adviser. Haines Watts are licensed by the Institute of
Chartered Accountants in England and Wales.

