Guide to Auto Enrolment

The law on workplace pensions has changed.  All employers are legally required to automatically enrol certain staff into a pension scheme and make contributions.  You will also have to tell your staff about the scheme you put them in and allow other staff to join if they request to do so.  You will need to begin preparations for auto enrolment at least 1 year ahead of your staging date.  There are certain employer duties you must comply with. If you fail to comply with your duties, The Pensions Regulator may take enforcement action and issue a notice and/or a penalty.
Staging date

The first step you need to take is to find out your staging date. Your staging date is when the new workplace pension’s laws relating to automatic enrolment come into force for you.  This will appear on any letters you have received from The Pensions Regulator about auto enrolment.  Alternatively you can find out your staging date by entering your PAYE reference into the tool on The Pensions Regulator. http://www.thepensionsregulator.gov.uk/employers/staging-date.aspx
You will also need to nominate a point of contact with The Pensions Regulator.  This person will then receive any communications from The Pensions Regulator and the email newsletter.  To nominate a contact go to www.tpr.gov.uk/nominate-contact 

These steps will take no more than 5 minutes to complete on The Pensions Regulator website.

Develop your initial plan

Once you know your staging date, you can work backwards to develop a plan for what preparations you will need to make and when.

You will need to involve key people in your planning, such as the person who runs payroll, your administrator, accountant etc, as they'll be carrying out some of the day-to-day activities once automatic enrolment is up and running.

One of the key requirements of The Pensions Regulator is that all employers complete a registration/declaration of their scheme and auto enrolment.

As part of your preparations, you should log in to The Pensions Regulator automatic enrolment declaration of compliance (registration) online service and start providing some of the information required as you get it. You can add information you already know, such as the employer address and your PAYE 
reference. This will save time and help you avoid missing your declaration deadline.  You can find a registration checklist using the following link: http://www.thepensionsregulator.gov.uk/docs/automatic-enrolment-online-registration-checklist.pdf 
You can begin registration by going to www.autoenrol.tpr.gov.uk
( Before staging date
Check records

In order to carry out your assessment of staff it is imperative that the employee data you hold for all employees is accurate, therefore it would be a good idea to ensure that your payroll records are complete and accurate, specifically date of birth and National Insurance number and contact details.

Find out who to enrol 
It's likely that you will have employer duties for all of your staff on PAYE. You will probably have to automatically enrol at least some of them. What you will need to do depends on their ages and how much they earn.

	Monthly earnings
	Age

	
	From 16 to 21
	From 22 to SPA*
	From SPA* to 74

	£520 and below
	Entitled Worker - Has a right to join a pension scheme

	Over £520 up to £833
	Non-Eligible Job Holder - Has a right to opt in



	Over £833
(£192 per week)
	Non-Eligible Job Holder - Has a right to opt in
	Eligible Job Holder - Automatically enrol
	Non-Eligible Job Holder - Has a right to opt in


* SPA – State Pension age

Please note; the figures quoted above are accurate as of 1 April 2021, however may be subject to change annually (usually April)

You should make a quick assessment of your workforce upfront to see if you will have any staff who you will need to automatically enrol.  This should be done at least 9-11 months prior to your staging date.  If you have people you need to automatically enrol, you will need a pension scheme, so you should start thinking about which pension scheme you will use.  If you already have a pension scheme in place you will need to contact your pension provider and ensure your existing pension scheme is compliant with the rules of auto enrolment.
This initial assessment is just a guide and you will have to do a formal assessment on your staging date, so you know exactly who you will have to automatically enrol. 

Postponement

You can postpone someone’s assessment date for up to 3 months (3 pay periods). If you choose to postpone someone’s auto enrolment, they have to be notified in writing and they will still have the option to opt-in to the pension regardless.

Why might you postpone?

One of the main reasons you might decide to postpone is if you have temporary or short-term staff who you know will stop working for you within three months. You can also use it to align automatic enrolment with your other procedures. But you can choose to postpone automatic enrolment for any other reason.

When can you postpone?

You can only postpone automatic enrolment from:

· your staging date 

· a staff member’s first day of employment 

· the date a staff member first becomes eligible for automatic enrolment. (e.g. just turned 22)

If you decide to postpone from your staging date, it doesn’t change your staging date.  The legislation will still apply to you and employees will still be able to opt in to the scheme from your staging date.
Systems / Processes

Tip: You may want to speak to a pension provider, a financial adviser or your payroll provider as they can be a useful source of information.  

You will need to make sure your payroll software will support automatic enrolment. Many of the functions necessary for handling the specific requirements will need to be automated, such as: 

· Deducting and paying contributions to the scheme 

· Monitoring the ages and earnings of your staff 

· Handling requests to join the pension scheme from members of staff who haven't been automatically enrolled. 

Your existing payroll software may be able to support these requirements, or your pension provider may even do this for you.  Alternatively these tasks will need to be conducted manually, if this is the case, extra care should be taken to ensure compliance of auto enrolment regulations on a monthly basis.
Whatever you decide to do, it is important to get your systems in place and ready before your staging date.  You should be confident by your staging date that your systems are able to carry out all of the functions necessary to be compliant.

Choose a pension scheme 
If you don't have a pension scheme

If your initial assessment identified that you have any staff who are eligible for automatic enrolment, you will need to put a pension scheme in place and enrol them into it at your staging date
You will need to choose an automatic enrolment scheme that will provide a good outcome for your staff. You must have agreement from the pension scheme you have chosen that, from your staging date, it will be ready to accept all the staff you need to enrol. 
The Church of England Pensions board introduced a scheme called Pension Builder 2014 from April 2014. This scheme is specially designed to meet the new automatic enrolment rules. Any employer whose work is associated with The Church of England can use this scheme.  Pension Builder 2014 is a Cash Balance scheme and has a different contribution structure.
For information on the Pension Builder 2014 scheme: https://www.churchofengland.org/about-us/structure/cepb/pensions/employer-section/cwpf-employer-section/pension-builder-2014.aspx
The government has set up a pension’s scheme called the National Employment Savings Trust (NEST) to accept all employers wishing to use the scheme for automatic enrolment.  This is one option, there are other providers available.  Please ensure that you approach pension providers as soon a possible as they will be taking on thousands of new employers over the coming months.
For information on the government scheme NEST: www.nestpensions.org.uk 

If you have a pension scheme

You may already have a pension scheme for some or all of your staff.  You will need to contact your pension provider to check that the scheme can be used for auto enrolment.  If it cannot you will need to find an alternative scheme or provider.
Questions you should ask about the legal requirements include:

· Does the scheme allow at least the minimum contribution levels? 

· Does the scheme allow staff to join it without providing any information? (i.e. only the employer will supply joiner information) 

· Does the scheme allow staff to join it without making any choices, e.g. about where their money is invested? (A default fund)
Costs to consider: Contributions, scheme management fees, day-to-day running of the scheme, any independent financial advice you may take.

Contribution levels
For automatic enrolment there are minimum contributions you must pay in order to comply with your duties.  These are a percentage of earnings and are shown in the table below
	Date
	Employer minimum contribution
	Total minimum contribution

	Until 5 April 2018
	1%
	2%

	6 April 2018 – 5 April 2019
	2%
	5%

	6 April 2019 onwards
	3%
	8%


Communicate to staff

With automatic enrolment becoming more publicised, it's a good idea to start communicating to your staff early on, to raise general awareness about its arrival and how they will be affected.  You can find a variety of tools to help you do this including a template poster at: http://www.thepensionsregulator.gov.uk/raising-your-clients-staff-awareness-about-automatic-enrolment.aspx
( At your staging date
Assessing and enrolling your staff

On your staging date, or on the last day of the postponement period, you will need to assess the ages and earnings of each member of staff. This is to identify the duty you have for them, for example whether you need to automatically enrol them. By this stage, you should have the necessary systems in place to generate this information.
Now you know who you need to automatically enrol, you will need to provide the scheme with whatever information they need to enrol staff into the scheme. You should have already identified what this is when you were getting your scheme up and running.

If you have postponed automatic enrolment from staging, you will need to assess the ages and earnings of each member of staff on the last day of the postponement period to see who's eligible for automatic enrolment. You will have one month from the end of the postponement period to automatically enrol any staff who are eligible.

If you haven't postponed, you will need to assess the ages and earnings of all staff on your staging date. You will need to automatically enrol anyone who is eligible within six weeks.

Keep records of who you have enrolled. You will need to tell The Pensions Regulator how many you have enrolled into which scheme at declaration

Writing to employees

One of your duties is to write to each member of staff telling them how automatic enrolment law affects them, for example, whether they have been automatically enrolled, or that automatic enrolment has been postponed for them. You must do this within six weeks of them being enrolled, or within six weeks of your staging date if you are postponing.

What you must tell them is different depending on their rights and whether you have postponed automatic enrolment for them. You can postpone automatic enrolment for some or all of your staff for up to three months from staging.

Start planning these communications before your staging date, so you know who should receive what information.

You can find a range of template letters on The Pensions Regulator website using the following link: http://www.thepensionsregulator.gov.uk/employers/writing-to-staff-about-automatic-enrolment.aspx
Please be aware, much of the information required in these letters is a legal requirement.  The Pensions Regulator templates identify the statutory information which must be included.

Opting out

All employees being auto enrolled have a right to ‘opt-out’ of the scheme.  They have one calendar month to do this.  In order to opt-out they must contact the pension provider to request an opt-out notice form and return this to you within 1 month, information on how to obtain this should be provided in the letter informing them of their enrolment. 

Important note: You must not say or do anything that could be viewed as influencing any of your staff to opt out of your pension scheme. This is referred to as 'inducement' which is a breach of the law and could result in fines.
Opting in

Employees who are Non-Eligible, have been postponed or who have previously opted out can opt in at any time.  To do this the employee will need to write to you or email you stating they wish to opt in, their letter or email must contain the statement ‘I can confirm I have personally submitted this statement’
( After your staging date

Complete your declaration of compliance (Registration) 

Within 5 months of your staging date you must complete your Declaration of compliance (registration); this is the legal requirement to submit information to the regulator about how you have complied with your employer duties. If you do not provide the information required you may face enforcement action and incur a fine.

Your declaration deadline is five calendar months from your staging date. For example, if your staging date is 1 November 2014, you must submit your declaration to us no later than 31 March 2015.

If your declaration deadline falls on a Saturday, Sunday or public holiday, you can provide your declaration on the next working day.

You need to provide the information online at www.tpr.gov.uk/declaration 

You will need to provide details of the pension scheme you have used for automatic enrolment.  At the point of declaration, you will need to account for everyone who worked for you on your staging date. You will need to tell The Pensions Regulator how many people were automatically enrolled, how many were already in an existing pension scheme you provide, and what you did for anyone else in your employment. 

You will still need to complete your declaration even if you didn’t have to automatically enrol any of your staff.
We recommend starting your declaration as soon as you can. Adding the required information as it becomes available will help make sure you don't miss your deadline. The process will be complete once you make the declaration and submit all the required information to The Pensions Regulator.
Failure to complete declaration on time means you will not have complied with all of your duties and could result in fines or penalties.
Maintaining records 
Certain records must be kept about your staff and about the pension scheme. Some of these will be kept by the pension provider; some must be kept by the employer. These include:

· Names and addresses of staff you have automatically enrolled 

· The contributions payable to the pension scheme and when they were paid 

· Any opt-in or opt-out notices you receive 

· Name and address of the pension scheme 

· Employer pension scheme reference or pension scheme registry number. 

Make sure you know what these records are and where to get them from. You will also need to decide how you will store them so you can easily access them. You will need to be able to produce these records if we ask to see them. Keeping records is good governance and is proof that you have carried out your duties.

These records must be kept for a specified time, which in most cases is six years.

Ongoing requirements 
Although it may seem as though all the work happens before your staging date, that doesn't mean that it's all done with when your staging date arrives. The preparations you have made in the run-up to your staging date will allow you to manage automatic enrolment on an ongoing basis.

Just like submitting real-time PAYE, all your automatic enrolment activities will become 'business as usual'. These include the following:

· Paying contributions

You will need to deduct and pay regular contributions into your staff members' pensions.

· Monitoring ages and earnings

You must have a system in place to alert you if any of their rights change, e.g. by turning 22, or their earnings changing, as your duties in relation to them will change. This age and earnings check must happen every time you run payroll.

Their earnings are important - if a member of staff is earning under £10,000 per annum and has an increase in salary over this amount, you will need to automatically enrol them.  This includes if the employee has an earning’s spike in one month (e.g. a one off payment or overtime) which means their monthly earning exceed £833.  For this reason, many employers choose to postpone ‘newly eligible’ staff. 
· Assessing new starters

When anyone new starts working for you, you will need to check whether they are eligible for automatic enrolment. If they are, you will need to enrol them into your pension scheme following the same process as you did at staging or after postponement.

You will need to decide your rules around postponement of new starters,  many organisations decide to postpone all new starters for up to 3 months, this makes the process of assessing earnings easier as you are assessing them on a full months earnings instead of a part month (if the employee starts part way through the month)

· Processing opt outs

Staff you have automatically enrolled have a right to opt out if they decide they don't want to be in your pension scheme. They have a month from being enrolled during which they can opt out and receive a full refund of any contributions they have made.

You must process any opt-out requests promptly, including issuing any refunds. 

Employee’s can choose to leave the scheme after 1 month however they will not be refunded any contributions they have already made if they are outside of the opt-out window.
· Processing opt-in requests

Some staff who weren't automatically enrolled can choose to opt into, or ask to join your pension scheme. You must process these requests straight away and enrol them into a pension scheme. 

You will need to pay regular contributions to the pensions of staff who opt in. 
Re-Enrolment
Every 3 years from your staging date you must re-assess your work force and re-enrol anyone who is an Eligible Worker and not a member of the existing scheme unless they have opted out within the last 12 months.

The same rules apply as at staging date and those employees enrolled will be able to opt out if they wish.

This document provides you with a guide to the process of Auto Enrolment, however each Parish is urged to visit The Pensions Regulator website, where you can find a wealth of information and template documents.  In addition they have a helpline for employers to call with any queries.
Please do not hesitate to contact Natasha Clement, HR & Governance Manager at the Diocesan Office if you would like any further advice or guidance.

Useful links

The Church of England Pensions board auto enrolment page

https://www.churchofengland.org/about-us/structure/cepb/pensions/automatic-enrolment-for-employers.aspx
The Pensions Regulator Site:

http://www.thepensionsregulator.gov.uk/employers.aspx 

The Essential Guide to Automatic Enrolment:  http://www.thepensionsregulator.gov.uk/employers/e-brochure/index.html 

Automatic enrolment detailed guidance:

http://www.thepensionsregulator.gov.uk/doc-library/automatic-enrolment-detailed-guidance.aspx
Detailed Guidance for Employer on providing information to your staff:

http://www.thepensionsregulator.gov.uk/docs/resource-info-to-workers.pdf 

Writing to staff about Automatic enrolment – Template letters

http://www.thepensionsregulator.gov.uk/employers/writing-to-staff-about-automatic-enrolment.aspx
National Employment Savings Trust

www.nestpensions.org.uk 

Auto Enrolment Checklist
	What
	By when
	Complete

	Before Staging date

	Find out your staging date 
	At least 12 months before staging
	

	Nominate a point of contact
	At least 12 months before staging
	

	Create log in for registration on The Pensions Regulator site
	At least 12 months before staging
	

	Visit The Pensions Regulator site and review Employer guidance on Auto enrolment
	At least 12 months before staging date
	

	Audit employee personal details for all paid employees
	9-11 months before staging
	

	Complete initial assessment of workforce
	9-11 months before staging
	

	Determine payroll capability to carry process pension and assessment of staff
	9-11 months before staging
	

	Pensions Scheme:

Existing scheme - is it suitable for auto enrolment

No scheme - Source pension provider for auto enrolment compliant scheme
	9-11 months before staging
	

	Decide postponement rules for:

· Staging date

· New starters

· Newly eligible
	6-9 months before staging
	

	Cost analysis of running the scheme based on current staff to be auto enrolled and current/future contribution levels
	6-9 months before staging
	

	Establish admin procedures for scheme alongside payroll and pension provider
	6-9 months before staging
	

	Raise awareness of auto enrolment and how it may affect employees – Display poster
	6-9 months before staging
	

	Prepare template letters to be used at staging date for staff in the following categories:

· Eligible workers: Auto enrolled

· Postponement

· Non-Eligible

· Entitled workers

· Members of and existing scheme
	0-6 months before staging
	

	Prepare template letters to be used for business as usual for staff in the following categories:

· Eligible workers: Auto enrolled

· Postponement – New starters, newly eligible

· Non-eligible

· Entitled

	0-6 months before staging
	

	Staging date actions

	Complete formal Assessment of all workers employed on your staging date
	On staging date
	

	Inform your pension provider of who you are auto enrolling into the Pension scheme.

Ask your pension provider to tell you when they have sent the employee the scheme terms as this marks the start of the opt-out window
	On staging date
	

	Send letters to every paid employee telling them whether they have been automatically enrolled, postponed etc.
	On staging date
	

	After Staging date

	Process any opt-out notices received 
	Within 1 month of staging date
	

	Process any opt-in’s or joiners to the scheme
	After staging date
	

	Maintain records of paid staff on a monthly basis and contributions made
	Ongoing
	

	Monthly assessment of new starters, birthdays and earnings
	Ongoing
	

	Complete online registration with The Pensions Regulator
	To be completed by 5 months post staging date
	

	Re-enrolment on all staff every 3 years from staging date
	Every 3 years
	


