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FAQ’s for small employers 

June 2013

No. 2: GETTING READY FOR AUTOMATIC ENROLMENT
N.B. This information is aimed at small employers with less than 30 workers. 

Small employers are advised to read FAQs for smalls no.1 The Basics, before referring to this information.   
1. How do I know which of my workers I will have to provide a pension too?
There are clear guidelines on this and software should help you do the job.

You will need to be able to review your whole workforce and software should do this for youYour Staging Date is the date you have introduce Automatic Enrolment for the first time. The date depends the number of employees you have on your PAYE Scheme at 1 April 2012. The Pensions Regulator will write to alert you twelve months and three months before you are due to start and there is more information in the section on this website entitled When does AE start?. You need to make sure your basic records are up to date with the correct dates of birth and addresses for all your workers. 

Find out if the software you currently use to do your staff’s payroll will be suitable for automatic enrolment. You will need systems to monitor your employees' ages and earnings on an on-going basis and to re-enrol employees who are not in pension saving, broadly every three years, known as re-enrolmentRe-enrolment is when you review employees who have previously opted-out of pension saving. Your review will take place before a fixed date in your calendar. Re-enrolment is not therefore an employee-specific date i.e. simply three years from the date when the employee opted-out. You choose the date which can be three months either side of the third anniversary of the date you introduced automatic enrolment in your organisation for the first time (known as your staging date) or from your previous re-enrolment date if this is not your first three-year review. . 

2. Will every employer need new software?

If you are an employer with a very small workforce, and do not have automated processes, you may wish to manually assess your workforce on an ongoing basis.  You will however need some software support if and when your business grows or you change your staff. For most employers, automating as much as possible will help with automatic enrolment.
3. Can my accountant do this for me? Will my payroll do this for me?

Your accountant may be able to help you. Speak to them well in advance of your staging date to establish what assistance they are offering their clients on automatic enrolment.

Automating as much as possible is important to help smooth the process. You will need to know which of your staff you have to automatically enrol and which will have the right to request to join the pension scheme you offer. All but the smallest employers with just a couple of workers are likely to benefit from software to help to do this. The software will monitor the ages and earnings of your staff and will tell you what you need to do with each one. 
The functionality needed to do this may already be built into the payroll software you use, or the person who does your payroll for you may already have appropriate software. 
If you don’t have access to the necessary software, you will need to get it. You will need to speak to your software provider well in advance of your staging date. They can advise on how they might meet your requirements.
4. How do I explain the changes to my workers?

The DWP has a wealth of information available to employers who wish to give more information to their workers ahead of their automatic enrolment date. It also gives help in answering their staff’s questions. There is a comprehensive frequently asked questions booklet. This and further information for workers is available via The Pension Regulator’s website:
http://www.thepensionsregulator.gov.uk/employers/explaining-automatic-enrolment-to-workers.aspx
5. How much will I have to pay?

The contribution level is being phased in during implementation, increasing gradually to help employers adjust to costs. Over time all employees must receive minimum pension contributions of 8%, with at least 3% coming from you, the employer. You and/or your employees can pay more than the minimum. 
6. How do I find a pension scheme for my workforce?

If you don’t have a workplace pension scheme, or you can’t use (or don’t want to use) your existing scheme, you must choose a new one.  The scheme you choose will require a minimum level of contributions from you and your worker and it must be a scheme which is well run and offers good value for money for you and your staff. 
The Pensions Regulator offers a guide to help you choose a scheme for automatic enrolment:

http://www.thepensionsregulator.gov.uk/docs/selecting-a-good-automatic-enrolment-scheme.pdf
Pick a scheme and contact them to ensure  are able to take you from your staging date – contact them early to ensure a place as providers will be taking on many thousands of employers. We suggest initially contacting them around 6 months before your staging date.

There are number of providers to choose from – NEST is a scheme with a public service obligation that must accept all employers that apply to join it to ensure that all employers, including those that employ low to medium earners, can access pension saving.
List of automatic enrolment pension schemes on the Association of British Insurers website:

https://www.abi.org.uk/Insurance-and-savings/Products/Pensions/Automatic-enrolment/Providers
7. I only employ 2 people. Why do I need to do anything now?
All sizes of employers should act now by checking their staging date. You will then know exactly when your start date is and can note when you need to do more. You may also wish to consider bringing the date forward.
Many businesses have told us that they underestimated the time it takes to comply with the new law and be ready to automatic enrolment for. Larger employers suggested allowed 12 -18 months to prepare, allowing for amendments in payroll and IT and agreeing with a provider on a pension suitable for their workforce. 
Most small employers are likely to need much less time, but you will still need to source a qualifying pension schemes well in advance of staging and make sure all your employee records are up to date. 
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