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FAQ’s for small employers
N.B. This information is aimed at small employers with less than 30 workers
No. 1:  AUTOMATIC ENROLMENT - THE BASICS
1. What is automatic enrolment?
Every employer has new legal duties to help their workers in the UK save for retirement. They must automatically enrol certain workers into a qualifying workplace pension scheme and make contributions towards it. 
2. Why?
Millions of people are currently not saving enough to have the income they are likely to want in retirement. Life expectancy in the UK is increasing and at the same time people are saving less into pensions.
3. Does it apply to me?
Yes, broadly you will have responsibilities in relation to all the staff you pay PAYE for. You will probably have people to automatically enrol; broadly those who are over 22 and who you pay over £9,400 pa, so you will need a pension scheme to do this. You will also need to communicate information about automatic enrolment to your workforce.

You will need to take various steps to comply with your duties and you start doing them some months before. For small businesses, we’d recommend at least 6-9 months before your start date - known as a staging date.
4. What is a staging date?

Your staging date is the date on which the new law applies to your business. You do not have to automatically enrol your staff on that exact date. You can choose to use a postponement period which can be up to 3 months after your staging date. 
5. When will it affect my business?

Automatic enrolment is rolling out across employers from the largest through to the smallest and finally to new employers from 2012 to 2018.
The vast majority of small employers will not need to automatically enrol their workers until summer 2015 at the earliest. But you should check your staging date now. You can find it now by using the tool on The Pensions Regulator’s website.

Your date is determined by the number of persons on your PAYE scheme, based on data held by the regulator from HMRC on 1 April 2012. 
6. How do I find out my start date/staging date?

You can find out your staging date by entering your PAYE number on the tool on Pension Regulator’s website.    
http://www.thepensionsregulator.gov.uk/employers/tools/staging-date.aspx
7. Can I change my staging date?
An employer’s staging date is set by law. You cannot decide to delay your staging date. 
The exception to this is certain small employers who share a PAYE scheme with a larger employer. If you employed fewer than 50 workers on 1 April 2012 and are part of a PAYE scheme with 50 or more people in it, you can choose to move your staging date to a new prescribed staging date between 1 August 2015 and 1 April 2017. Further information on this is available on the regulator’s website.
Whilst most employers cannot delay their staging date, all employers can elect to bring forward their staging date. If you decide to stage early, you will need to notify the regulator.
8. Do I have to automatically enrol workers on my staging day?

You do not have to automatically enrol your staff on your actual staging date. You can choose to use a postponement period of up to three months. 
By your staging you should have checked your payroll software will be suitable for automatic enrolment. For all part the smallest workforce, automating as possible will help simplify the duties.

Although you do not need to enrol any one until the end of the postponement period (your software will tell you when), you can use this period to test the systems and to ensure you understand how it works. If someone else is carrying out this process for you, eg your pension provider or accountant, it is still important that you familiarise yourself with the process.
If you postpone, you will have to write to all your workers within a month of your staging date to inform them that you have elected to use postponemen
9. I only have three workers, how complicated is, this? Will I need software?
An employer with a very small workforce may choose to manually manage automatic enrolment. But it is worth being aware that you will need some software support if and when you grow or change your staff. 
10. Isn’t this yet another cost for businesses?
The UK has an ageing population and we all have a responsibility to ensure that people have enough money for their retirement. Employer contributions can be phased in over time, with 1% only at the start which can be offset against business tax. This will rise to 3% at the end of 2018.
Employers can also decide to pay more than the minimum contribution rate.

11. What if I don’t do it?
If you don’t comply with your duties then your workers will be missing out on pensions savings they are due. You could also be fined. 
The Pensions Regulator has a team of compliance and enforcement experts who are gathering intelligence around compliance issues. The regulator has various powers available to it to help it maximise compliance levels – this includes issuing daily penalties. 
12. My workers don’t want to be in a pension, so do I still have to do this?
Yes, you do. Workers can choose to opt out after being automatically enrolled. If they choose to opt out, you should then remove them from the scheme and refund their contribution.
Since the summer of 2012 it has been illegal to do anything to induce your workers to opt out or cease their membership of the qualifying pension scheme. For example, you cannot discriminate against people applying for a role on the basis of whether or not they will be choosing to opt out of a pension.
13. I know my staging date, it’s more than two years away. Do I need to do anything else now?
You can start to make sure your staff and payroll records in order. They will need to be up to date and accurate at your staging date. Have you got the right dates of birth and national insurance numbers for your staff and do you have their latest contact details? 

You could elect to bring forward your staging date, for further information on this and automatic enrolment in general visit The Pensions Regulator’s website. You can also sign up for regular news by email.
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