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Automatic enrolment: what you need to do now

Changes to workplace pension law affect every employer. All employers need to understand and prepare for their new automatic enrolment duties.
The Pensions Regulator is working to help employers understand and comply with their duties. There is plenty of information and tools available on its website to assist employers both in preparing to automatically enrol workers and with their ongoing responsibilities.

This article explores the three key actions that employers getting ready for automatic enrolment need to do now: 
· Know your staging date 

· Nominate a point of contact

· Develop a plan
What is a staging date?

Automatic enrolment is being staged in over a period of six years, and started with the largest employers in 2012.

A staging date is the date the new duties come into force for an employer. It’s the date from when automatic enrolment activities must become ‘business as usual’, just like real-time PAYE.Staging dates are based on the size of an employer’s PAYE scheme on 1 April 2012 – the more people in the PAYE scheme at that time, the earlier the staging date. For employers using more than one PAYE scheme, their staging date is based on the number of people in the largest one that they use.

Staging dates were determined based on the latest PAYE scheme information from HMRC held by The Pensions Regulator on 1 April 2012.

Employers should check when their staging date is on the regulator’s website and then create a plan for automatic enrolment. There’s a planner on the website designed to help employers identify what they'll need to do to prepare.
Link to staging date tool
http://www.thepensionsregulator.gov.uk/employers/tools/staging-date.aspx

It is important to allow plenty of time to prepare for automatic enrolment. The Pensions Regulator recommends starting 12-18 months before one’s staging date, though this will vary depending on individual circumstances – not all employers will need to allow so much time.

Nominate a Contact
The regulator can provide essential guidance and alerts to help an employer throughout the process, and it’s important these reach the right person. 

Telling the regulator who’ll be responsible for planning the introduction of automatic enrolment in a business will ensure they don’t miss out on these important and useful communications. Nominated contacts will receive regular letters and a series of informative emails at key stages in the preparation process to help their organisation stay on track.

An employer should nominate this contact for communications via The Pensions Regulator’s website.   Link to nominate a contact web page
https://forms.thepensionsregulator.gov.uk/workplacepensionsreform/nominate.aspx?Campaign=019ecr-18-12-6-3-Letters

It remains the responsibility of the most senior person within the employing organisation to ensure compliance with the automatic enrolment duties.

Making a plan
Once an employer knows their staging date, they can work backwards to develop a plan for what preparations they’ll need to make and when.

Key people at the employer should be involved in planning for automatic enrolment, such as the person who runs payroll, the HR administrator, as they'll be carrying out some of the day-to-day activities once automatic enrolment is up and running. 

The emails from the regulator to the nominated contact will help an employer keep to timetable and provide a prompt for key activities.   

Staff are likely to have heard about automatic enrolment through the media and will probably want to know how the changes will affect them. So it’s a good idea for employers to be prepared for any questions they might have. There is a range of materials to help employers communicate the changes to their staff available on the regulator’s website. This includes templates of the letters that employers are required by law to write.
Get ahead of the game

As part of an employer’s preparations, The Pensions Regulator recommends logging in to the automatic enrolment online registration to start providing some of the information required. Employers can add information already known, such as the employer address and PAYE reference. It’s not possible to provide all the information required before automatically enrolling eligible workers, but all employers must complete the registration process within four months of their staging date - five months for those staging from January 1st 2014.
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