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Automatically enrolling workers 

Workplace pensions law is changing and employers will need to automatically enrol eligible workers into the pension scheme they have chosen. 
The Pensions Regulator has a statutory duty to maximise employer compliance with automatic enrolment duties. It does this through education and providing information and tools. It also has powers to take enforcement action, this includes fines.

The process employers should follow is set out in law. This includes providing the pension scheme with certain information about staff and writing to staff to tell them they’ve been automatically enrolled. This all needs to be done within certain time frames.

When to automatically enrol

Employers must make eligible staff active members of their pension scheme within a one-month period (six weeks from April 1st 2014) that starts on the date the staff member first becomes eligible for automatic enrolment. This could be:

· The employer’s staging date 

· the day any postponement period ends 

· their first day of employment 

· their 22nd birthday 

· when they start earning over £9,440. 

Business software should be set up to alert an employer if someone becomes eligible for automatic enrolment. Automation can make an employer’s ongoing duties much simpler. 
If someone with a right to opt in to the pension scheme asks to do so, they must be enrolled following the same process as for automatic enrolment.

How to automatically enrol

Employers make eligible staff members of their pension scheme by providing the scheme (or trustee) with all the information they need to make the staff active members. Employers will need to provide this information before the end of the one-month period described above.

The information that employers need to provide is required by law. This includes things like the staff member’s name, postal address, date of birth and National Insurance number.

After the information has been given to the pension scheme, the scheme will take a few days to make that worker an active member. 

There’s further information on how to automatically enrol on the regulator’s website.

Link to implementing auto enrol page: http://www.thepensionsregulator.gov.uk/employers/implementing-automatic-enrolment.aspx
Key points

· Employers automatically enrol staff by giving the pension scheme information about them so the scheme can make them active members.

· The scheme must make staff active members within one month of them first becoming eligible for automatic enrolment. (Six weeks from 1st April 2014)

· Contributions are due from the date the staff member first becomes eligible.

· Employers must write to staff to tell them they’ve been automatically enrolled.

Registration

Within four months of their staging date, (five months for employers staging on or after Jan 1st 2014), all employers need to complete a registration process. This means providing certain information to The Pensions Regulator which outlines how they have complied with their duties.
Employers can start to fill in registration details early on, even before automatic enrolment, to help make sure they don’t miss their registration deadline. 

Automatic enrolment registration is a secure, online service accessed through the Government Gateway. This means employers will need a Government Gateway User ID, their letter code and PAYE reference to submit your registration. The letter code is included in correspondence posted out by the regulator to all employers ahead of their staging date.
Employers and third parties, such as accountants or advisers, can complete registration on the employer’s behalf. It is possible to complete registration for multiple employers using one login.
There’s a registration checklist and a video which explains the process available at link to registration video  http://www.thepensionsregulator.gov.uk/employers/automatic-enrolment-registration.aspx
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