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What is automatic enrolment? 

Automatic enrolment into pension saving is the requirement to automatically join (enrol) all of your eligible employees 

into a qualifying workplace pension scheme that you provide.  Both you and the employees must pay (contribute) into 

the pension.  This must happen from the date that you first employ someone, even if they are part-time or a contract 

worker.  If you first employed someone prior to October 2017 you should have been given a Staging Date by the Pensions 

Regulator and you must have complied by 1st February 2018.  Employees are eligible if they are aged between 22 and 

State Pension Age, earn at least £10,000 per year and (for employers prior to October 2017) are not already in a 

qualifying pension scheme provided by you.  Once enrolled both you and the employee must pay a minimum level of 

contributions, set out by legislation. 

 

We only have a few employees – auto-enrolment won’t affect us, will it? 

Yes, auto-enrolment will affect you.  It was a commonly held belief that automatic enrolment into pension saving only 

affected larger employers, but this is not the case.  Pension auto-enrolment affects every employer.  Even if you are a 

single director business or have no employees, you still need to take action and inform the Pensions Regulator. 

 

When must we comply by, do we have a staging date and how do we find it? 

You must comply with your duties from the date you first employ a worker.  If you employed any workers prior to 

October 2017 you had a staging date which was the date by which you must have complied with automatic enrolment.  

If this was the case your staging date will have passed (the last was 1 February 2018).  You have five months in which to 

inform the Regulator that you have complied so if you have not done so, you must act now. 

If you think that you should have had a staging date but have not acted, you can check when your date was by visiting 

the Pensions Regulator’s website - http://www.thepensionsregulator.gov.uk/employers/tools/staging-date.aspx.  You 

will need your PAYE reference number to hand. 

 

We don’t employ anyone and don’t plan to for some time – there’s no need to do anything now is there? 

No, although if your plans change and you need to recruit a worker note that you will need to comply as soon as you do.  

If you think that you may employ someone imminently you should start planning as early as possible.  You only have a 

matter of weeks to get everything in place and during the staging process between 2012 and 2018 many employers 

found that they struggled to allocate sufficient resource to the project and left it late. 

 

I’ve heard that we can delay our compliance date – is this true? 

No.  You cannot delay the date from which you must comply with your duties – this is set by the date you first employ a 

worker.  However, you can choose to delay (postpone) the enrolment of your employees (and therefore the payment of 

contributions) for up to three months.  You must tell your employees if you choose to do this. 

 

What are the minimum requirements? 

You must have a qualifying workplace pension scheme in place for your employees from your compliance date.  You 

must automatically enrol any eligible jobholders into this scheme within three months of your compliance date.  You 

must pay at least 2% of the employee’s Qualifying Earnings (total earnings between £6,032 and £43,650 – 2018/19 tax 

year) to the scheme.  The employee must pay at least 3% unless you choose to pay part or all of this on their behalf.  

The employee must be enrolled without the need to sign any paperwork. 

If you do not have any eligible employees on your staging date you do not need to have a pension scheme in place, but 

you must be able to establish one very quickly if an employee asks to be voluntarily enrolled. 

 

We don’t have the budget to comply – what can we do? 

Unfortunately, every employer must comply with auto-enrolment.  The minimum contributions are now 2% of Qualifying 

Earnings and do will increase to 3% in April 2019. 

 

We already have a pension scheme for directors – we can simply use that to comply, can’t we? 

Not necessarily.  The pension scheme that you use for automatic enrolment must meet certain criteria – any existing 

directors’ pension arrangement is unlikely to.  Even if it does and you are able to use it, you may decide that it is not 

suitable, perhaps due to cost or investment choice.  

http://www.thepensionsregulator.gov.uk/employers/tools/staging-date.aspx
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We don’t have a pension scheme at all – what should we do? 

You must have a suitable pension scheme in place if you have any eligible jobholders and you will need to set one up.  

To do this, you need to think about certain things such as: 

- How you want to manage this / how closely you wish to be involved? 

- The earnings that you will use for pension contributions and the level of contributions to be paid? 

- Whether you want to employ an adviser to help you to find a suitable pension scheme? 

 

What is employee assessment? 

You need to know which of your employees to enrol into the scheme.  You do this by assessing each one when you pay 

them.  You assess their eligibility using a prescribed method based (primarily) on age and earnings.  You can carry out 

the assessment manually or use software to do this.  If you use your accountant or a payroll company to do your payroll, 

they may do some or all of this for you. 

 

When must we do the assessment? 

You must carry out the assessment every time you pay your employees.  Once an employee has been enrolled into your 

pension scheme you do not need to assess them again, unless they leave the scheme and reach their ‘re-enrolment 

date’.  If an employee is not enrolled, you must assess them each pay day to see if they become eligible to be enrolled. 

 

How do we know who to enrol? 

You only need automatically enrol employees who meet the eligibility conditions.  Essentially, they must be aged 

between 22 and State Pension Age and earn at least £10,000 per year.  Other employees are also able to elect to join 

the scheme. 

 

Do we need to enrol our Directors? 

Directors who do not have any form of contract of employment do not need to be enrolled –you have no auto-enrolment 

duties towards them.  Directors who do have a contract of employment (in any form) as classed as workers.  However, 

you can choose whether or not to enrol them.  They have the right to be enrolled or to join if they request to. 

 

We plan to employ part-time, ‘zero-hours’ and agency staff – do we need to enrol them? 

Probably and possibly!  If someone has an employment contract (even if this is deemed rather than real) and you are 

responsible for paying them for work that they do for you, then they are likely to be classed as an employee (worker) 

and will need to be assessed for auto-enrolment and enrolled if appropriate.  Agency staff may be the exception if you 

are not responsible for paying them.  Some self-employed contract workers may also be classed as workers under your 

employ.  You may need to seek employment advice.  This may also apply to partners of an LLP or full partnership. 

 

What must we tell employees? 

What you tell employees depends on whether they are being postponed, automatically enrolled or are not eligible for 

auto-enrolment.  You must communicate in writing.  The Pensions Regulator has set out what information must be 

provided and there are template letters available from the Regulator and many pension providers for this purpose. 

 

When do we need to write to employees? 

You must write to all employees within six weeks of your compliance date to tell them how they are affected by 

automatic enrolment.  If an employee is being auto-enrolled, you must also complete the enrolment process within this 

period. 

After you have complied initially, you must write to employees who are subsequently affected by auto-enrolment 

(including new hires) within six weeks of them being affected.  Again, if they are being enrolled, this must also happen 

within the six weeks.  
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We have an employee who has asked not to be enrolled, what do we do? 

Under auto-enrolment, an employee cannot opt-out of the process before they are enrolled.  They must be assessed for 

enrolment and automatically enrolled if appropriate.  Once they have been enrolled and provided with the enrolment 

and pension information, the employee then has the right to opt-out.  The exception to this is if an employee is on 

notice when they become eligible. 

 

How can an employee opt-out? 

An employee can only opt-out once they have been enrolled.  Immediately following enrolment, they will have a one 

month period in which to ‘statutorily’ opt-out of the scheme.  Details of the dates of this period must be provided to 

them with the enrolment communication.  If the employee opts-out during this period, they are treated as if they had 

never been a member of the pension scheme.  An employee can still opt-out after the statutory period - they will leave 

the scheme and contribution payments stop, but their pension benefits remain in the pension scheme.  They will then 

be given options as to what to do with their pension fund. 

 

What other things do we need to think about? 

Before you need to comply, we recommend that you consider a number of design issues for your pension scheme and 

automatic enrolment. 

- Do you have a suitable pension scheme and how will you check that it can be used? 

- What definition of earnings best suits your business and will integrate easily with payroll? 

- Do you have many high earners (above c.£43,500) and will higher rate tax relief on their pension contributions be 

an issue?  Might salary sacrifice / exchange be a solution? 

- Will postponement be used and if so, for how long?  Will it apply to all employees in the same way? 

- How will you select an appropriate pension – will you need an adviser to help you? 

- How will you assess your staff – will your payroll provider do this for you? 

- How you will communicate with your employees? 

- What internal resource you have to deliver this? 

- Where the budget for this is coming from? 

 

What happens if we don’t comply? 

If you fail to comply, or do not comply fully you may receive an informal action note or a statutory compliance notice 

from the Pensions Regulator.  If you still fail to act upon these, you may be fined.  Fines start at a fixed £400 and can 

include escalating penalties of up to £50,000. 

 

We’ve heard that salary sacrifice (or exchange) can reduce costs – should we use it? 

Salary sacrifice / exchange is a mechanism whereby an employee contractually gives up (sacrifices) part of their salary 

equal to the pension contribution, and the employer pays this to the pension scheme on their behalf. 

Making pension contributions in this way means that the contributions are not subject to National Insurance 

Contributions (NICs) for either you or the employee.  Your saving amounts to 13.8% of the salary that is sacrificed, an 

employee’s saving amounts to 12% (for basic rate tax payers). 

The use of salary sacrifice can go a little way to softening the impact of auto-enrolment for both you and your 

employees, but it is not entirely straightforward to implement. 

An employee must contractually sacrifice their salary, meaning that a change to their employment terms and conditions 

is required.  However, salary sacrifice cannot be a condition of auto-enrolment, and an employee must have the right to 

opt-out.  You would therefore need to be consider how best to communicate and implement a sacrifice agreement. 

It may be considered that the additional administration and costs of implementing and managing such an arrangement 

will offset any potential National Insurance savings. 
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Simplicity Pensions Limited / AE delivered 

AE delivered is our answer to the headache of automatic enrolment.  Put simply, it removes the problem from 

your desk and delivers a fully project-managed and advised solution in its place. 
 

Built by pensions experts and based on the principles and solutions used for large employers, but designed around 

the needs of smaller employers, AE delivered gives you everything you need to comply in one neat package, for a 

single, neat fixed fee, usually £475 (it may be higher if you are past, or close to the date that you must comply). 
 

It delivers everything an employer requires to: 

 understand their duties under automatic enrolment (AE) 

 understand where they are currently 

 design their AE compliant qualifying workplace pension scheme 

 select an appropriate scheme from the market (as required) 

 provide draft communication materials 

 carry out an initial (and if required) ongoing assessment of their employees 

 

Visit our website for more information about how we can help you. 

 

 

Simplicity Pensions is a specialist pension and employee benefit consultancy firm, wholly focused on giving our 

clients exactly what they need, when they need it. 

 

We were established in 2013 and work to the following objectives and core values: 

 Attentiveness – we listen to our clients and work to understand their specific requirements 

 Excellence – to always deliver relevant, proportionate and simple solutions for our clients, with absolute 

clarity and with the highest quality advice and service 

 Satisfaction - to do this at a realistic cost, with fully transparent and disclosed fees 

 

Our advice is always clear and simple, without unnecessary complication and delivered in plain English. 

 

Our people are excellent, clear communicators and are amongst the best experts in their field, with many years' 

experience and understanding drawn from a wide and diverse range of client situations. 

 

Privately owned and totally independent, we have a vast network of like-minded contacts and specialist firms, 

enabling us to draw upon additional high quality expertise and support to assist us and our clients in fulfilling 

their requirements.  These include third-party administrators and actuaries, specialist pension lawyers, 

accountants, financial advisers and healthcare and protection advisers. 

 

 

Simplicity Pensions – refreshingly different 
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