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HERE TO HELP 1l enrolment to help more people save for

their future, This means that employers
must automatically enrol some workers
into @ workplace pension plan and give
other workers the option to join,

We wan fo help you understnd and meet your
obligations as am employe. This guice fells you more
about autoenrolment, your dufes a5 on employer, and
what hey mean for you. Because we've bosed it on
our curent understanding of he relevent legislaon and
regulafions, it may be subject fo change.
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Your legal duties as an
employer begin on the day
your first member

of staff starts work. This is
known as your duties start
date, Below you'll find an
at a glance guide fo what
you'll need fo do.

AUTOEN
AT A GLANCE

What is my first duty?

Firs, you'l need fo ossess your
worklorce fo dstemine whether
ey are fieated os workers. There
are treg dlferent cotegories of
worker. The cotegory tey fall ino
vil depend on their their age ond
gamings.

What next?

Depending on he fypels] of worker
you employ you wil negd fo
undertoke @ number of dufies. You'l
need o aufomaticall envol some
workers info a pension scheme and
arrange membership or ofters.
You'e olso responsible or he
ongoing mainenance of he scheme
and fhove on obligafion o keep
cerfoin recorcs

Who checks that | have
performed my duties?

You must regjster wih The Pensions
Regulator TPR] hat you have an
aufoenrolment scheme in place

no loer fhan five months ofer your
dufes sort dote. You olso hove fo
refegstr every freg years.

ROMENT

What happens if
| do nothing?

Your employer dufies are nof
opfonal, ond it i the role of TP
to ensure you comply. Alfough
PR’ approach will be fo educale
and encourage compliance, you'l
foce substonfolfnes or even
imprisonment i you don't comply

What if none of my
employees are eligible?

You il hove a responsiify fo

assess your worforce ond repor
o TR.

How we can help

By working wih you and
understanding your workorce, we
con cieate 0 bespoke approach for
your company ond help you mest
yourdufes os on employer, now
and in fhe utve.

Assessing your worklorce 05

ASSESSING YOUR

WORKFORCE

You'll need to assess your workforce
to determine whether they're treated
as a worker, This can also include
contractors and agency workers,

The different types of worker

There ore hree diferent cotegores of worke,
which cotegory tey fall ino depends on feir
age ond eamings. You must aulomafially

enol elgible jobholders ino an autoenrolment
scheme. Noneligible jobholders have fhe rght
to opt nfo an cutoenrolment scheme. Eniiled
workers have the right o join a pension scheme.

The following table shows you
how fo ideily each fype of
worker. The goverment updlles
the samings figures every year.
These are fhe lofestfgures and

apply fiom Aprl 2022.

Annual earnings

THERE ARE
THREE DIFFERENT
CATEGORIES OF
WORKER, WHICH

CATEGORY THEY
FALL INTO DEPENDS
ON THEIR AGE AND

EARNINGS.

—

Employer duties: Who qualifies for what?

Noreligibe jobholder

S 75
pension
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WHAT ARE MY
EMPLOYER DUTIEYS

Your employer duties
depend on the types of
worker you employ,

1. Higible jobholders

0 Automatically enl hem info an
auloenrolmentscheme.

1 Deduct contrbufions from their
sclony and moke confrbutons on

their beholf

W Process any optout nofices
and refund any confibuions
dlready paid.

W Keep records of fhe aulor
eniolnent and opfing out
orocesses and provids fhem fo

TAR f asked.

W Fery e yers reenl oss who
have preiously opled oul, sopped
moking confibuions, or ceased
membeshio more hon 12 months
before each reenolnent ook

Postponement

You can use posiponement fo defer e assessment of workers ond your

Here i o sunmary of your
employer dufies for each fype
of votke.

2. Noreligile jobholoers

1 Provide informafion about
theirighto opt info on aule
enrolent scheme.

1 Aronge fheir membership o o
pension schemme,

1 Deduct contrbufons from sclores
and make contibufions on their

behalf

1 Process any opfout nofces and
reund any corlrbufons paid.

# Confinual ossess ther elighiy
by checking fhei ages ond
gamings.

8 Keep records of e enrolmen,
opling in and opling ut
orocesses ond provice fiem fo

TRif asked.

3. Entifed worker

 Give them informafion tat
explins heir right o oin o
pension scherme,

B Aronge fheir membersip of o
pension scherme,

B Deduct contibufions fom
solores ond pay these ino e
scheme. You don'thove o pay
confbouions alfough you con
choose 0 do s

 Corfinual assess e elgbly
by checking ages ond sarmings.

W eep records of e foining
process ond piovide fem fo

TR if asked.

employer dufes. The postponement period can't be more fhan hiee monihs
The end of the postoonemen period is known as he deferal date and you

must assess workers on this dote.

Whatyou mustdo i postponement is used.

You can choose fo deloy working out who fo putnio a pension schemelor
up 1o hree monfhs for some or all o your saff. You must wie fo your saff o
el tem what you are doing and how automaric envolment apolies fo hem.

What are my employer dufies? (7

You must register with

The Pensions Regulator
that you have an auto-
enrolment scheme in place
no later than five months
affer your duties start date,

You'l lso hove fo reregiser every
ireg years. I you hove an exising
pension scherme, you con use s fo
mee your employer dufies f it mests
cerfoin crteria.

There are three sef of crierio:
1 Auto enrolment

8 Qualfying

1 Quoly requiemen

The following information reltes
specically o confufions under
the qualiy requirements.

Minimum requirements

The minimum conrbufon leve
requited for on auioenrolment
scheme is based on qualying
eamings. Qualiying earings
are 0 band of earings befween

£6,240 and £30,270.

These figures cre for e
2022/23 tox year and are
expected o change each year,
Qualiying eamings incluce
solory, wages, overime, bonuses
commissions, slafuory sick pay,
slaulory maternity pay, orcinary
or adalfonal stafuory patemily
pay ond stafuory adopfion pay
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WRAT 5 CERTIFICATION?

Certification

As on dliemafive fo using e
qualfying eamings definion, you
con choose o use cetficafion. This
enables you 1o use a definion of
pensionable eamings fhaf s you

A cerfficate can cover ollworkers o
groups of workes. For exampe, you
can use one cerfficaton bosis for
one group of workess ond o diferet
certfication bosis for oher workers.
The contrbution evels for cerficaion
con be phosed n ond fhere o free
cerficaion opfions avrlobl, os
shown n fhe oble opposte.

Certifying in advance

You con cerly for up o 18 months
in acvance. You must recerty of
leastevery 18 months, or sooner
ifhere s o signficant change
such as: changes fo fhe scheme
confibuion evel or @ company
lokeover or meger.

A certficate con cover all workers
or groups of workers.

Minimum confloufions rom 6 Apr 2022

S 9% atlecst 4% o be poid by employer

Si) 8% ot least 3% 1o be paid by employer

Sf3 7% ot least 3% fo be paid by employer
NOTES

Sets 1 and 2 use bosic poy courfing
fiom the fist pound of pay and ol
slufory paymen's delvered ihough
poyrol fo colclats contibufions

Under Set 2 on addionl st applies ~ love bond oftset, because contrbutions

to ensure sufficiency of basic pay.
Oter pay alowances may need fo

be added.

Set 3 uses tofol eamings counfng from
the st pound of pay ond ol saufory
peymens delivered fhrough poyrol o
colculte cortrbutons. Thisis uualy he
some a5 qualing earings but with no

The emplojer dufes are not
opfional. The Pension Regulafor
willbe responsibl for ensuring
that you comply wih your
employer dufes

are calcuoted from fhe fist pound of pay.

Penalfies 09

ENALTIES

The Pensions Regulator
(TPR) will impose penalties
if you don't comply with
your employer duties,

for example, failing to
automatically enrol eligible
jobholders, or failing to
refund contributions to
those who have opted

out, Similarly, you can't
encourage jobholders o
opt-out of the pension
scheme or encourage
candidates to do so during
the recruitment process. The
types of penalties include:

Non-statutory action

TPR can issue guidonce and
insuction by felephone, emal,
lefier and in person. Or TRR can
send o waming leler confirming @
set fime rame for compliance wih
the dufes.

Statutory notices

Stotuory nofices con directyou fo
comply wih your dufies andy/or poy
any contrbufons you have missed
or are ol n poying. TPR have
fuher discreionary poviers which
allow hem o esfimate ond charge
inereston unpci confibufons and
direct you o calculate andy/or pay
unpaid contrbufions.

Penalty notices

TPR con ssue penaly nofices fo
ounish persisient and delberate non
compliance.

Afived penaly nofce wil b issued
i you don't comp\y wih statory
nofices, or i here’s sufficient
evidence of a breach of e low,

This i ived ot £400 and poyable

wihin a specific perod.

TPR can dlso issue an escalofing
penally nofice it you fil o comply
wilh a staufory nofce. This penally
has o prescribed doily ate of £50
1o £10,000 depending on how

many employees you have.

TPR con issue & civi penclly iTyou
foilto pay corlrbutons tat are
due. This is o financial penaly of up
1o £5,000 for individuals and up 1o
£50,000 for organisations

Fyou filfo comply with o
compliance nofce, or fhere is
evidence of o breach, PR can issue
0 prohibied recrufment conduct
penally nofce. Ths penally hos

o prescribed rae of £1,000 o
£5,000 depending on how mny
employess you hove. TPR aims fo
recover flly ol penales tht it
IssUgs.

Court action

TPR can foke civi acfon frough te
couttlo recover penalfs.

Employers who deliberaly and
wiltl ol o comply wih their
dufes may be prosecuied.

PR can also confiscate goods
where there is a criminal conviction
ond fesfain assefs during crmina
invesfigefions.

Appealing against
a penalty

You have a rightfo appeal againg
any penalies imposed by TPR and
must do o in wiling wihin 28 days
of issue of te nofce

You can find out more about autr
enolment and the role of TPR on
its website of

ww hepensionsiegulotor govuk.

THE PENSIONS
REGULATOR CAN
|SSUE GUIDANCE

AND INSTRUCTION

BY TELEPHONE,
EMAIL, LETTER OR
IN PERSON

—
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We use a system from
Positive Solutions

Using fs experience and expeise,
Posiive Soluions hos gathered
logether he pension providers and
oayiol providsrs ot speciale in
auoenolment. Your acvier wil
work i you fo ceate o bespoke
approach for your company and help
ensure you implement auoentolment
0s searesdy os possbl.

Posiive Soluions hs chosen fhe
provides for e by

lo defiver ongoing good volue for
employers ond workers alfe.

Whalever fhe fype or size of you
business, your aaviser wil be oble o
offera talored solion, helping you
lo choose  qualying workploce
pension sceme and ensue you hote
te right dola avalable af he right
fme. Ths woy you con ensure you
meet your auoenolment dfes

THE AUTO ENROIM
ENDTO-END SOLUT

Here fo helpyou 11

ERE TO

By working closely with
you and understanding
your workforce and your
needs we can help you:

# Deliver o communicafions plon for
your workforce

1 Asss your workforce ond
esfimate costsfor you os fhe
employer

W Assess and reporton your poytol
system and offr solufons for fhe
complex adminisfiafion exercises
necessary lo comply wih
auloenrolment

B Selectthe right pension scheme
for you and your workers

B Arronge employee presenfofons
1o enable your workorce fo
undesiond what willhappen and
when

B Aronge for o foceofoce
appoiniment wih employegs and
give indviduol advice

B Arange regulor reviews fo
ensure hat you comply wifh
the legiskfive requirements ond
avoid penalies fiom The Pensions
Regulalor

£l YOU

Managing your finances
effectively can be
confusing business,

The financial world is
complex, and making
the right decisions for
your future can seem a
daunting prospect.

We foke pride i offeing o
personal senvice that considers
your ndividal citcumsiances.
Yourfinancial stafion is unique,
50 we work hard fo undersiand
your goals and aspirafons, and
make financiol recommendafions
based on a comprehensive and
deted analysis of your needs.

THROUGH OUR COMPREHENSIVE OFFER, WE WILL HAVE
AN ADVISER WHO 1S ABLE TO HELP YOU WITH YOUR

FINANCIAL PLANNING NEEDS:
B Saving and invesfing for When if comes fo auioenrolmen!
i utve many employers have already

beneffed fiom dealing wih a
qualfied and authorsed advise,
1o help hem mee teir legal
obligations in fis complex area.

8 Plonning for yourrfirement
0 Esale and st planning

0 Profection against ris.
: We look forwerd fo helping you
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