
Auto Enrolment -
what employers
need to know
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Pension Auto Enrolment is hot on the agenda and you could well
be one of the thousands of employers that have received a letter
from The Pensions Regulator detailing your Auto Enrolment
requirements. If you’re anything like many other employers it could
well be in the ‘not sure what to do with’ tray. We don’t blame you. 

You would not be alone in burying your head in the sand as
complying with the extensive Auto Enrolment requirements is
enough to give any employer a headache. The good news is that
we can offer you a solution that will enable you to meet your Auto
Enrolment obligations with complete peace of mind.

Welcome to
Robson Financial 

TT071 Auto Enrolment Brochure A4_Robson_Layout 1  30/10/2015  14:37  Page 3



Well to start with it is important you know exactly what
you want to achieve; whether it’s just about compliance
and meeting your duties or you want to add value by
providing more than the minimum requirements. The
answer to this question might be different for separate
groups of workers. 

You can't avoid the legislation. The reality is that just like
PAYE, VAT and NIC, Auto Enrolment is another
compliance requirement you will need to deal with and,
like the other compliance requirements, there are
punitive fines if you don’t.   

Chances are you will need help. Help to understand
what the legislation requires you to do. Help to
understand the options you have. Help to assess the

costs of Auto Enrolment and how to minimise those
costs. Help to assess your current arrangements and
resources to see how they can be utilised to meet your
obligations. Help to put together your solution. And help
to deliver that solution to make you compliant both at
your staging date and on an on-going basis. 

We provide a solution that will help you to proactively
deal with your forthcoming obligations, establish a
straightforward project plan and turn what could be
problematic into a manageable, efficient and
undisruptive process. Most of all, we can reduce the
distraction of Auto Enrolment to your business, reduce
cost and resources that would need to be applied if you
were doing it yourself, and give you the assurance you
will be compliant.

What does it mean?
What do you have to do?
How do you do it?
How much will it cost?
Where do you start?

Pension
Auto Enrolment

Complying with Auto Enrolment is not a straightforward
process to implement and it can take 12 months to work
through the detailed pension scheme requirements. 
It’s not surprising when you consider that, in addition 
to a review of pension arrangements, it involves reviews 
and analysis of payroll systems, worker categories, 
IT systems, terms and conditions of employment, 
and various HR policies. 

It’s not just about time though. An announcement from 
The Pensions Regulator indicated that it is investigating
hundreds of employers which have already been through
the process about their compliance with the legislation and
has indicated that it may take enforcement action regarding
non-compliance. The financial penalties for non-compliance
are significant but it also serves to highlight the complexity
of complying with the legislation.

Questions you need to ask yourself:

• Have you chosen a pension scheme yet?

• What software are you going to use to manage your
scheme, ensuring leavers and joiners are catered for?

• How will it work with your payroll processes and
software?

• Which of your workers will need to be 
automatically enrolled?

• Which of your workers can request to join your 
pension scheme?

• How will you communicate with your workers?

• What help can be provided by professionals to help you
meet all the requirements of Auto Enrolment and ensure
you’re compliant?

Why do you need help with Auto Enrolment?
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Which workers are eligible?
There are three different categories of workers, defined 
by their age and how much they earn.

Eligible job holders are people who:

• work or ordinarily work in the UK;

• are aged from 22 to state pension age;

• earn £10,000 p.a. or over.

These people are eligible to join the scheme but do have
the freedom to opt out.

Non-eligible job holders are people who:

• work or ordinarily work in the UK; 

• are aged from 16 to 74;

• earn £5,824 or more but less than £10,000.

or

• earn £10,000 or more and are under 22 or are over
state pension age.

These people can opt-in to the scheme if they choose to do so.

Entitled workers are people who:

• work or ordinarily work in the UK;

• are aged between from 16 to 74;

• earn less than £5,824.

These people can join the scheme but the employer 
does not have to make contributions.

All figures quoted are based on earnings thresholds in the
2015/16 tax year.

What is NEST?
NEST (National Employment Savings Trust) is 
a pension scheme that you can use to meet 
your employer duties.

NEST has certain features and restrictions that
may not be suitable for some employers so we
highly recommend you get expert financial
advice before defaulting to NEST for your
pension scheme.
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Your requirements 
Your employer duties will depend on the types of worker as identified on the previous page.

Summary of employer duties

• Enrol them into an Auto Enrolment scheme

• Make contributions

• Set up and manage process for workers to opt-out

• Keep robust records

• Provide effective communication on your scheme and their rights to opt-in 

• If requested, arrange scheme membership and make contributions

• Set up and manage process for workers to opt-out

• Continually assess individuals in this group – they may become eligible 
e.g. age and earnings

• Keep auditable records

• Provide effective communication about your scheme and their rights to join the scheme

• If requested, arrange scheme membership and make contributions 
(if applicable)

• Deduct contributions from their salary and pay into the scheme

• Continually assess individuals in this group – they may move into the Eligible or 
Non-eligible groups at a later date

• Keep robust records

Category of worker

Eligible job holder

Non-eligible job holder

Entitled worker

What do you need to contribute?
The minimum contributions rate must be at least 8% of the
workers’ ‘qualifying earnings’ by 2018, with employers
picking up at least 3% of that amount. You can phase in
the cost of your employer duties up until 2018,
which is designed to help you manage the impact
on your cashflow.

‘Qualifying earnings’ are a band of earnings
from £5,824 to £42,385 (figures correct for
the 2015/16 tax year). These earnings
include salary, wage, overtime, bonuses,
commission, statutory sick pay,
statutory maternity pay, ordinary or
additional statutory paternity pay and
statutory adoption pay.

As an alternative to using the
qualifying earnings definition, you 
can choose to use ‘certification’. 
A certificate can cover all workers 
or groups of workers.
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Getting it right – the process you should follow
As stated earlier in this brochure, we recommend you start your scheme set up process at least 12 months before your staging
date. This is based on feedback from many large employers who have already been through Auto Enrolment and stated that in
reality they needed 12 months to go through the different stages effectively. 

Of course, as part of our service we can do a lot of this legwork for you and provide you with expert guidance
throughout the process.

SMEs will only in reality require 6-8 months, but the longer the time, the more choices you have.

When do your employer duties start? Do you need to bring the date forward
to fit in with your business calendar?

We highly recommend you start the process 12 months before this date.

What’s right for one employer may not be right for another. Do you just
want to meet the minimum requirements or do you want a pension
scheme that is the right fit for your business? If you already have a
company pension scheme, does it meet the requirements? 

Are you going seek advice from an expert (like Tenet Employee Benefit
Solutions) to make sure you get it right?

Bear in mind that a pension is part of your benefits package so could be
used to attract the right calibre of workers.

Not all workers are eligible for Auto Enrolment – make sure you know who
is and also which group of people are eligible to opt in if they wish (see
section entitled ‘Which workers are eligible?’).

You may need to ‘cleanse’ your data to make sure you can manage the
different groups and communicate with them effectively.

Make sure you give your workers the right information at the right time, taking
into account the different groups they fall into.

You should communicate with your workers throughout the process and make sure
they know their rights and what pension scheme membership will mean to them.

How are you going to manage the scheme, taking into account joiners and
leavers? How does the software integrate with your payroll systems? 

Analyse cost implications and changes to your processes. Make any
necessary changes to your existing scheme and test everything to make
sure you are fully ready and are meeting the detailed requirements set by
The Pensions Regulator.

Carry out all your duties and start auto enrolling your workers. Complete a
Certificate of Compliance (formerly called Registration) with The Pensions
Regulator within five months after your staging date.

Carry out all your on-going duties, including management of the ‘eligible’,
‘non-eligible’ and ‘entitled’ work categories (remember they could move
from one group to another), as well as scheme leavers and joiners.

Regularly review your pension – is it fit for purpose?

Enroll eligible job holders who have opted out every three years and
re-certify the contribution basis of the scheme at least every 18 months. 

Step 1

Identify your
staging date 

Step 2

Pension scheme 

Stage 3

Assess your
workforce

Stage 4

Communications
strategy

Stage 5 

IT systems

Stage 6

Test processes

Stage 7

Scheme set up

Stage 8 

On-going
management
of your scheme

Start process
at least 12

months before
staging date

8 months
before

staging date

6 months
before

staging date

4-5 months
before

staging date

Go live –
auto enrol
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We make it sound simple, don’t we?
That’s because it’s our specialist subject
and our job is to make it simple for you 
so that you can get on with running
your business.

Let us take the pain out of meeting your
Auto Enrolment duties.
If you have any questions, or would like to have a chat about how we could
help you meet your Auto Enrolment obligations, please give us a call today.

What happens if you don’t
meet your Auto Enrolment
requirements?
The Pensions Regulator has the power to investigate firms
who it believes are not meeting the requirements and issue

penalties for non-compliance. 

Large employers have
already gone through 

the Auto Enrolment
process and The

Pensions Regulator
indicated that it is
investigating
hundreds of them
about their
compliance with the

legislation and may
take enforcement

action regarding 
non-compliance. The

financial penalties for 
non-compliance are significant

but it also serves to highlight the
complexity of complying with the legislation.

Why choose us?
Put simply, we can take the pain out of meeting your
Auto Enrolment duties. 

Our Auto Enrolment service is extensive and you can
have as little or as much support as you need. We can
set you on the right course for an efficient and effective
solution to ensure you meet your new statutory
employer duties and avoid fines. We can also provide a
solution that will help you to proactively deal with your
forthcoming obligations, establish a straightforward
project plan and turn what could be problematic into a
manageable, efficient and undisruptive process.

Key benefits

• Fit for purpose pension scheme that meets the
requirements of Auto Enrolment. This includes reviewing
your existing pension scheme (if applicable)

• Expert guidance and assistance through the different
stages of pension scheme set up (including
communication/presentations to your workers)

• Access to HR systems – to be used by you and workers

• On-going support and management of your scheme

• Detailed annual report of the scheme

Tel: 01244 342760
Email: info@robsonfinancial.co.uk
Web:   www.robsonfinancial.co.uk
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Let us take the pain out of meeting
your Auto Enrolment duties.

Tel: 01244 342760
Email: info@robsonfinancial.co.uk
Web:   www.robsonfinancial.co.uk
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