
An introduction to 
Auto enrolment



An employers guide 
to Auto enrolment

If you are reading this guide, you are no doubt looking for some clarification on the changing pension 
rules relating to employers. We’ve put this simple guide together to help answer some of the most 
commonly asked questions. Whilst this might help, please do not hesitate to get in touch for further 
information. Why not also enquire about our free consultation, to find out how we can help employers 
make a smooth transition to Auto enrolment. 

From the 1st October 2012 onward, pension legislation is changing. Dependent upon the number of 
individuals registered on your PAYE scheme, you will have to Auto enrol eligible employees, and make 
mandatory employer contributions, into a qualifying workplace pension scheme. These changes are far 
reaching and will alter the pension landscape for years to come. Taking the time now to assess how you 
might be effected and by planning a strategy to implement the changes early, could be a real time and 
money saver for your business. 

Employers will be given a date from which they must Auto enrol (known as their “staging date”), by the 
Pensions Regulator. The staging date for pensions Auto enrolment for each employer is based on the 
number of people in its PAYE scheme on 1 April 2012. The larger your PAYE scheme, the earlier your 
staging date. This guide includes information on the staging dates and additional resources which might 
help, but it intended to be used for guidance purposes only. Legislation has and does change regularly. 
For the most up to date information and to help you to understand some of the more complex aspects 
of Auto enrolment, please feel free to get in touch. 

For a handy guide to when your staging date is likely to fall, see page 3. Alternatively get in touch and we 
can go through in more detail the exact date you are likely to need to implement Auto enrolment within 
you business. 

From their staging date, employers must Auto enrol eligible employees into a qualifying pension scheme 
when they reach the income tax threshold, currently set at £8,105.00. They must also then begin making 
contributions on behalf of all employees who remain opted in to their scheme. Contributions will be 
based on the employee threshold for national insurance contributions. The following Question and 
Answer section provides additional information on the questions most commonly asked. If you have a 
question which isn’t covered or if the guide does not provide enough information, we will be happy to 
help further. 
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Auto enrolment 
Question and Answers

Q. Do I have to Auto enrol? 

The simple answer is yes! All businesses are being required, by law, to implement the Auto enrolment 
rules over the coming five years. 

Q. What happens if my business doesn’t adhere to the legislation?

The business will face a penalty and a daily fine, based on the number of employees in your PAYE scheme, 
for failing to meet your obligations in respect of Auto enrolment. The penalties will continue to accrue 
until you put into place the necessary arrangements to facilitate Auto enrolment and start making 
contributions for your eligible employees. As this can be a lengthy process, we would recommend 
getting started sooner rather than later to ensure that you avoid missing your deadlines. 

You must also ensure that you are not seen to be encouraging your workforce to opt out. Workers 
have protection from being disadvantaged, or dismissed, for a reason connected to the employer’s 
Auto  enrolment duties. For example, employees must not be penalised for refusing to opt out of the 
pension scheme. Job applicants will also be protected from recruitment practices that favour candidates 
who agree to opt out. The employers’ duties in relation to employee protection and prohibited 
recruitment practices apply to all employers from July 2012. 

Q. When does Auto enrolment come into force and when do I have to act by?

The duty on employers to Auto enrol certain workers into a qualifying pension scheme came into force 
on the 1st October 2012. At this time, the largest UK employers (those with 120,000 or more people in 
their PAYE scheme) were required to implement Auto enrolement. Over a period of time, this will be 
extended to all employers based on their size. The Government has indicated that for employers with 
less than 50 people in their PAYE scheme, Auto enrolment will not be implemented until June of 2015. 
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Each employer is allocated a staging date, based on the number of people in its PAYE scheme. The 
Pensions Regulator website, www.thepensionsregulator.gov.uk has a detailed guide, which will allow 
you to check your staging date. We have produced the table below to give you an idea where your 
deadlines will fall. 

Size of employer Starting Date

800 - 120,000 Over 12 dates from 1st October 2012 to 1st October 2013

250 - 799 Over 3 dates from 1st November 2013 to 1st February 2014

Less than 50 (sample) On 1st March 2014

50 - 249 Over 4 dates from 1st April 2014 to 1st July 2014

Less than 50 Over 22 dates from 1st April 2015 to 1st April 2017

New business with first 
PAYE income payable 
from 1st April 2012

Over 5 dates from 1st May 2017 to 1st February 2018
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Q. Which employees qualify for automatic enrolment into a pension scheme?

The pensions Auto enrolment provisions apply to workers. A worker is defined for these purposes as 
an individual who works under a contract of employment or any other contract to perform work or 
services personally for another party, where that other party is not a client or customer of a profession or 
business undertaking carried on by the individual.

Workers who are eligible for automatic enrolment into a qualifying pension scheme are known as “eligible 
jobholders”. To fall within the eligible jobholder category, a worker must satisfy certain requirements by 
reference to his or her age and earnings. He or she must be:

•	aged between 22 and the state pension age; 
•	working or ordinarily working in the UK; and 
•	earning above a certain amount (currently set at £8,105 per annum)

Employers will be able to operate a three-month postponement window for all employees (ie newly 
eligible existing employees and new employees), so that employees on short-term contracts do not 
need to be Auto enrolled in a pension scheme, although they will be able to opt in voluntarily during 
the postponement period.

Q. What about those employees who don’t qualify? 

Workers who are not eligible for Auto enrolment will fall into one of two categories. They will be either 
a “non-eligible jobholder” or an “entitled worker,” dependent upon their level of earnings. Non-eligible 
jobholders can choose to opt in to a qualifying scheme and the employer must arrange pension scheme 
membership and make contributions on their behalf. Entitled workers can also join a pension scheme. 
However, this does not need to be a qualifying pension scheme under the Auto enrolment rules and the 
employer does not have to make contributions on their behalf.

Q. I already offer my employees access to a pension scheme, am I still affected? 

Yes, you still need to conduct a review of your scheme to ensure that it satisfies the Auto enrolment 
rules. For example you will need to consider whether or not you wish to use this for automatic enrolment 
and, if you do, if it meets the qualifying scheme criteria. If your existing scheme does not meet the 
qualifying criteria, it must either be adapted or a secondary scheme must be introduced to satisfy these 
requirements. 

Employers with eligible jobholders who are already members of an existing pension scheme that meets 
the qualifying scheme criteria will not have an automatic enrolment duty for these workers but will have 
to provide them with certain specified information. The employer will have a duty to Auto enrol any 
existing eligible jobholders who are not already members of the scheme and any eligible jobholders 
who join the organisation after the staging date. Therefore, even if it is not necessary for the employer 
to make changes to the scheme itself, it will have to introduce procedures for enrolling newly-eligible 
jobholders (such as new workers) into the scheme automatically. 
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Q. What is a “qualifying scheme” under the pensions Auto enrolment provisions?

A “qualifying scheme” is a pension scheme that an employer can use for automatic enrolment. It can be 
an employer’s existing occupational or personal pension scheme or a new scheme that the employer 
establishes for Auto enrolment purposes. Whichever scheme you select, it must satisfy minimum “quality 
standards”. These differ, depending on whether the scheme is a defined-contribution or defined-benefit 
scheme. The rules here are pretty complex and we’d encourage you to get in touch to carry out a review 
to assess whether your scheme qualifies.

Employers will be able to operate a three-month postponement window for all employees (ie newly 
eligible existing employees and new employees), so that employees on short-term contracts do not 
need to be Auto enrolled in a pension scheme, although they will be able to opt in voluntarily during 
the postponement period.

Q. How much must employers and employees contribute into their pension scheme under the 
pensions Auto enrolment provisions?

The contribution rate for qualifying schemes that are occupational defined-contribution pension 
schemes or personal pension schemes is being phased in between 1 October 2012 and 1 October 
2018. Broadly speaking, the total minimum contribution required from 1 October 2018 will be 8% of a 
specified band of earnings, comprising an employer contribution (3%), an employee contribution (4%) 
and tax relief (1%). Employers can contribute in excess of the 3% minimum if they choose to do so.

There is a transitional period for contribution rates leading up to 1 October 2018. For employers, this 
will be a contribution rate of 1% up to 30 September 2017, and 2% between 1 October 2017 and 30 
September 2018.

Q. What is the relevance for employers of 1 April 2012 in relation to Auto enrolment?

Your staging date (ie the date on which the pension Auto enrolment duties begin to apply) is based on 
the size of your PAYE scheme on 1 April 2012. The staging timetable began with the largest employers 
on 1 October 2012. 

Employers should be aware that the number of people in their PAYE scheme on 1 April 2012 determines 
their staging date, regardless of any subsequent changes to the size of their workforce, no matter how 
significant. For example, if the company grows or shrinks significantly in size after the 1st April 2012, the 
staging date will not be changed. 

Q. If an employee opts out have I any other duties to perform? 

Employers are required to re-enrol eligible jobholders who previously opted out of the Auto enrolment 
pension scheme, back into the scheme every three years. This is designed to ensure that jobholders who 
have opted out are forced to reconsider their decision on a regular basis. Once re-enrolled by his or her 
employer, a jobholder can choose to opt out of the scheme again.
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Q. What information must employers provide to employees about pensions Auto enrolment?

As part of the employer duties under the pensions Auto enrolment provisions, you are required to provide 
certain information to workers. This includes providing information to eligible jobholders who are being 
automatically enrolled detailing what automatic enrolment means for them, their right to opt out and 
opt back in and where they can find further information about pensions and savings for retirement. 
Employers must provide this information no later than one month after the eligible jobholder’s automatic 
enrolment date. Those eligible jobholders who are already members of a qualifying pension scheme 
must be provided with information about that scheme within two months of their enrolment date. 

In addition this iinformation under the employers’ information duty has to be provided in writing. This 
can be sent by email but simply putting information on a company intranet or central notice board 
would not satisfy these requirements. 

We hope this information has helped to clarify some of the more complex aspects of Auto enrolment. 
If you have a questions which isn’t answered here, please let us know and we will do our best to help. 
Similarly we are now working in a consultative manner with a number of businesses to help them to assess 
how Auto enrolment will effect them and helping them to build a strategic plan for implementation. 
Why not get in touch to find out how we can help you. 
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Caple Banks is authorised and regulated by the Financial Services Authority. 

The information contained in this document is based on our understanding of the current 
Auto – enrolment legislation and should be used for guidance only. It is not designed as a 
replacement to seeking professional advice. Rules and regulation are also subject to change. www.caplebanks.co.uk


