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This handbook is designed to help you build your knowledge of automatic enrolment. Its aim is to  
explain automatic enrolment and the employer duties to enable you to talk about the topic 
confidently.  
 
Over the next few sections, we will describe what automatic enrolment is and what it means for 
employers. We will also look at the different requirements that automatic enrolment schemes must 
comply with, the role of The Pensions Regulator (TPR) in relation to automatic enrolment and The 
National Employment Savings Trust (NEST). 
 
All the information included in this handbook is based on our current understanding of legislation 
and regulations and may be subject to change. 
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 Automatic enrolment at a glance 
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Automatic Enrolment at a glance . . . 
 
 
 
Why automatic enrolment is happening 
 
Automatic enrolment is designed to get 
more people saving for their future. 
People are living longer which means 
there will gradually be fewer working 
people compared to an increasing number of 
retired people in the UK. 
 
What automatic enrolment means 
 
Employers must have some sort of pension 
provision for all workers. Some workers won’t 
need to make an active decision to join their 
employer’s scheme as they will be 
automatically enroled. 
 
When it’s happening 
 
Employers need to identify their staging 
date which will be between now and April 
2017. This date determines when the 
employer duties apply and sets the date for 
automatic re-enrolment. 
 
The effect on Employers 
 
Employers need to set up and contribute 
to a pension scheme suitable for automatic 
enrolment. The scheme must meet three sets 
of criteria. The minimum contribution level is 
based on qualifying earnings and will be 
phased in over five years until October 2018. 
 
The effect on the workforce 
 
Employers need to assess their workforce to 
determine which duties they need to carry out. 
Workers can be categorised as eligible 
jobholders, non-eligible jobholders or entitled 
workers. 
 

  
Employer duties 
 
Employers have different duties depending on 
the types of worker they employ. They need to 
automatically enrol some workers and arrange 
membership of a pension scheme for others. 
 
Keeping records 
 
Employers need to keep records of how they 
have met and continue to meet their employer 
duties. This includes information about their 
workers and the pension scheme which must 
be provided to The Pensions Regulator (TPR) 
when requested. 
 
The Pensions Regulator (TPR) 
 
TPR will ensure employers comply with their 
new duties and will impose penalties on those 
who do not. They will also tell employers when 
their staging date is and provide guidance and 
information about the new duties. 
 
The National Employment Savings Trust 
(NEST) 
 
NEST is a pension scheme that employers can 
use to meet their employer duties. It is aimed 
at low to medium earners and micro 
employers and can be used on its own or 
alongside an existing pension scheme. 

 
 
 
 
 
 
 
 
 
 
 
 



 

Why Autotmatic Enrolment is happening . . . 
 
 
The main aim of automatic enrolment is to 
encourage more people to save for their 
retirement so they are less reliant on the 
State. 
 
What automatic enrolment means for 
workers 
 
At present, a lot of workers miss out on 
valuable pension benefits because they do 
not join the employer’s pension scheme. 
 
The introduction of automatic enrolment 
means that employers must have some 
sort of pension provision for all workers. 
Some workers will not need to make an 
active decision to join their employer’s 
scheme as it will be automatic. 
 
What automatic enrolment means for 
employers 
 
Employers must: 
 
 Register a pension scheme suitable for 

automatic enrolment.  
 Automatically enrol some workers into 

an automatic enrolment scheme and 
arrange membership of a pension 
scheme for other workers. 

 Make contributions on behalf of some 
workers. 

 Manage the automatic enrolment, 
joining and opting out processes. 

 Provide certain information to workers, 
pension scheme providers and The 
Pensions Regulator (TPR). 

 Keep records of how they have met and 
continue to meet their duties. 

 
 
 
 
 
 

 The employer duties are currently being 
introduced in stages until April 2017. Larger 
employers will have their duties imposed first. 
 
Identifying the staging date 
 
The staging date is the date that the new employer 
duties will apply. 
 
The staging date is based on the number of 
people in an employer’s largest Pay As You Earn 
(PAYE) scheme as at 1 April 2012. 
 
Any changes to the size of the workforce after this 
date will not affect the staging date. 
 
New employers with PAYE income first payable 
between 1 April 2012 and October 2017 have 
separate staging dates. 
 
Bringing the staging date forward 
 
Employers can choose to bring their staging date 
forward to coincide with other key company dates 
such as end of year accounting. 
 

Employer (by 
PAYE scheme 
size) 

 

Staging Date 

   120,000 or 
more  

 
 1 October 2012 

   50,000 – 
119,999  

 
1 November 2012 

   20,000 – 
49,999  

 
1 January/February 2013 

   
6,000 – 19,999  

 
1 March/April 2013 

   
4,000 – 5,999  

 
1 May/June 2013 

   
3,000 – 3,999  

 
1 July 2013 

   
1,250 – 2,999  

 
1 August/September 2013 

   250 – 1,249   

 
1 October 2013/1 Feb 2014 

   
50 – 249  

 
1 April 2014/1 April 2015 

   
30 – 49  

 
1 August 2015/1 October 2015 

   
Less than 30  

 
1 November 2015/1 April 2017 

   
New employers  

 
1 April 2017/1 February 2018 

 



 

 

The effect on pension schemes . . . 
 
 
 
Any UK employer who employs at least 1 
person will have to set up a pension scheme 
suitable for automatic enrolment. 
 
Automatic enrolment criteria 
 
To meet the automatic enrolment criteria, the 
scheme must: 
 
 be a qualifying scheme and not prevent the 

employer from automatically enroling, 
opting-in or re-enroling a worker  

 not require a worker to provide information 
or make a choice in order to remain a 
member. 

 
Qualifying criteria 
 
To meet the qualifying criteria, the scheme 
must: 
 
 meet the quality requirements  
 be an occupational, personal or stakeholder 

pension scheme  
 be tax registered. 

 
Quality requirements 
 
The quality requirements for schemes are: 
 
 all the benefits payable must be ‘money 

purchase’ benefits 
 the employer must make a minimum 

contribution of 3% of qualifying earnings 
 the jobholder can be required to make up 

any difference up to 8% of qualifying 
earnings 

 the employer must be able to deduct 
jobholder contributions from net pay. 

  
Qualifying earnings 
 
The minimum contribution level required for a 
qualifying scheme is based on qualifying 
earnings and is being phased in until October 
2018. This is shown in the table over the 
page. 
 
Qualifying earnings are a band of earnings of 
more than £5,772 and £41,865 (2014/15) or 
less.  
 
Qualifying earnings includes salary, wages, 
overtime, bonuses, commissions, statutory 
sick pay, statutory maternity pay, paternity pay 
and adoption pay. Each time the employer 
makes a contribution they will have to ensure 
that it meets the minimum requirements as 
earnings may change. 
 
Certification 
 
Employers can choose to certify that their 
scheme meets the minimum requirements as 
an alternative to using the qualifying earnings 
definition. 
 
There are 3 certification options available 
based on the definition of pensionable salary 
being used. 
 
Pensionable salary 
 
Minimum contribution levels are based on a 
scheme definition of pensionable salary and 
rebased on the first pound of pensionable 
salary. 
 
Pensionable salary must be at least basic 
contractual salary but does not have to include 
variable salary such as bonuses, overtime and 
commission. 
 
Employers may certify in advance for the next 
18 months. They can use last year’s payroll 
data to certify. As a result, it may be easier for 
employers to certify rather than use the 
qualifying earnings basis. 
 

 
 
 
 
 
 



 
 

How much will it cost?. . . 
 
 

 
Minimum automatic enrolment scheme contribution rates as a percentage of qualifying earnings 

       

Date 
 

Minimum 
Employer 

 

Minimum difference 
to be made up by 
member (gross) 

 

Total           
Minimum 

       October 2012 to September 2017 
 

1% 
 

1% 
 

2% 

       October 2017 to September 2018 
 

3% 
 

3% 
 

5% 

       October 2018 onwards 
 

3% 
 

5% 
 

8% 
 
Certification options 
 
The tables below show the three certification options available based on the definition of 
pensionable salary being used. 
 

9% of Pensionable Salary (at least equal to basic salary) 

Date 
 

Minimum 
Employer 

 

Minimum difference 
to be made up by 
member (gross) 

 

Total           
Minimum 

October 2012 to September 2017 
 

2% 
 

1% 
 

3% 

       October 2017 to September 2018 
 

3% 
 

3% 
 

6% 

       October 2018 onwards 
 

4% 
 

5% 
 

9% 
 

8% of pensionable salary, provided 85% of total payroll is pensionable (pensionable pay at least 
equal to basic pay and at least 85% of total earnings across the scheme) 

Date 
 

Minimum 
Employer 

 

Minimum 
difference to be 

made up by 
member (gross) 

 

Total           
Minimum 

October 2012 to September 2017 
 

1% 
 

1% 
 

2% 

       October 2017 to September 2018 
 

2% 
 

3% 
 

5% 

       October 2018 onwards 
 

3% 
 

5% 
 

8% 
 

7% of pensionable salary, provided total salary is pensionable (pensionable pay equal to total 
earnings) 

Date 
 

Minimum 
Employer 

 

Minimum difference 
to be made up by 
member (gross) 

 

Total           
Minimum 

October 2012 to September 2017 
 

1% 
 

1% 
 

2% 

       October 2017 to September 2018 
 

2% 
 

3% 
 

5% 

       October 2018 onwards 
 

3% 
 

4% 
 

7% 



 

 

The effect on the workforce . . .  
 
 
Workers can be categorised as eligible 
jobholders, non-eligible jobholders or entitled 
workers. 
 
Exclusions to the employer duties 
 
The following people are not treated as workers 
so the employer duties do not apply to them: 
 
 the self employed  
 members of the armed forces  
 those who do not work or ordinarily work in 

the UK  
 directors’ of companies unless they have a 

contract of employment to work for that 
company or there is anyone else employed by 
the company under a contract of 
employment. 

 
 

7 Steps 
to Prepare for Automatic Enrolment 

 
 
 
 
 
 
 
 

 

      
1 

      

      

Know 
your 

staging 
date –  

when to 
act 

      
              
     

  2   
     

     

Assess your 
workforce 

     
              
    

    3     
    

    

Review your 
pension 

arrangements 
    

              
   

      4       
   

   

Communicate the 
changes to all workers 

   
              
  

        5         
  

  

Automatically enrol your 
‘eligible jobholders’ 

  
              
 

          6           
 

 

Register with The Pensions 
Regulator & keep records 

 
                          7             

Contribute to your Workers’ pension 

 
The table below shows the different types of worker covered by the employer duties. 
 

 
Different types of Worker 

 Age 
16-21 

Age 22 - State 
Pension Age 

Age State 
Pension Age - 

74 
Earnings of £5,772 or less Entitled Worker 
Earnings over £5,772 up to 
£10,000 

Non-eligible job holder 

Earnings over £10,000 Non-eligible job 
holder 

Eligible job 
holder 

Non-eligible 
job holder 

 



 
 

Employers Duties . . .  
 
 
 
Employers will have different duties for each 
type of worker they employ. They will need to 
assess which type they are and carry out the 
duties for each type. 
 
Assessment of Workers 
 
Employers must assess their workers and carry 
out the relevant duties the same day the workers 
are assessed. 
 
Assessment of Workers must be done within 
one month of: 
 
 the staging date 
 whenever a new worker joins after the 

staging date 
 a worker’s 22nd birthday after the staging 

date  
 a worker’s 16th birthday after the staging 

date. 
 

Employers also have to re-assess their workforce 
on their re-enrolment date. 
 
The re-enrolment date will usually be three 
years after the employer’s staging date and may 
be re-adjusted by up to three months before or 
after the three year anniversary of the staging 
date 
 
Postponement  
 
Employers can postpone the assessment of 
worker type and the employer duties for up to 
three months. 
 
They must advise workers within one month of 
the day after they start work that a waiting 
period applies. 

 
What the employer has to do if postponement 
applies 
 
Employers must tell workers about their right to 
opt in/join before the end of the waiting period. 
 
If they receive an opt-in or joining notice, they 
must assess the worker on the day they receive 
it. 
 
If postponement is used, the employer must 
carry out the relevant duties once the worker has 
been assessed. 
 
Employer duties 
 
The employer duties for eligible and non-
eligible jobholders are shown in the tables on 
the previous page. 
 
Eligible Jobholder 
 
What the employer has to do 
 
 provide the eligible jobholder with enrolment 

information, terms and conditions of the 
contract within 1 month of the assessment 
date. Or, if postponement is used, between 
the assessment date and the end of the 
postponement period  

 deduct contributions from eligible jobholders 
from the first pay day after automatic 
enrolment date 

 contact the pension scheme and provide 
information about the eligible jobholder 

 keep records of the automatic enrolment 
process which includes information about 
the eligible jobholder and the type of pension 
scheme and provide it to TPR when 
requested. 
 



 

 

Employers Duties continued . . .  
 
 
 
Non-eligible Jobholder 
 
What the employer has to do 
 
 provide non-eligible jobholders with 

information about their right to opt in within 
1 month of the assessment date. Or, if 
postponement is used, between the 
assessment date and the end of the 
postponement period  

 non-eligible jobholders must be given the 
right to opt in to an auto-enrolment scheme. 
They can do this by completing an opt-in 
notice 

 contact the pension scheme and provide 
information about the non-eligible jobholder 

 if an opt-in form is completed and returned, 
employers must enrol them from the first day 
of the next pay reference period (this is 
generally the next period over which the 
worker is paid and is called the enrolment 
date)  

 keep records of the enrolment process which 
includes information about the non-eligible 
jobholder and the type of pension scheme 
used for them and provide it to TPR when 
requested. 

 
Opting out 
 
Eligible and non-eligible jobholders can opt out 
by completing an opt-out form and returning it 
to the employer. 
 
They have one month from the automatic 
enrolment date or enrolment date to opt out. If 
eligible or non-eligible jobholders decide to 
leave the scheme after the opt out period, they 
will not receive a refund of contributions. 
Instead they will have the option to leave their 
savings invested or 
transfer them elsewhere. 
 

 
If an eligible or non-eligible jobholder opts out, 
the employer must notify the scheme of the opt-
out, stop deducting contributions from the 
jobholder’s salary and refund any contributions 
that have already been taken. 
 
Entitled Worker 
 
What the employer has to do 
 
 provide entitled workers with information 

about their right to join. They can join by 
completing a joining notice 

 arrange membership, if an entitled worker 
chooses to join the pension scheme. This 
does not have to be an automatic enrolment 
scheme 

 provide mandatory information about the 
entitled worker to the pension scheme 
including their name, date of birth and 
National Insurance number 

 keep records of the joining process which 
includes information about the entitled 
worker and the type of pension scheme and 
provide it to TPR when requested. 
 

Leaving the scheme 
 
If they choose to leave the scheme after the o n 
e month  optin gout period, they will not receive 
a refund of contributions. Instead, they will have 
the option to leave their retirement savings 
invested or transfer them elsewhere. 

 
 
 
 
 
 
 
 
 
 
 
 



 

The Pensions Regulator . . .  
 
 
 
TPR will tell employers when their staging date 
is and provide guidance and information about 
the employer duties. 
 
Imposing penalties 
 
TPR will have the power to impose penalties on 
employers who fail to comply with their 
employer duties. 
 
TPR’s 3 stage process for imposing penalties is 
shown below: 
 
Stage 1 
 
Compliance/unpaid contributions notice 
 
This notice will detail the breach and will require 
the employer to put things right within a 
specific timescale. A notice may also include a 
requirement to make contributions with interest 
added. 
 
Stage 2 
 
Fixed penalty notice – £400 
 
This notice will require employers to put right 
the breach identified in the previously issued 
compliance notice. 
 
Employers will be given at least four weeks to 
put things right. Failure to comply by the 
specified date will result in the fixed penalty 
being applied. 
 
Stage 3 
 
Escalating penalty notice 
 
If an employer fails to comply with the original 
compliance notice and subsequent fixed penalty 
notice, they will face daily escalating penalties. 
These will start to be calculated from the date 
specified in the fixed penalty notice and will 
depend on the size of the employer. 

 

Number of 
people   

Daily rate 

   1 – 4  
 

£50 

   5 – 49  
 

£500 

   50 – 249  
 

£2,500 

   250 – 499  
 

£5,000 

   500 or more  
 

£10,000 
 
Other penalties 
 
TPR can impose other penalties where 
employers are found to be guilty of: 
 
1. Wilful failure to comply 
 
Employers who wilfully fail to comply with their 
employer duties face fines and/or up to two 
years’ imprisonment. 
 
2. Inducements 
 
Employers who induce workers not to join or to 
opt out of a pension scheme will be subject to 
the three stage compliance process. 
 
3. Prohibited recruitment conduct 
 
Employers are not allowed to make any 
statement or ask any question during the 
recruitment process, which indicates (either 
explicitly or implicitly) that the worker may not 
join or may opt out of a pension scheme. 
Separate penalties apply to employers using 
prohibited recruitment conduct. 
 
Appealing against a penalty 
 
Employers have a right to appeal against any 
penalties imposed by TPR. They can do this by 
writing to TPR.  
 
If TPR decides to review a penalty, it will be 
suspended from the date they begin a review 
until the date the review is completed. 
 
TPR can then confirm, vary or revoke the 
penalty or substitute it for a different penalty. 
 

 



 
 

The National Employment Savings Trust (NEST) . . .  
 
 
 
NEST is a pension scheme that employers can 
use to meet their employer duties. 
 
NEST can be used on its own, or alongside an 
existing pension scheme the employer already 
has in place and it is aimed at low to medium 
earners and micro employers. 
 
However, there are restrictions that apply to 
NEST. 
 
Transfers in or out of NEST 
 
There is a general ban on transfers in or out of 
NEST. It is expected that the ban on transfers 
will be lifted at the statutory review date in 2017. 
 
Contribution limit 
 
There is an upper contribution limit which is 
currently £4,600 each year. This figure will be 
adjusted annually in line with average earnings 
and will be removed altogether October 2017. 
 
Retirement options 
 
Retirement options are limited to annuity, 
triviality, or open market option which will result 
in less choice and flexibility for workers. 
 
Investment options 
 
There are a limited number of investment 
choices. Workers will be automatically invested 
in a default fund depending on their chosen 
retirement date. 
 
The default funds are based on the time to 
retirement date and are not based on the 
individual’s attitude to risk. 

 
There are other funds available for certain 
preferences; however these are limited to 
Ethical, Sharia, Higher Risk, Lower Growth and 
Pre-retirement funds. 
 
Payment of death benefits 
 
The NEST trustees have no discretion over the 
payment of death benefits and they could be 
subject to inheritance tax. 
 
More Information 
 
For more information on NEST in particular 
please visit the website; 
 
www.nestpensions.org.uk 
 
For more information on The Pensions 
Regulator 
 
www.thepensionsregulator.gov.uk 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 


