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This guide is a basic introduction to Auto Enrolment: Workplace Pensions. We will be releasing 

a software specific guide later in the 2013/14 tax year, so keep an eye out for that. 
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IInnttrroodduuccttiioonn               

 
Welcome to our Auto Enrolment: Workplace Pension introductory guide, which will explain 
some detail behind the changes to pensions in the UK, known as Auto Enrolment. This booklet 
is a basic introduction and does not cover every circumstance. Another guide will be available 
detailing settings within and what to do in the QTAC software later in the tax year.  
A new law means that over the next number of years every employer must automatically enrol 
workers into a workplace pension scheme if they: 

 Are aged between 22 and State Pension Age 

 Earn more than £9,440 a year (2013/14 limit, this amount will change) 

 Work in the UK 

You can start by taking a look at this helpful government website: 
www.gov.uk/workplace-pensions 

Every company will be required to offer employees the chance to join a pension scheme, which 
both the employee and employer will contribute in to. 
 

Don’t panic! When auto enrolment comes into affect depends on the number of 
employees in your company, so it could be some time off yet. See the ‘Staging Dates’ 

section of this guide. 
 
Every company must have a pension in place, into which employees will automatically be 
enrolled by the employer. This could be a new pension or an existing pension as long as this 
pension ‘qualifies’, meaning the employee and employer contributions match or exceed the 
minimum contributions (detailed in the ‘Contributions’ section of this guide) and also that no 
restrictions are placed on membership. 
 

If a company does not have a qualifying pension scheme then it must introduce one. 
 

There are a number of schemes being made available, which are likely to offer different pros 
and cons for both employee and employer. 
 
Employers will have responsibility for ensuring they have a compliant pension scheme in place 
and that the correct employees and employers contributions are paid into the scheme. 
 

The average life span has increased and people are living for longer. The changes to pensions 
are because the current state pension will just not be enough and it’s trying to encourage 

people to save for their retirement. 
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KKeeyy  TTeerrmmss               

  
Auto Enrolment: This is the term used to describe the changes to pensions, where companies 
will automatically enrol eligible jobholders into a qualifying work place pension scheme. 
 
Workplace Pensions: This is the pension scheme setup for your retirement that’s arranged by 
the employer. Both the employee and employer can contribute. 
 
Staging Date: This would be the date by which, companies should start enrolling eligible 
jobholders into a qualifying pension scheme. 
 
Postponement: Employers can postpone their staging date but only under certain 
circumstances. Postponement allows employers to avoid difficult pro-rated calculations and 
allows the avoidance of problems relating to refunding of contributions due to people opting 
out in a different tax year to the one in which the deduction was made. 
 
Contributions: This is what both the employee and employer will pay into the employees’ 
pension pot. See the ‘Contributions’ section of this guide for more detail. 
 
Qualifying Earnings: These are earnings used to identify if an employee is an eligible or non-
eligible jobholder and the level of pension contributions. This includes: basic pay, wages, 
salary, bonuses, overtime, commission and any maternity/paternity/adoption/sick pay.  
 
Opt Out: Employees who qualify for auto enrolment or who have been automatically enrolled 
can choose to opt out of the pensions if they so wish. 
 
Opt In: Certain employees can choose to opt in to the pension unless they are already an 
active member of a qualifying pension scheme. 
 
Net Pay Agreement and Relief at Source: These refer to the employee tax relief on the 
pension. A Net Pay Agreement pension means the employee will see a reduction on their 
payslip. Relief at Source pension means the employee will see the smaller reduction on the 
payslip and another amount of tax relief is added by the government. See the ‘Contributions’ 
section of this guide for more detail. 
 
The Pensions Regulator: They are the UK regulator of work-based pensions. They are 
responsible for auditing companies ensuring that employers are compliant with auto 
enrolment. 
 
NEST: The National Employment Savings Trust is a pension provider available to all employers 
who want to use them. They offer a pension scheme designed for automatic enrolment that 
any UK employer can use to meet their new workplace pension duties, no matter what the size 
of the organisation. 
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CCoonnttrriibbuuttiioonnss             

 
By contributions, this means the amount both the employee and employer will contribute to 
the employee’s pension pot. For many companies this may involve an increased cost for each 
employee enrolled into the pension. Below is the proposed contribution period (This may still 
change): 
  

** Employer Employee Employee Tax Relief++ Minimum Contributions 

Up to Oct 2017 1% 0.8% 0.2% 2% 

From 1
st

 Oct 2017 2% 2.4% 0.6% 5% 

From 1
st

 Oct 2018 3% 4% 1% 8% 
 

**These percentages and dates could be subject to change. 

++ If the employee pays income tax, the government will add money to the pension in the form of tax relief. 

The tax relief will be shown differently depending on the pension type being used – either a ‘Net Pay Agreement’ (NPA) or 
a ‘Relief at Source’ (RAS). If running an ‘NPA’ pension, the employee will see a 1% reduction on their payslip. Running a 
‘RAS’ pension, the employee will see the 0.8% on the payslip and the 0.2% tax relief is added by the government. 
 

Note that these contributions are based on the bare minimum employer contributions, so that 
as long as the ‘Minimum Contributions’ are met, the contributions being taken are enough. For 
example, the minimum employer contribution up to October 2017 is 1% and the minimum 
total contributions are 2%, this means the employer can choose to contribute the whole 2% 
and the employee to contribute 0%. 
 

All the help you’ll need to understand tax relief with pensions: 
www.nidirect.gov.uk/workplace-pensions-and-tax-relief 

  

SSttaaggiinngg  DDaatteess              

When auto enrolment starts for the company is determined by the size of the largest PAYE 
scheme on the 1

st
 April 2012. A helpful link to find out your staging date can be found below: 

The Pensions Regulator Staging Date Calculator: 
http://www.thepensionsregulator.gov.uk/employers/what-is-my-staging-date.aspx 

When working out the number of people in the company, please note that this may include 
employees who are no longer employed by the company and those employees that are only 
being paid a pension. You can also choose to move your staging date to an earlier date but you 
cannot move it to a later one. 

A pension scheme can be setup for employees at any time. 
You do not have to wait until auto enrolment is introduced. 

http://www.nidirect.gov.uk/workplace-pensions-and-tax-relief
http://www.thepensionsregulator.gov.uk/employers/what-is-my-staging-date.aspx
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EEmmppllooyyeerr  FFAAQQ’’ss              

Q: What’s changing? 
A: Pension Legislation in the UK is to undergo the biggest change for generations. This 
legislation will affect ALL employers. Both the employee and employer can make a contribution 
into the pension, though the employer is legally required to make a minimum contribution. 

Q: Why is this being introduced? 
A: People are living longer and not enough people are saving for retirement or are not saving 
enough. Auto enrolment pensions are being introduced so workers can save for their 
retirement whilst they earn. 
 
Q: When does this come into place? 
A: That depends on the size of your company. You will have a staging date dependant on the 
size of your company. The largest employees will have an earlier staging date, whilst the 
smaller employee will have later staging dates. See the ‘Staging Dates’ section earlier in this 
manual. 
 
Q: What if I have an existing pension scheme? 
A: You must check with your existing pension provider that it is a qualifying scheme. Any 
existing scheme must qualify, meaning that the contributions paid by both the employee and 
employer (or any benefits) at least match the minimum contributions specified for auto 
enrolment.  
 
Q: Who would be automatically enrolled into the pension scheme? 
A: Employers will automatically enrol workers who: 

 Are not already in a qualifying pension scheme 
 Are aged 22 or over 
 Are under State Pension age 
 Earn more than £9,440 a year (this figure is reviewed every year) and work or 

normally work in the UK. 
 
Q: What pension contributions do I need to make? 
A: See the ‘Contributions’ section earlier in this manual 
 
Q: When do I have to pay these contributions? 
A: It depends on the pension scheme, but contributions would normally be required to be paid 
to the pension provider at least every month. Talk with your pension provider about this. 
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Q: Do I have to register with ‘The Pensions Regulator’? 
A: Yes, employers MUST register with The Pension Regulator to confirm they have 
complied with auto enrolment. See the ‘Pensions Regulator’ section of this guide for more info. 
 
Q: What should I do now? 
A: If you run your own payroll ‘in-house’ then decide which pension provider you will use.  
QTAC are intending to provide interfaces to NEST, NOW Pensions and The Peoples Pension. 
More details will be provided in our next auto enrolment pension guide. 
 
If your payroll is run by an agent, find out if the agent will be providing any Auto Enrolment 
Pension services. 
 
Q: What shouldn’t I do? 
A: Encourage anyone to opt out of the pension scheme or base your recruitment process 
around people willing to opt out. 
 
Q: Who can I speak to for help? 
A: Speak with your Pension Provider first if you have one. You can also seek advice from The 
Pensions Regulator. You can also speak to us for some help though we can’t by law give out 
pension advice. 
 

EEmmppllooyyeeee  FFAAQQ’’ss              
  

Q: Do I have to start paying into a pension? 
A: No. You can choose to opt out if you want. It’s your decision.  
 
Q: Why is this being introduced? 
A: People are living longer and not enough people are saving for retirement or are not saving 
enough. Auto enrolment pensions are being introduced so workers can save for their 
retirement whilst they earn. 
 
Q: What does this mean for me? 
A: The easiest way to explain what’s happening would be using an example:  

  
Q: Will I be automatically enrolled? 
A: You can find out by going to: www.gov.uk/auto-enrolled-into-workplace-pension 
 
Q: What if I’m self employed or run my own company? 
A: If you are self employed or the sole director of your own company and have no employees, 
then you have no duties under Auto Enrolment legislation. 

Jeff puts in:
80p

Jeff’s Employer 
puts in:

£1

Tax Relief:
20p

Going into Jeff’s 
Pension Pot:

£2
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HHooww  ccaann  wwee  hheellpp??              
 
QTAC payroll software will help you manage and monitor employees, inform pension providers 
and print/send letters regarding auto enrolment. We would advise you to make sure that you 
seek sound and helpful advice from your pension provider. 
 
Unfortunately Auto Enrolment isn’t always going to be easy and implementing auto enrolment 
may be complicated, but rest assured, we will be doing everything we can in our payroll 
software to help you understand and run auto enrolment pensions. 

Visit our website for future changes, updates and information about Auto Enrolment: 
www.qtac.co.uk  

During the latter part of 2013, we will be sending out monthly email tips to our existing 
customers, so please make sure you have your valid email address setup with us, so that you 

can keep up to date with information regarding auto enrolment. 
 

We will also be releasing a software specific guide later in the 2013/14 tax year,  
so keep an eye out for that guide. 

 
QTAC has provided easy to use software for over 15 years, consistently meeting the stringent 
standard set out by legislation and the needs of our customers.  
 
We’re working very closely with The Pension Regulator, investing significant resource to ensure 
our payroll solutions are ready to provide our customers with a smooth transition into Auto 
Enrolment, guaranteeing compliance now and in the future. 

  

Interested in QTAC? Our product range includes:  
 
Payroll Lite - Take a weight off your mind with a simple and efficient payroll solution for up to 
5 employees 
Payroll Manager - Software supporting start-up businesses from 10 to unlimited employees 
Payroll Bureau - Streamline your payroll processes and focus on your core business 
Payroll Specialist - Payroll software for those operating in specialist markets or requiring 
specific tailored solutions. 
 

 

 

 

Follow us on Twitter: @qtacpayroll - Find us on Facebook: QTAC Payroll 

 

Our software will help make your payroll process as seamless and automated as possible 
whist minimizing the additional administration required to manage Auto Enrolment. 

http://www.qtac.co.uk/
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HHeellppffuull  SStteeppss                

  

WWhhaatt  yyoouu  nneeeedd  ttoo  ddoo  nnooww  

  

1: Point of Contact - Nominate someone in your organization as a point of contact, someone 
who will be in charge of the transition into auto enrolment and your continued handling of it.  
2: Confirm Staging Date - You will need to confirm your company staging date and start 
working towards this date. You may not know your staging date, so you can use an online 
staging date calculator. The Pension Regulator Staging Date Calculator: 
www.thepensionsregulator.gov.uk/employers/staging-date-timeline 
 

WWhhaatt  yyoouu  nneeeedd  ttoo  ddoo  bbeettwweeeenn  nnooww  aanndd  ssttaaggiinngg  

  

3: Assess your workforce/Run a pre staging date assessment - Look into your employees and 
assess those that will be auto enrolled, this will help you understand what’s to come. We will 
be providing a function to do this in our software in the near future. 

4: Select a pension provider/Review your existing pension schemes - You will need to 
research into and select a pension scheme that is right for both you and your employees. QTAC 
will provide a link with 3 different pension providers: NEST, NOW Pensions and The Peoples 
Pension. If you have an existing pension scheme then speak with your pension provider – 
remember the existing scheme must meet the requirements of an auto enrolment workplace 
pension. 
 
5: Inform your workforce - Keep your employees informed of the changes, so that they are 
aware of what will be happening and when. Remember that not all employees will be enrolled 
into the pension scheme, only those who qualify. 

WWhhaatt  yyoouu  nneeeedd  ttoo  ddoo  aatt  ssttaaggiinngg 

 
6: Enrol any eligible jobholders – Anyone who qualifies for the pension scheme should be 
enrolled. They can of course choose to opt out if they choose. 
 
7: Register with ‘The Pensions Regulator’ – Employers MUST register to confirm they have 
complied. The deadline is 4 months after the company staging date. 

8: Continue monitoring employees to enrol and contribute to workers pensions – You will 
have to pay the contributions to your pension scheme provider, and provide them with details 
of contributions being made for each employee. 

  

http://www.thepensionsregulator.gov.uk/employers/staging-date-timeline
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TThhee  PPeennssiioonnss  RReegguullaattoorr          

The Pensions Regulator is overseeing the implementation of auto enrolment workplace 
pensions. 
 

Find out more about The Pensions Regulator:  
www.tpr.gov.uk 

 
Employers MUST register with the Pensions Regulator to confirm the company 

is complying with the changes to pensions. The deadline for registering 
is 4 months after the company staging date. 

 
Employers will need to provide a number of details when registering with The Pensions 
Regulator, such as: 
 

 Employer details – Name, Address, Email and all PAYE reference numbers 
 Details of the pension scheme(s) being used – Scheme name, Address, Employer 

Pension Scheme Reference (EPSR), Pension Scheme Registry number (if you 
have one) 

 The number of workers employed on the staging date (or on the last day of any 
postponement periods) 

 Number of eligible jobholders automatically enrolled into the pension scheme 
 

 
 Employers may receive penalties/fines for late registration. 

 
For further information on registering with The Pensions Regulator visit: 

www.autoenrol.tpr.gov.uk 

 

  

  

http://www.tpr.gov.uk/
http://www.autoenrol.tpr.gov.uk/
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UUsseeffuull  LLiinnkkss                

  

The Pensions Regulator 
www.tpr.gov.uk 
 
The Pension Regulator Staging Date Calculator 
www.thepensionsregulator.gov.uk/employers/staging-date-timeline 
 
Register online with The Pensions Regulator 
www.autoenrol.tpr.gov.uk 
 
Helpful Government Website for Employees and Auto Enrolment 
www.gov.uk/workplace-pensions 
 
Money Advice Service Pension Contribution Calculator 
www.moneyadviceservice.org.uk/en/tools/workplace-pension-contribution-calculator 
 
State Pension Age Calculator 
www.gov.uk/calculate-state-pension 
 
Will I be auto enrolled into a workplace pension? 
www.gov.uk/auto-enrolled-into-workplace-pension 
 
Tax Relief on Workplace Pensions 
www.nidirect.gov.uk/workplace-pensions-and-tax-relief 
 
QTAC Website 
www.qtac.co.uk 
 
 

Follow us on Twitter: @qtacpayroll - Find us on Facebook: QTAC Payroll 

http://www.thepensionsregulator.gov.uk/employers/staging-date-timeline
http://www.autoenrol.tpr.gov.uk/
http://www.gov.uk/workplace-pensions
http://www.moneyadviceservice.org.uk/en/tools/workplace-pension-contribution-calculator
http://www.gov.uk/calculate-state-pension
http://www.gov.uk/auto-enrolled-into-workplace-pension
http://www.nidirect.gov.uk/workplace-pensions-and-tax-relief
http://www.qtac.co.uk/
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Additional material and information referenced from ‘The Pensions Regulator’. 
www.thepensionsregulator.gov.uk 

 
The information contained in this guide is correct as of date of publishing. Some of the 

information may become inaccurate over time, for example because of changes to the law. 
For the latest information visit our website. 

 
 


