Employer’s Guide to Workplace Pension (WPP) Automatic Enrolment (AE)

18-12 months before your
Staging Date...

The Pensions Regulator (TPR) will write to
inform you of your employer duties,
confirm your Staging Date, provide a
unique letter code and may ask you to
confirm Primary and Secondary points of
contact, which you should do as soon as
possible. F&L Financial Services can help
you with this.

9 months before your Staging
Date...

Carry out a preliminary assessment of your
workforce to establish those classed as
‘workers’ for AE purposes. This includes a
review of partners, zero-hour staff,
contractors and overseas workers.

Review employment contracts for any
potential conflict with AE rules. Check if
any of your employees have Lifetime
Allowance Protection, as those individuals
will not want to be enrolled into the WPP.

Start thinking about how you are going to
meet your employer duties. You will need
to begin an internal consultation to
establish the key decisions to be made.

Factors such as postponement (delay in
implementation), the basis for the pay
reference period, pensionable pay
definition and the contribution structure
will all need to be taken into account.

F&L Financial Services can produce an
Initial Assessment Report that will highlight
the key decisions you need to make and
provide forecasted costings to enable you
to budget and formulate a strategy.

TPR will usually write to you again
reminding you of your duties.

It is crucial to establish which providers are
offering the best terms and decide which
pension you are going to use for your
workers. The WPP will need to comply
with AE requirements, as well as being
tailored to reflect the needs of your whole
workforce.

F&L Financial Services can prepare a
Recommendation Report outlining the
providers who have the most competitive
terms for your workforce. Once you have
reached a decision, F&L Financial Services
will help you implement the plan by
working closely with your chosen pension
and payroll providers to ensure everything
is set up correctly.

6 months before your Staging
Date...
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Now is a good time to check your
payroll/software solutions are
compatible with the many requirements
of AE and take steps to ensure you have
a fully compliant and robust
administrative process in place...

You may also wish to send a 'soft'
communication to your workforce
informing them of the impact of the new
regulations. This might take the form of a
company email or FAQ.

You will need to consider whether
further communication will need to be
issued depending on each employee's AE
'journey'. This needs to contain regulatory
wording and has to be sent within a
specified timeframe.

3 months before your Staging
Date...

9TPR will send another reminder
about your duties.

By now, you should have decided and
confirmed which WPP provider you are
going to use and taken steps to ensure the
WPP will be in place by your Staging Date.

From your Staging Date
onwards...

Assess your staff at each pay reference
period in order to establish worker status.
Depending on whether you have selected
to use postponement, this could be from
your actual Staging Date or 3 months after
this date.

You must write to your workforce no later
than 6 weeks following your Staging Date.
Letters must contain regulatory wording,
reflect the individual worker's category
and confirm whether or not
postponement is being used.

Workers who have been 'Automatically
Enrolled' or opted into the WPP will need
to have policies set up with the chosen
WPP provider within 6 weeks from their
enrolment date.

Contributions must be paid to the WPP
provider on a pre-determined basis
(usually monthly) so that the premiums can
be allocated to the member plans. This
must be concluded by the 22nd of the
month following deduction from payroll.
(There are special circumstances
immediately after AE.)

F&L Financial Services can help identify
ongoing 'Statutory Communication'
requirements and what to include within
them.
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Opt outs will need to be managed and
refunds issued to employees who leave
the plan within the 'designated period' (1
month following AE). Opt ins will also
need to be accommodated.

You will also need to ensure that the
relevant records are kept in line with TPR's
guidance (6 years for prescribed
information and 4 years for opt outs).

No later than 1 month after
your Staging Date...

Depending on the contribution basis, you
will need to have a valid Certificate on
record to reflect your pensionable
earnings definition. This will include
information about the WPP provider and
Certificate expiry date.

No later than 5 months after
your Staging Date..

Complete TPR's Declaration of
Compliance. This in an official way of
confirming you have complied with your
duties and it is vital that the information
you present to them is accurate.

Around 1 year after your Staging
Date...

F&L Financial Services can help you review
existing arrangements and make
recommendations.

Around 3 years after your
Staging Date...

You will need to re-enrol your employees
(those who are 'Eligible' and are not
members of a 'Qualifying Scheme').

You will also need to complete another
Declaration of Compliance to
demonstrate adherence to the reenrolment duties.

Failure to comply with any of your duties
may result in substantial fines. For
guidance on any aspect of Workplace
Pensions or other aspects of employee
benefits and financial services, please
contact us.
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