
Pensions Automatic Enrolment – what it means for your organisation 

Background 

Before 2018 every employer in the UK will have to have a workplace pension scheme in place.  This is due 

to the Pensions Act 2008. 

There has been a phased introduction of this requirement, with employers of less than 30 staff having 

the latest staging date of between January 2016 and April 2017. 

 

Who has to be enrolled? 

You need to automatically enrol and make contributions for anyone who: 

- Isn’t already an active member of a qualifying scheme 

- Works or usually works in the UK 

- Is at least 22 but under State Pension age. 

These are known as ‘eligible jobholders’ 

The automatic enrolment earnings trigger of £10,000 applies to the 2014/15 tax year and is reviewed 

every year by the government. 

You will also need to enrol the following workers if they ask you to: 

• Non-eligible jobholders (with earning between £5,772 and £10,000) 

• Workers without qualifying earnings, also known as entitled workers (earnings up to £5,772) 

You’ll need to make contributions for non-eligible jobholders as well and you can choose to make 

contributions for workers without qualifying earnings, but you don’t have to. 

 

Letting your workers know what’s happening 

You have a legal responsibility to let your workers know how the reforms affect them, even if they’re not 

eligible for automatic enrolment.  That means telling them: 

� Whether they’re being automatically enrolled or have the right to opt in 

� Whether they’re entitled to contributions from you and how much they’ll need to contribute 

� About the scheme you’ve chose 

� When they’ll be affected. 

 

Letter templates to achieve this can be found on the NEST website here:  

https://www.nestpensions.org.uk/schemeweb/NestWeb/includes/public/docs/Employers-guide-to-

automatic-enrolment,PDF.pdf 

Opting out 

Eligible jobholders and non-eligible jobholders can opt out within one month of their enrolment. If they 

opt out you’ll need to refund any contributions they’ve made and treat them as if they were never 

enrolled. Workers can choose to stop contributions after the opt-out period. They may be entitled to a 

refund depending on the rules of the scheme you’re using.  Workers can opt out online or by telephone. 

Workers can also ask to opt out by giving you a paper form. 

 

You may be able to hold on to contributions during the opt-out period rather than sending them on.  This 

makes it quicker and easier to make refunds if necessary but it could make your payroll process more 

complicated.  



Contributions 

The new duties mean you’ll need to make a 

minimum level of contributions on behalf of many 

of your workers.  The legal minimum combined 

contribution (employees and employers parts, plus 

the tax relief) for all jobholders is 2% of their 

qualifying earnings until October 2017. Of this, the 

employer will need  to pay at least 1%. You can pay 

more if you want to.  Minimum contributions will 

increase gradually over the next few years. The 

combined minimum contribution rate for 

qualifying earnings rises to 8% from October 2018 

onwards, of which the employer must pay 3%. 

 

Qualifying earnings is a band of gross annual 

earnings on which you can calculate contributions 

for automatic enrolment. This is between £5,772 

and £41,865 a year for the 2014/15 tax year. The 

figures will be reviewed every year by the government. Qualifying earnings include a worker’s salary, 

wages, overtime, bonuses and commission, as well as statutory sick pay, maternity, paternity and 

adoption pay. 

So, for example, if you pay a staff member only gross salary of £21,200 per year, the qualifying earnings 

are £21,200 - £5,772 = £15,428.  Employer’s minimum contribution would be £154.28 (1% of the 

qualifying contributions), increasing to £462.84 (3%) by October 2018. 

 Different ways to work out minimum contributions 

You don’t have to use qualifying earnings to work out contributions for jobholders. For example, you 

could use your existing definition of pensionable earnings if you already have a scheme in place or you 

might find it easier to use total pay. The legislation sets out the minimum contribution levels depending 

on the earnings definition you use.  

 

The Pensions Regulator can help you understand the best way of working out contributions for your 

organisation. Before you make a decision on this you should look at the information on their website (link 

below). There’s also an online calculator tool to help you decide what contributions to make. 

Where to go for more help: 

The Pensions Regulator http://www.thepensionsregulator.gov.uk/ 

NEST pensions (an eligible pensions provider) 

http://www.nestpensions.org.uk/schemeweb/NestWeb/public/NESTforEmployers/contents/nest-for-

employers.html 

Much of the information above has been taken from the NEST website. 
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