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[bookmark: _Toc12025749]2.0	Questionnaire

All the information requested below is required to enable the Auto Enrolment set up, please ensure you complete all boxes.
Please return your completed form to your Implementer

	Company Details  




	Client Name
	

	Payroll Reference Number(s)
	

	Contact Telephone Number
	

	Contact Name
	

	Contact Email Address
	

	In which pay period should employees be assessed for Auto Enrolment for the first time?
	Please indicate:
Pay period -
Pay date for above period -



Important Note: -
In order to build your Workplace Pension Scheme we need to obtain information about your scheme and how you want it to operate.  We recommend that you complete this questionnaire in consultation with your Pension Provider or Financial Advisor.

	Scheme Details   




	Description
	Client Response

	Pension Provider 
Please give the name of the pension provider for your AE scheme.

	

	Scheme Reference 
If using NEST or Scottish Widows there will be an Employer Reference – this is a mandatory field
	

	[bookmark: h.30j0zll]Do you require Salary Sacrifice for your Auto-Enrolment scheme (See note 3)
If you answer ‘Yes’ an additional set up charge of £200 will automatically be applied.
Please answer the following questions:  
· [bookmark: h.1fob9te]Do you wish enrolled employees to default as salary sacrifice or none salary sacrifice? (You will be to change this option for individual employees)  
· Will all or a proportion of the ER’s NI savings enhance the pension contributions?
· If employees choose not to sacrifice contributions how should tax relief be applied? See note 9 (Please indicate by selecting relevant box)
	





Please indicate default:









	Enter Staging Date (See note 4)
	

	Postponing your start date (See note 5)
Postponement is an additional flexibility that allows an employer to choose to postpone automatic enrolment for a period up to three months.

Enter your chosen start date
	

	Deferral Periods for New Starters (See note 6)
Enter the number of pay periods that New Starters can be deferred entry into the scheme. Maximum of 3 months.

Enter the number of pay periods
	

	Entitled Workers Employers contribution (See note 7) (Enter Yes or No)
	


	Automatic Calculation (See note 8)
	

	Tax Relief (See note 9) 
(Please indicate by selecting relevant box)
	

	Pensionable Pay Basis (Certification) (See note 10) 
Please note that if you select Set 1, Set 2, or Custom you will be sent a list of pay element codes and be asked to indicate which should be included in the calculation Pensionable Pay (the earnings that the EE and ER Contribution Rates are applied to)
(Please indicate by ticking the relevant box)
	





	Contribution Rates (See note 11)
Contribution Rates - please advise what Employee & Employer default Contribution % rates should be applied for the Auto Enrolment scheme.
Please specify % for each
	Employee %:_____________________


Employer %: _____________________

	Qualifying Pension Schemes (see note 12)

· Do you have any existing pension schemes that meet the criteria to be classed as qualifying schemes? (Enter Yes or No)
· If Yes which pension codes relate to this qualifying scheme? Please also tell us the provider.  (Please list codes and pension  provider for each qualifying scheme)

· Are any of the existing schemes also being used for auto enrolment? (Enter Yes or No)
· If Yes are there any existing AVC’s or other codes relating to this scheme?

· Are any of the existing schemes being closed and members moved to the new auto enrolment scheme? (Enter Yes or No)
· If Yes are they retaining their contribution levels or reverting to the standard rates for auto enrolment? (Please indicate if retaining existing rates or standard AE rates) 
	

















	Exclusions (see note 13)
Do you have any Directors who should be excluded from the auto enrolment process?  

Please ensure you have checked the employment status carefully of anyone you are intending to exclude.
	Please provide names:

	Special requirements?
Are there any other issues or special requirements for your scheme, which have not been covered by the questions so far?  If yes please provide as much detail as possible here and a member of the Team will contact you to discuss
	

	Nominal/General Ledger Changes
Do you receive a Nominal/General Ledger file that requires changing as a result of this pension scheme being set up?

If ‘Yes’ you will be asked to complete a separate form and provide further details. Please note an additional charge may be applied.(Please indicate Yes or No)
	











	Additional Details  

	


































	Confirmation



	Name of the Person completing this form
	

	Contact Number
	

	E-mail Address
	

	Date on which the Form is completed
	

	Signature
	




[bookmark: _Toc12025750]3.0	Guidance Notes

The standard qualifying test for automatic enrolment is based on assessable earnings, also known as Qualifying Earnings.   
[bookmark: h.3znysh7]The auto enrolment team will include any items attracting National Insurance contributions in the calculation of assessable earnings - if you require additional elements including in this calculation which are not NI’able, please contact the team. 
 Please note that assessable earnings can be different to pensionable pay depending on the scheme rules, so please ask your Pension Provider for advice on this. 
[bookmark: h.2et92p0]The annual earnings trigger for automatic enrolment for the 2018/2019 tax year is £10,000, i.e. an employee must earn over this figure (see table below):

	
EARNINGS

	
AGED 16 - 21
	
AGED 22 – SPA
	
AGED SPA - 74

	
Under lower earnings threshold of £6,032

	
Entitled Worker ‘W’
(Can request to join a scheme)

	
Between £6,032 and £10,000

	
Non-eligible Jobholder ‘N’
(can ‘Opt In’ to an auto enrolment scheme)


	
Over earnings trigger of £10,000 for automatic enrolment

	
Non-eligible Jobholder ‘N’
	
Eligible Jobholder ‘E’ (must auto enrol)
	
Non-eligible Jobholder ‘N’



1.	Pension Provider
Please provide the name of your Auto Enrolment scheme provider.

2.	Employer Reference
If you are using NEST/Scottish Widows as the provider for your Auto Enrolment scheme an Employer Reference will have been allocated by NEST/Scottish Widows when you registered with them. 

3.	Salary Sacrifice
If you require salary sacrifice for your auto enrolment scheme please answer all questions in this section. 

4.	Staging date
The Pension Regulator will have contacted you in regard to your entry into the auto enrolment scheme and given you a staging date, please enter this date into question 4.
NB:  
Re-Enrolment will take place 3 years after staging, Employees previously opted out will be reassessed on this date.
Legislation allows this date to be brought forward or postponed by 3 months.  If this applies to your company you must inform the Auto Enrolment Team
Unless told otherwise The Auto Enrolment Team will assume your date is 3 years from staging

5.	Postponement 
You may be able to use a postponement period of up to three months from your staging date before you have to automatically enrol any workers. This is known as postponement.  If you do this, eligible jobholders and those workers with the right to opt-in can still join during this time (i.e. between the Staging Date and the Postponement Date).
If Auto-Enrolment is being postponed, then enter the date on the questionnaire when employees are to be assessed for the first time.  Please be aware that your auto enrolment scheme will still need to be set up from your staging date to allow employees the option to opt in.
Where a postponement of Auto-Enrolment is being applied, it is the employer’s responsibility to ensure that you are fully compliant with the legislation on postponement.  It is also recommended that this is discussed with your pension provider.

6. 	Postponement Period New Starters
[bookmark: h.pkwqa1]Employers can choose to defer auto enrolment of New Starters up to a maximum of three months.  Postponement must be indicated in pay periods i.e:
· Monthly payroll – maximum postponement is 3 periods
· Weekly payroll – maximum postponement is 13 periods
· 2 weekly payrolls – maximum postponement is 6 periods
· 4 weekly payrolls – maximum postponement is 3 periods
Employers may want to use this typically for employees on a probationary period.
[bookmark: h.39kk8xu]Deferment is calculated as follows:
[bookmark: h.1opuj5n]For a company using 3 months deferral the employees start month, based on their start date, is calculated as month 1, second month = 2, third month = 3, Assessed in month 4.
[bookmark: h.48pi1tg]Example:
[bookmark: h.2nusc19]An employee starts on the 16 July, but is not paid until August payroll. The employees postponement period will be calculated as follows:-
[bookmark: h.1302m92][bookmark: h.3mzq4wv]July = month 1
August = month 2
[bookmark: h.2250f4o]September = month 3
October = Employee will be assessed.

7.	Entitled Workers

An Entitled Worker is a person who:
· Is aged between 16-74
· Is working or ordinarily works in the UK under their contract
· does not have Qualifying Earnings

As part of the auto enrolment regulations an Entitled Worker has the right to request to join a pension scheme.  The employer is able to refuse this request.  

If as an employer you choose to allow Entitled Workers to join the pension scheme, you do not have to apply Employer contributions.  Please indicate if you would like to apply Employers contributions or not.

8.	Automatic Calculation 

If this is set to Y the Auto Enrol date will be added to each employee automatically during the pay cycle, providing all the necessary criteria are met.

If set to N the enrolment dates and pension code are manually added to the employee.  It is the Employers responsibility to inform Moorepay when an employee should be enroled into the scheme.


9.	Tax
[bookmark: h.haapch]Employees are entitled to tax relief on their contributions, different pension providers have different rules as to how this should be applied.
[bookmark: h.319y80a]
[bookmark: h.1gf8i83]Option 1
[bookmark: h.40ew0vw]Taxable pay is reduced by the value of the employee’s pension contribution meaning employee’s pay is lower for tax purposes; resulting in employees getting the maximum tax relief on their contributions immediately before tax is calculated. This means the employee will get the tax relief on the pension contribution through the payroll.
If the member contributes 1 percent 
· 1% from their pay is the value sent to the pension provider.
[bookmark: h.2fk6b3p]
[bookmark: h.upglbi]Option 2 
[bookmark: h.3ep43zb]Is your scheme using relief at source (RAS) where the Pension Provider claims tax relief back from HM Revenue & Customs (HMRC) on behalf of an eligible member after contributions are paid to them?
If the member contribution is 1 per cent contribution deducted and they're eligible for tax relief their actual contribution will be made up of:
· 0.8 per cent from their pay – this is what you send to the pension provider
· 0.2 per cent tax relief – this is what the pensions providers claims from the government
[bookmark: h.1tuee74]It is important that you get your Pension Provider to answer this question for you, as incorrectly applied tax relief can result in files being rejected at the Pension Provider and additional charges to correct retrospective calculations.
[bookmark: h.tyjcwt][bookmark: h.3dy6vkm]10.	Pensionable Pay (Certification) 
[bookmark: h.1t3h5sf]Pensionable Pay is the amount of money that is used to calculate pension contributions.  This is called the earnings basis or certification and should be agreed with the Pension Provider.
[bookmark: h.4d34og8]Many employers choose to use Qualifying Earnings, because it is the standard way to calculate the statutory minimum.  Alternatively, you are able to choose a number of other ways to calculate contributions and still meet the legal minimum requirements, this is called certification.
There are 3 types of certification available, which are known as Sets.  Each of the sets has minimum contribution rates depending on the earnings basis chosen.  If you choose certification you must review this at least every 18 months.
Some pension providers also allow you to use any earnings basis and any contribution rates provided you ensure that you are paying at least the statutory minimum contributions.
[bookmark: h.2s8eyo1][bookmark: h.17dp8vu]Qualifying Earnings
[bookmark: h.3rdcrjn]Pension contributions will be calculated based on Qualifying Earnings (all pay items subject to National Insurance) – contributions will be calculated on earnings between £6,032 pa and £46,350 pa for 2018/19. If you require ‘Basic pay’ only to be pensionable then you must not choose ‘Qualifying Earnings’ as your certification.  
	[bookmark: h.lnxbz9]Date
	[bookmark: h.35nkun2]Minimum contributions
[bookmark: h.1ksv4uv](as a percentage of a worker’s pensionable earnings)

	[bookmark: h.44sinio]October 2012 – March 2018
(Introductory rate)
	[bookmark: h.2jxsxqh]Minimum contribution: 2 per cent.
[bookmark: h.z337ya]The employer must pay at least 1 per cent of this.

	[bookmark: h.3j2qqm3]April 2018 – March 2019
(Introductory rate)
	[bookmark: h.1y810tw]Minimum contribution: 5 per cent.
[bookmark: h.4i7ojhp]The employer must pay at least 2 per cent of this.

	[bookmark: h.2xcytpi]April 2019 onwards
(Full rate)
	[bookmark: h.1ci93xb]Minimum contribution: 8 per cent.
[bookmark: h.3whwml4]The employer must pay at least 3 per cent of this.


[bookmark: h.2bn6wsx]
[bookmark: h.qsh70q]Certification Set 1 
Set 1 - Pensionable Pay must be at least equal to ‘basic pay’ (see *NOTE).  Contributions are taken from the first pound of pensionable earnings.
*NOTE:  ‘Basic pay’ is defined as the gross earnings of the worker, disregarding the gross amount of commission, bonuses, overtime or similar payments, shift premium pay, and other allowances such as relocation, fire warden etc.  Statutory and holiday payment codes must be included.
	[bookmark: h.3as4poj]Date
	[bookmark: h.1pxezwc]‘Set 1’ Minimum contributions
(as a percentage of a worker’s pensionable earnings)

	[bookmark: h.49x2ik5]October 2012 – March 2018
[bookmark: h.2p2csry](Introductory rate)
	[bookmark: h.147n2zr]Minimum contribution: 3 per cent.
[bookmark: h.3o7alnk]The employer must pay at least 2 per cent of this.

	[bookmark: h.23ckvvd][bookmark: h.ihv636]April 2018 – March 2019
(Introductory rate)
	[bookmark: h.32hioqz]Minimum contribution: 6 per cent.
[bookmark: h.1hmsyys]The employer must pay at least 3 per cent of this.

	[bookmark: h.41mghml][bookmark: h.2grqrue]April 2019 onwards
(Full rate)
	[bookmark: h.vx1227]Minimum contribution: 9 per cent.
[bookmark: h.3fwokq0]The employer must pay at least 4 per cent of this.


[bookmark: h.1v1yuxt]
[bookmark: h.4f1mdlm]Certification Set 2
Set 2 - Pensionable Pay must be at least equal to ‘basic pay’ (see *NOTE) and must constitute at least 85% of total earnings.  The ratio of pensionable pay to total earnings can be calculated as an average at scheme level.  Contributions are taken from the first pound of pensionable earnings.
*NOTE:  ‘Basic pay’ is defined as the gross earnings of the worker, disregarding the gross amount of commission, bonuses, overtime or similar payments, shift premium pay, and other allowances such as relocation, fire warden etc.  Statutory and holiday payment codes must be included.

	[bookmark: h.2u6wntf]Date
	[bookmark: h.19c6y18]‘Set 2’ Minimum contributions
[bookmark: h.3tbugp1](as a percentage of a worker’s pensionable earnings)

	[bookmark: h.28h4qwu][bookmark: h.nmf14n]October 2012 – March 2018
(Introductory rate)
	[bookmark: h.37m2jsg]Minimum contribution: 2 per cent.
[bookmark: h.1mrcu09]The employer must pay at least 1 per cent of this.

	[bookmark: h.46r0co2]April 2018 – March 2019
[bookmark: h.2lwamvv](Introductory rate)
	[bookmark: h.111kx3o]Minimum contribution: 5 per cent.
[bookmark: h.3l18frh]The employer must pay at least 2 per cent of this.

	[bookmark: h.206ipza]April 2019 onwards
[bookmark: h.4k668n3](Full rate)
	[bookmark: h.2zbgiuw]Minimum contribution: 8 per cent.
[bookmark: h.1egqt2p]The employer must pay at least 3 per cent of this.


[bookmark: h.3ygebqi]


Certification Set 3
[bookmark: h.2dlolyb]Set 3 – Pensionable Pay is equal to total earnings.  Earnings must include everything that is included in the definition of Qualifying Earnings (any earnings subject to National Insurance).  Contributions are taken from the first pound of Pensionable Earnings. If you require ‘Basic pay’ only to be pensionable then you must not choose ‘Set 3’ as your certification.  

	[bookmark: h.sqyw64]Date
	[bookmark: h.3cqmetx]‘Set 3’ Minimum contributions
[bookmark: h.1rvwp1q](as a percentage of a worker’s total earnings)

	[bookmark: h.4bvk7pj][bookmark: h.2r0uhxc]October 2012 – March 2018
(Introductory rate)
	[bookmark: h.1664s55]Minimum contribution: 2 per cent.
[bookmark: h.3q5sasy]The employer must pay at least 1 per cent of this.

	[bookmark: h.25b2l0r][bookmark: h.kgcv8k]April 2018 – March 2019
(Introductory rate)
	[bookmark: h.34g0dwd]Minimum contribution: 5 per cent.
[bookmark: h.1jlao46]The employer must pay at least 2 per cent of this.

	[bookmark: h.43ky6rz][bookmark: h.2iq8gzs]April 2019 onwards
(Full rate)
	[bookmark: h.xvir7l]Minimum contribution: 7 per cent.
[bookmark: h.3hv69ve]The employer must pay at least 3 per cent of this.


[bookmark: h.1x0gk37]
[bookmark: h.4h042r0][bookmark: h.1baon6m][bookmark: h.3vac5uf]11.	Contribution Rates 
For all Auto-Enrolment pension schemes, please advise the EE and ER Contribution % rates that should be applied taking into account the minimum contribution levels from the tables in Step 10.  The rates supplied will be set as a default so will be applied from an employee’s enrolment date but can be changed for individual scheme members as and when required. 
[bookmark: h.2afmg28][bookmark: h.4du1wux]
12.	Qualifying Pension Scheme Codes
An employer must automatically enrol any eligible jobholder into an automatic enrolment scheme, unless they are already an active member of a qualifying scheme with that employer.  
It is the responsibility of the employer to ensure that any existing pension scheme(s) meet the criteria to be classed as a Qualifying Scheme.
The pension scheme code numbers can be determined using either the ‘Schedule of Payment & Deduction Codes’ report, ‘Summary of Costs’ report,  or the ‘Department Analysis’ report.
Any codes listed in box 12 will be taken as being an existing qualifying pension scheme.
Any employees who are currently a member of these schemes will be omitted from being assessed for auto enrolment.  Moorepay will not carry out any checks to ensure individual employees contributions comply with legislation.
Any employees who are currently a member of a non-qualifying pension scheme will be assessed for auto enrolment and if eligible will be enroled.  If they do not wish to remain in the scheme they will have to opt out. 
13.	Exclusions
There are specific rules around the requirement to enrol Directors. In some circumstances Directors can be excluded from the auto enrolment process. Please visit the Pension Regulators website for more information.  It is your responsibility to check the employment status of your Directors before excluding them from auto enrolment.  
· Please note: It is your responsibility as the Employer  to ensure you have completed The Declaration of Compliance in the time scale required by the Pension Regulator 
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