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Introduction:

The Auto Enrolment exercise was undertaken by KCC and Schools in March 2013.  This affected all staff in schools and placed obligations on the Head Teacher to manage it.  
Staff who have been employed on or after the 1 March 2013 will have been contractually enrolled into either the Teachers’ Pension Scheme or the Local Government Pension Scheme (if they have a contract for more than 3 months) but if they opt out of the contractual arrangements, they will have to be Re-enrolled if they meet the criteria below and they will need to be re-enrolled every three years thereafter. The next Re-enrolment date is 1st June 2022. 
Why is this happening
This is a statutory obligation, and all schools must comply with the legislation.  

People are living longer and could be retired for twenty years and so they need to think about how they will fund it.  The government is getting employers to enroll their workers automatically into a workplace pension so it's easier for people to start saving.
All staff will need to be enrolled into a workplace pension if they:
•
are not already in an occupational pension scheme (LGPS or TPS) 

•
are aged 22 or over 

•
are under State Pension age 

•
earn more than £192 per week, or £833 per month, or £10,000 per year (2022/23)

•
work in the UK
Staff who do not meet these criteria will have the right to opt into a scheme.
When they pay into the pension, the employer pays a contribution, and the government will contribute too in the form of tax relief. 
Employer Duties:

As part of our statutory requirements, the regulations provide a list of employer duties:

· To automatically re-enrol certain members of their workforce into a qualifying pension scheme 

· To make a contribution towards the scheme

For the Re-Enrolment process any eligible job holder (as defined below) who is not in a qualifying scheme, will need to be automatically re-enrolled.  Note: each contract of employment is dealt with separately for Re-Enrolment purposes.
There are 3 categories of workers (workers rather than just employees and can include some contractors or agency workers)

Eligible jobholders – are eligible for auto re-enrolment and are those who:

· Earn more than the qualifying earnings trigger (currently £192 per week, or £833 per month, or £10,000 per year),
· Are aged between 22 and state pension age and 

· Are working, or ordinarily, work in the UK

Non-eligible jobholders – are not eligible for automatic re-enrolment but who can choose to opt into the scheme if they wish. Their criteria are that they are:

· Entitled Worker – Age 16 to 74 and under the lower earnings threshold and 

· Non-Eligible Job Holders - Age 16-21 or SPA
 to 74 and over earnings threshold
Each worker needs to be written to informing them of the details of the scheme and of the information relevant to their category.  Letter templates can be found in Appendix 1 of this document.  Further information will be sent out in E-Bulletins in due course and a new “Re- Enrolment” page has been set up on KELSI.
Note: Those who are in the 50/50 Section of the Local Government Pension Scheme need to be put back into the Main Section.  They can then opt to go back into the 50/50 section.
How this all relates to KCC and schools

The Local Government Pension Scheme (LGPS) and Teachers’ Pension Scheme (TPS) are both well above the new minimum standard and so are deemed to be “qualifying schemes” and as people are appointed to work( in KCC and/or schools they are automatically contractually enrolled into one of these schemes
 and they have 3 months in which to opt out when they are contractually enrolled. 
Under the Auto Re-Enrolment regulations, we will be obliged to go through the process of assessing our workers and assigning them to one of the categories above.  Those “Eligible Job Holders” will have been contractually enrolled into either LGPS or TPS but they have the right to opt out.   
If they have opted out, they will need to be re-enrolled and if they wish they can opt out again within one month of being automatically re- enrolled, under contractual enrolment they have 3 months to opt out.  

It is, therefore, important for schools to assess their staff and assign them to a category.  This data will need to be maintained and when a worker becomes an “Eligible Job Holder” the school will be obliged to inform their payroll provider and request them to auto enrol the worker into the relevant scheme.  This is a continuation of what currently happens.
If you buy the SPS IntePay Service, this will be done for you as part of your package.
It is important to understand that “Contractual” enrolment is different to “Re- enrolment”.

NB: Any worker will have the right to opt into either the LGPS or TPS at any time(.

Next step forward:

Information will be sent out to schools via the E-Bulletin so please ensure that you look out for these.
What this means to schools:

We would strongly encourage you to start looking at the data that you hold on your staff and ensure that information about their pension status (i.e. if they are in a scheme and/or which scheme they are eligible for) is recorded.

For those schools who buy the SPS IntePay Service Reenrolment will be included in your package.
The next re-enrolment Date is 1st June 2022.
Eligible job holders who have opted out of the scheme must be automatically re-enrolled every three years on the anniversary of the staging date (i.e., 2019 and so on).  These people must, therefore, be re-enrolled in June 2022 and sent Letter 1a or 1b.
Non Eligible jobholders and Entitled Workers who are not re-enrolled will need to be sent Letter 2a or 2b. 
You are obliged to tell your payroll provider who should be auto re-enrolled, when they should be auto re-enrolled and which scheme, they are entitled to be in. 

NB: If you buy SPS IntePay Service this will be included in your package.
Declaration of Compliance
KCC needs to complete the Declaration of Compliance. In order to do this KCC will need the information from your school as detailed in the Declaration Form (see appendix 2).
Please e-mail the completed declaration form to Reenrolment.pensions@kent.gov.uk no later than Friday 22nd July 2022
Opt out inducements

The Auto Enrolment regulations came into force in July 2012 and since that time it has been illegal to offer employees inducements to opt out of a qualifying pension scheme.  This means that you should not take any action which attempts to persuade a member of staff not to join or opt out of the pension scheme.  This could be as simple as giving a member of staff an opt out form.  Please, therefore, ensure that you do not keep copies of the opt-out forms in the office.  If someone requests a form they must obtain this from either Kent Fund Pension (for LGPS) or the Teachers’ Pensions websites.  
Exemptions 
· If any of your employees is a worker who has built up pension savings above the Lifetime Allowance for HMRC purposes and is protected from tax charges on those savings under HMRC’s primary, enhanced or fixed protection requirements they will be exempt from the process.
· If any of your employees have opted out or ceased active membership of either the TPS or the LGPS at their own request within the 12 months before the automatic Re-enrolment date, they will be exempt from the process.

· If any of your employees have given in their notice to end their employment (resignation or retirement) or been given notice of dismissal, they will be exempt from the process.

Keeping Records (Same as for Auto Enrolment)
Since the introduction of employer’s duties in 2012, there is a new legal requirement on employers to keep certain records.  The records that an employer must keep will enable them to prove that they have complied with their duties.  Keeping accurate records also makes good business sense because it can help an employer to:
· Avoid or resolve potential disputes with employees

· Help check and reconcile contributions made to the pension scheme.

By law, there are two different types of records that an employer must keep.  These are: 

· Records about jobholders and workers e.g. name, National Insurance number, opt-in notice and joining notice
· Records about the pension scheme e.g. employer pension scheme reference and scheme name and address
Employers can use their existing business documentation (e.g. payroll records) for the purpose of collecting and storing records, but should note that the notices (an opt-in notice, joining notice or opt-out notice) must be retained in the original format, as this is proof of an individual exercising a right.  Copies of the original format or electronically-stored versions are acceptable.  All records, however, must be kept in such a form and manner that they are legible or can be provided to the Regulator in a legible format.
If you outsource your business/payroll administration to a third party you must authorise the third party to keep, preserve and/or provide these records on your behalf.  It remains, however, your legal responsibility, as the employer to ensure that these records are kept, and if requested, produced.
The Pension Regulator expects employers to have an appropriate system in place with any service provider to ensure:

· Record-keeping requirements are being adhered to

· Records can be produced to the Regulator (if requested) in a timely manner.

For a full list of information that needs to be kept please see Appendix 2.
Further information is available from:
HR Helpdesk (if you buy a HR/Payroll service from Cantium Business Solutions) telephone: 03000 411 112 or contact them on live chat via the Customer Portal.
Other Useful Sources of Help:

· Kent Pension Fund Website (for all information relating to the Local Government Pension Scheme): http://www.kentpensionfund.co.uk 

· Teachers’ Pensions Website: https://www.teacherspensions.co.uk 

· Individuals and workers can find out more about how automatic enrolment into a workplace pension might affect them by visiting the Directgov website www.direct.gov.uk/workplacepension
· The Pension Advisory Service is an independent, non-profit making organisation which provides free advice about pensions. For more information visit the Pensions Advisory Service website: www.pensionadvisoryservice.org.uk
· The Pensions Regulator where you will find detailed guidance: http://www.thepensionsregulator.gov.uk/employers/detailed-guidance.aspx 
Appendix 1 – Letters
Letter 1a – Local Government Pension Scheme – RE-ENROLLED

Dear [NAME]
Local Government Pension Scheme - A change in the law that affects you

To help people save more for their retirement, all employers are now required by law to provide a workplace pension scheme for certain staff and pay money into it. Employers are also required to re-enrol their eligible staff and re-declare their compliance every three years.
We therefore re-enrolled you on [insert date] into our pension scheme in this pay period because you met all of the following criteria:  
· You earn over £192 per week, or £833 per month, or £10,000 per year
· You are aged 22 or over and

· You are under state pension age.
You can opt out of the pension scheme if you want to, but if you stay in you will have your own personal pension when you retire. Your pension will belong to you, even if you leave us in the future. 
Both you and we will pay contributions into it every pay period, and the government will also contribute through tax relief. 
The enclosed information will tell you everything you need to know about automatic Re-enrolment. You will also receive a Joiner Pack of information.

Yours sincerely,

[Signatory Name and Designation]

Your workplace pension questions answered

Why have I been automatically enrolled?

· All employers now have to put their workers into a pension scheme if they earn over £10,000 per year, are aged 22 or over and are under state pension age. This is the law, because the government wants to get more people to have another income in addition to the state pension when they retire. 

What if I don’t want to join the scheme?

· If you don’t want to join the scheme, you need to ‘opt out’. You can opt out in the one-month period starting on either the date of this letter or the date you were put into the pension scheme, whichever is the latest. You can opt out by completing the form available from the Kent Pension Fund website: http://www.kentpensionfund.co.uk/i_am_a_current_scheme_member.aspx and following the instructions.

· You will need to sign the form, or if you send it electronically it will need to include confirmation that you are submitting it personally. The form should be sent to the school office.
· The pension provider will also be able to tell you when the one month opt-out period started, if you aren’t sure.

· If you opt out during this period any contributions to your pension you have already made will be refunded and you will not have become a member of the scheme on this occasion. 

· If you want to stop making contributions after the end of this one-month period, you can. The contributions you have made already may be refunded but this will depend on the pension scheme regulations and how long you have been contributing. 

What if I opt out of the scheme but then change my mind in the future?

· You can ask to re-join the scheme by completing the Opt In Form on the Kent Pension Fund Website.

· We will pay contributions into the pension scheme as well.

If I opt out, what happens after that?

· Anyone who opts out or stops making contributions will be automatically enrolled back into a pension scheme at a later date (usually every three years if they meet certain criteria). This is because your circumstances may have changed, and it may be the right time for you to start saving. We will contact you when this happens, and you can opt out again if it’s still not right for you.

If I want to stay in the scheme, do I have to pay in?

· You will pay contributions from your earnings each pay period. This will be taken directly from your pay and will include tax relief from the government. We also currently pay in 21.3% (from 1 April 2022) of your earnings each pay period. 

Will this amount change?

· As your contribution is a percentage of your pay, the amounts will automatically go up or down if your earnings do. Also, the percentage we pay into your pension will be reviewed every 3 years. 

Letter 1b – Teachers’ Pension Scheme – RE-ENROLLED
Dear [NAME]
Teachers’ Pension Scheme - A change in the law that affects you

To help people save more for their retirement, all employers are now required by law to provide a workplace pension scheme for certain staff and pay money into it. Employers are also required to re-enrol their eligible staff and re-declare their compliance every three years.
We therefore re-enrolled you on [insert date] into our pension scheme in this pay period because you met all of the following criteria:  
· You earn over £192 per week, or £833 per month, or £10,000 per year 
· You are aged 22 or over and

· You are under state pension age.
You can opt out of the pension scheme if you want to, but if you stay in you will have your own personal pension when you retire. Your pension will belong to you, even if you leave us in the future. 
Both you and we will pay contributions into it every pay period, and the government will also contribute through tax relief. 
The enclosed information will tell you everything you need to know about automatic Re-enrolment. For more information about the Scheme visit the Teachers’ Pension Website.
Yours sincerely,

[Signatory Name and Designation]

Your workplace pension questions answered

Why have I been automatically enrolled?

· All employers now have to put their workers into a pension scheme if they earn over £10,000 per year, are aged 22 or over and are under state pension age. This is the law, because the government wants to get more people to have another income in addition to the state pension when they retire. 

What if I don’t want to join the scheme?

· If you don’t want to join the scheme, you need to ‘opt out’. You can opt out in the one-month period starting on either the date of this letter or the date you were put into the pension scheme, whichever is the latest. You can opt out by completing the form available from The Teachers’ Pension website: https://www.teacherspensions.co.uk/members/resources/forms/joining-or-leaving-the-scheme.aspx and following the instructions.

· You will need to sign the form, or if you send it electronically it will need to include confirmation that you are submitting it personally.  Please return the form to the school Office.
· The pension provider will also be able to tell you when the one month opt-out period started, if you aren’t sure.

· If you opt out during this period any contributions to your pension you have already made will be refunded and you will not have become a member of the scheme on this occasion. 

· If you want to stop making contributions after the end of this one-month period, you can. The contributions you have made already may be refunded but this will depend on the pension scheme regulations and how long you have been contributing. 

What if I opt out of the scheme but then change my mind in the future?

· You can ask to re-join the scheme by completing the Opt In Form on the Teachers’ Pension Website.

· We will pay contributions into the pension scheme as well.

If I opt out, what happens after that?

· Anyone who opts out or stops making contributions will be automatically enrolled back into a pension scheme at a later date (usually every three years if they meet certain criteria). This is because your circumstances may have changed, and it may be the right time for you to start saving. We will contact you when this happens, and you can opt out again if it’s still not right for you.

If I want to stay in the scheme, do I have to pay in?

· You will pay contributions  from your earnings each pay period. This will be taken directly from your pay and will include tax relief from the government. 

Will this amount change?

· As your contribution is a percentage of your pay, the amounts will automatically go up or down if your earnings do. Also, the percentage we pay into your pension will be reviewed regularly and will be updated on the Teachers’ Pension Website. 

Letter 2a – Local Government Pension Scheme - NOT Re-Enrolled
Dear [NAME]

Local Government Pension Scheme - A change in the law that affects you

To help people save more for their retirement, all employers are now required by law to provide a workplace pension scheme for certain staff and pay money into it. Employers are also required to re-enrol their eligible staff and re-declare their compliance every three years.
 We must enrol any of our staff who meet all of the following criteria:  
· You earn over £192 per week, or £833 per month, or £10,000 per year
· You are aged 22 or over and

· You are under state pension age

Because you did not meet these criteria, you have not become a member of the scheme automatically, but you can ask to join it if you want to. If you do join, each month you will put money into the pension directly from your pay and the government will also contribute through tax relief.  We will also pay 21.3% of your earnings each pay period.


If you want to join the pension scheme, please complete the Opt In Form on the Kent Pension Fund Website and return it to the School Office.
In the future if you earn more than £10,000 per year or turn 22, and you have not joined the scheme, we will automatically enrol you and tell you we have done this. 

Yours sincerely,

[Signatory Name and Designation]

Letter 2b – Teachers’ Pension Scheme – NOT Re-Enrolled
Dear [Name)

Teachers’ Pension Scheme - A change in the law that affects you

To help people save more for their retirement, all employers are now required by law to provide a workplace pension scheme for certain staff and pay money into it. Employers are also required to re-enrol their eligible staff and re-declare their compliance every three years.
 We must enrol any of our staff who meet all of the following criteria:  
· You earn over £192 per week, or £833 per month, or £10,000 per year 
· You are aged 22 or over and

· You are under state pension age

Because you did not meet these criteria, you have not become a member of the scheme automatically, but you can ask to join it if you want to. If you do join, each month you will put money into the pension directly from your pay and the government will also contribute through tax relief. 

If you want to join the pension scheme, please complete the Opt In Form on the Teachers’ Pension Website.

In the future if you earn more than £10,000 per year or turn 22, and you have not joined the scheme, we will automatically enrol you and tell you we have done this. 

Yours sincerely,

[Signatory Name and Designation]

Appendix 2 – Declaration of Compliance Form 
This form must be e-mailed to Reenrolment.pensions@kent.gov.uk no later than Friday 22nd July
	Name of the School
	

	DfE Number
	

	PAYE Reference No
	

	Contact Details
	

	E-mail address
	

	Telephone Number
	

	Total Number of workers employed on **********
	

	The number of eligible job holders automatically re-enrolled on **********
	

	The number of workers who are already active members of a pension scheme (TPS or LGPS)
	

	The number of workers who do not fall into the above categories (i.e. do not meet the criteria)
	


Appendix 3 – Reminder - Records to be Kept
Records an employer must keep about jobholders and workers
	Who the record relates to
	What record must be kept
	How long it must be kept(

	Jobholders and workers who become members of the pension scheme (either TPS or LGPS)
	· Name

· National Insurance Number (where one exists)

· Date of Birth

· Gross earning in each relevant pay reference period

· The contributions payable in each relevant pay reference period by an employer to the scheme, and the amount payable.  This includes contributions due on the employer’s behalf and deductions made from earnings.

· The date contributions were paid to the scheme
	6 Years

	Additional information for jobholders only
	· Automatic enrolment date

· Opt-in notice (original format)

· The contributions to which the jobholders is entitled under the scheme rules (this demonstrates that the scheme used is a qualifying scheme) 
	

	
	· Opt-out notice (original format)
	 4 years

	Additional information for workers only
	· Date with effect from which the worker became an active member

· Joining notice (original format)
	6 years

	All workers for whom the employer has used postponement
	· Name

· National Insurance Number (where one exists)

· Date the notice was sent to the worker
	


If you outsource your business/payroll administration to a third party you must authorise the third party to keep, preserve and/or provide these records on your behalf.  It remains, however, your legal responsibility, as the employer to ensure that these records are kept, and if requested, produced.

The Pension Regulator expects employers to have an appropriate system in place with any service provider to ensure:

· Record-keeping requirements are being adhered to

· Records can be produced to the Regulator (if requested) in a timely manner.

� State Pension Age


( If employed for less 13 weeks they can opt into to the LGPS Scheme


� This is normally the case but for some employees (therapists, for example) they may be in the NHS pension scheme or other eligible scheme





( There are some restrictions on opting into the TPS – more information can be found on TPS website (� HYPERLINK "https://www.teacherspensions.co.uk/" �https://www.teacherspensions.co.uk/�) 


( These are the minimum periods.  It is recommended that you keep records, such as opt-out forms for at least 20 years.  This will help you if an employee queries the length of their pensionable service when they retire.
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