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SBS Auto Enrol Our Services

Infroduction

The government has decided that every employer has to offer a workplace pension
and make confributions to it on behalf of their employees. This legislation came into
force for the largest employers from October 2012 and by 2018 every employer will
have reached their ‘staging date’, the date from which they have to comply.

New auto enrolment duties include:

Selecting the most appropriate compliance
strategy

Assessing and categorising employees
each payperiod

Choosing a pension provider
Designingadefaultinvestmentstrategy
that is suitable for most employees
Communicating with all employees
Ensuring no-one at the employer
encouragesanyonetooptout

Making employer contributions to the
pension scheme

Deducting contributionsfrom employees’
wagesandpayingthemintothe
pensionscheme

Maintaining a complete audit trail that can
be inspected by The Pensions Regulator
at anytime

Ensuring companies have a solution that
meets all government standards
Officially declaring complianceto The
Pensions Regulator within five months of
theemployer’'s staging date andthenevery
threeyears

Ongoinggovernanceandoversightofthe
chosen pension scheme

This is complicated, especially for employers
that do not have an in-house pensions or
HR specialist. Research shows that many
employers struggle with even the most
fundamental tasks, suchasestablishing
the date auto enrolmentappliestothem.

The good news is that SBS Auto Enrol,
through its partners, does everything
except for thosethings that only the
employer can do. Youcansignatanytime
before your staging date and we will ensure
youare compliantwhenthetime comes.

Our solution was developed with the
needs of those small businesses
(SMEs) stagingin2015and beyondin
mind, sothere are nocomplicated
decisionsthatyouneedtomake.

There is no need for you to become a
pensions expert or buy or upgrade any
existing payroll software. All that is
needed istomaintainthe payrolland pay
any pension contributions asthey
becomedue.
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How it works

Our solution is specifically designed to be as simple as possible for you
and for your employees.

Every payroll period, the person who runs your payroll will need to provide us with
some payroll dataonline. This gives us all the information we need to make sure you
comply with your new duties. We can accept the standard payroll reports your payroll
systemproduces, oryou cankeyinanyupdates orany missinginformation manually.

The systemthen produces areport to confirm whether there are any changes that
need to be made to your payroll records before the next payroll is run. Most of the
time, there are no changesto make unlessyou have a highturnover of workers.
The personwho runs your payroll will need to take action if:

= Someone joins or leaves the scheme

= Theemployeroremployeecontributionschange

= Anyinformationabouttheemployeroremployee changes

= Weneedtocontactthe employee and don’thold an email address forthem

The datathat you provide each time you run your payroll tells us the contributions that
have to be paid, which are then collected from you by direct debit.
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The decisions
that you don't
have to make

Auto enrolment legislation provides lots of options
for employers. Assessing the options is very
complexandrequiresaspecialistunderstanding of
theimplications ofeach. Inpractice, certain options
are more suitable for most employers. We have
used our auto enrolment expertise and experience
so far to automatically build these options in to our
systemsandprocesses. Thesedecisionsaresetout
below. If youwould like to discuss the alternatives that
are available, our consultants will be happy to help
through our consultancy supportservice.

Pension scheme

The pension schemethatis usedto ensure you
comply with your new duties is the Creative

Pension Trust. All of the contributions paid into |f yo U WOuU | d

the pension scheme are invested with Scottish . .

Widows*, one of the UKs most trusted life, || ke TO d |SCUSS
pensions and investment brands. .I-h e G |.I- ern G -I-IV e S
Using the Creative Pension Trustallows usto 'I'h @ 'I' are

offer Scottish Widows pension funds at a

competitive rate to anyschemememberona avdal |O ble, our
pre-approved basis. It also means employers coONnsuyU |-|-O n-l-s W| ”

and scheme members get the assurance of
independent governance and oversight without be hCI p py TO
the costs of providing it.
Italsomeanswe canensuretheschemeremains e p
competitive and continues to meet all of your
legal obligations.

*More consumers see Scottish Widows as a brand that ‘can be
completely trusted with your money’ than any other major LP&I brand
in the UK. Source: IPSOSbrandtracking2012dataisbasedon3,287ABC1
consumersresponsible for household financial decisions.’
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Eligibility

Eachtime anemployee is paid they have to be
assessed.Whentheemployeeisassessedthey
are assignedtoone ofthe three categories, in
the diagram below, to establish their eligibility
for the pensionscheme. We provide all the
personalised statutory communications.
Where we hold a valid email address these
communications will be sentdirectly to the
employee. Where we do not, we will provide
personalised versions for you to pass on.

Employeesthat are enrolledintothe Creative
Pension Trust will have contributions collected
from their salaries which are then invested for
them. The contributions are made up of two
elements—those payable directly by the employer
and those collected from payroll in respect of the
employee’s own contributions. Both elementsare
then payable together as one combined monthly
payment which is collected by direct debit from
the employers bank account.

Eligible
Jobholders

aged 22 - SPA
Earn above £10,000

Must be auto enrolled
with employers
contribution

Non-Eligible
Jobholders

16 - 22 or SPA - 74
earn £10,000+
OR
Aged 16 - 74
Earning above £5,824
but below £10,000

Right to opt in with
employers contribution

Earnings figures shown are correct forthe 2016/17 tax year.

Entitled Workers

Aged 16 - 74
Earn less than £5,824

Right to join
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Contributions

By default, the pension contributions will be set at the minimum amount as outlined in the
workplace pensions legislation, which is detailed in the Creative Pension Trust scheme
detailstable overleaf. Bothemployerandemployee contributionscanbeincreased. Pension
contributionsare calculatedonwhat isknownas‘qualifyingearnings’. Thisincludes: basic
salary;overtime, bonusand commission payments; sick-payand parentalpaybetween
£5,824 and £43,000 per year (for the 2016/17 tax year), or the equivalent for the relevant
pay period. Itsounds complicated, butonce the right options are selected in your payrollitis
very simple. Inourexperiencethisisthe mostpopularbasiswithemployersandemployees.

Postponement

The auto enrolment legislation allows
employers to postpone the date on which the
first contribution has to be collected. We use
this postponement period to align your staging
date with the tax or calendar month, which
makes your scheme simpler for youtorun. Our
system automatically calculates the optimum
postponement period for you. Employees
can choose to join the scheme during the
postponement period and if they wish to do
this, we will make the arrangements and let you
know.

: http://www.which.co.uk/money/savings-and-
investments/guides/ different-types-of-
investment/active-vs-passive-investment/

Investment strategy

Everyworkplace pensionschemehastohave a
defaultinvestment fund that is suitable for most
employees. Ourdefaultfundinvestsinpassive
fundsthattrack marketindices. Passive funds
have lower charges than actively managed
funds, tend to have lower levels of risk and,
after charges are taken into account, usually
perform comparatively well over the long-term.*
This makesthem more appropriate foruse as a
defaultfund.

Contributions are invested using a ‘life-styling’
approach, which means the funds used take
moreriskin the early years because over the
long term more risk usually means higher
returns. Inthefinalfifteenyears -asthe
scheme member gets closer to retirement -
the risk is gradually reduced to give the
member more certainty over how much
money they will have to fund their retirement.
There are other options available for
members who want to maketheirown
investmentdecisions.
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Creative Pension Trust scheme details

National retirement age

Normal scheme refirement age

Rate of contributions as a percentage of Qualifying Earnings
Period Member pays Employer pays

To 05 April2018 1% 1%
06 April 2018 to 05 April 2019 3% 2%
From 06 April 2019 5% 3%

All Member Conftributions are deducted from gross pay before income Tax is calculated

Qualifying Earnings

Definition of qualifying earnings Qualifying Earnings are defined as any earnings
between an annual equivalent of £5,824 and£43,000
(for 2016/17 tax year) andinclude:

. Salary orwages

. Overtime

. Commissions and bonuses

. Statutory Sick / Maternity / Paternity / Adoption
pay

. Any other elements of pay as defined in Section

13 of the Pensions Act2008

Investment Manager
Scottish Widows 5 investment funds available including the Default fund
Default Life-styling Period 15 years

The default investment strategy is subject to change at the discretion of the Trustee.

Scheme Fees

All of the scheme fees, are within the government’s price cap as defined by legislation.
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Additional
Services

We also offer additional auto enrolment related services should they
be needed.

AutoEnrolment Consultancyisavailableforemployerswho:

= are closeto or pasttheir staging date;

= haveexisting pensionschemesinplaceforsome oralloftheiremployees;

= wanttochangetheir staging date;

= needtoreview their contracts of employment /HR policies post-auto enrolment

Other services are available by request. If you are interested infinding out
more, please callour helpdesk on 0333443 2294.

SBS Auto Enrol isa division of Switch Business Solutions Limited (Registered No, 08841167) whichis registered in
EnglandandWales. Registered office is Unit 24, President Buildings, Savile Street East, Sheffield, S4 7UQ

Helpdesk phone number: 0333 443 2294

Online: www.sbsautoenrol.co.uk.
Email: info@sbsautoenrol.co.uk

SBSAE/EOQS/May2016
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