Detailed guidance
for employers

Appendix A: Establishing the duty start date

when employing a worker for the first time on or
after 2 April 2017 and 30 September 2017

This document accompanies:
Detailed guidance no. 2 — Getting ready

If you decide to print it out it's best viewed at A3 size, so you'll need to ensure that the A3
paper tray is selected on your printer. If your printer doesn’t have an A3 tray, the document
will print on A4 but you may find the text size too small to read comfortably.

automatic
enrolment

April 2017

The Pensions
Regulator



Appendix A: Establishing the duty start date
when employing a worker for the first time on or
after 2 April 2017 and 30 September 2017

A flowchart to help someone considering employing a worker for the first time on or after
2 April 2017 and 30 September 2017 establish the date that the employer duties will start
to apply to them. Employers should also note how TPR will treat their duty start date. More
information on this can be found at: www.tpr.gov.uk/new-employers-april-september

Has the first worker already started employment with the
employer (on or after 2 April 2017)?

Yes No
. . . ) ) ) The employer duties and safeguards will start to
Is the employer required to register with HMRC as an employer for Will the first worker start employment with the N 26blv 1o the Brospective emplover on the date the
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worker begins to be employed by them
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Is the employer required to register with HMRC as an employer
for the purposes of income tax and NI contributions?

Y Y

Has the employer set up a The employer duties and safeguards
PAYE scheme with HMRC? started to apply to the employer on
the date the worker began to be |

Yes, it is No, employed by them* No ves
in place not yet
Y
A/ A/ The employer duties and safeguards Has the employer set up a
Was the PAYE scheme in place before The employer duties and safeguards will start to apply to the prospective PAYE scheme with HMRC?
the worker started employment? started to apply to the employer on employer on the date the worker begins
the date the worker began to be to be employed by them* No, Yes, it is
Yes No employed by them* not yet in place
v Y Will the PAYE scheme be Yes_»|  Theemployer duties will start to
The employer duties will start to The employer duties and safeguards in place before the worker apply to the prospective
apply to the employer on either: started to apply to the employer on starts employment? employer on either:
the date the worker began to be
e 1 January 2018, if they first paid employed by them* | e 1 January 2018, if they first pay
their worker between 2 April No their worker between 2 April
2017 and 30 June 2017, or ¢ 2017 and 30 June 2017, or
e 1 February 2018, if they first paid The employer duties and safeguards o 1 ngruary 2018, if they first pay
their worker between 1 July will start to apply to the prospective their worker between 1 July
2017 and 30 September 2017 employer on the date the worker begins 2017 and 30 September 2017

to be employed by them*

* Employers should also note how TPR will treat their duty start date. More information on this can be found at: www.tpr.gov.uk/new-employers-april-september
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