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Lothian Centre for Inclusive Living (LCiL)    

Payroll Team
Pension Auto enrolment – staging dates
You may already have received a letter from the Pensions regulator, this notifies you about your legal responsibility as an employer, to set up a pension scheme which your qualifying employees will automatically join, and other employees can choose to join, when you reach your staging date. The staging date will be shown on the letter and you will be asked to nominate a primary and secondary person who can be contacted on your behalf.

Our first five payroll service users who reached their staging date on the 1st June 2015 have successfully commenced their pension auto enrolment duties, and LCiL Payroll Team are now processing the pension deductions on their behalf for employees who qualified, or have chosen to join the pension scheme.

A few months in advance of you approaching your staging date, the payroll team will contact you to invite you to an information session to explain what is required to be done by you as the employer, and advise you of the support that LCiL can provide. 
Your staging date may be any time between the 1st January 2016 and the end of Dec 2017, so do not be alarmed if we do not contact you immediately. We have been working to identify several pension providers that will work well with our payroll software and allow us to do as much of the administration involved on your behalf. 

Knowing your payroll processing Run number – getting your timesheets in on time

As you may be aware, the payroll team have various payroll runs that are processed on different dates throughout the month. As we have strict deadlines for completing your payroll process and submitting that information to HMRC on your behalf, it is very important that we receive your timesheets and all other relevant information (such as P45 or P46 forms for new employees) by the correct date. Failure to have your timesheets in on time, could result in a late submission of information to 
HMRC and you could incur a late penalty charge of £100.00 to you as the employer.

Due dates for timesheets for our three main monthly processes are as follows:

Run 1 - Timesheets due in for the 20th of each month

Run 2 - Timesheets due in for the last day of each month

Run 3 - Timesheets due in for the 10th of each month

Run 4 – A, B, C or D - are four weekly processes, please refer to your processing schedule

Run 5 – A, B, C or D - are four weekly processes, please refer to your processing schedule

Run 6 - Timesheets are due in for the 15th of each month

Timesheets can be posted in, handed in to the reception at Norton Park or emailed in. If you are emailing timesheets please use the payroll.team@lothiancil.org.uk email address as this reaches all members of the team and will ensure your timesheet is received should individual team members be on annual leave or off sick.

If you process on a four weekly basis and you need a new payroll processing schedule, please contact our Payroll Administrator, Linda Mustard on 0131 475 2638.

Employers Liability insurance cover - Is your policy up to date?

All PA employers should have adequate insurance cover and your local authority will cover the cost of this. Please check that your policy is up to date. If you do not have insurance cover, please contact our independent living team on 0131 475 2350 and they can advise you how to do this.[image: image6.jpg][image: image7.jpg][image: image8.emf][image: image9.jpg]
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