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Pension Auto Enrolment 6 Point Plan 

Government legislation introduced Pension Auto Enrolment, which will affect most small and 

medium sized companies between 2015 – 2017.  This factsheet, produced for members of the 

Welwyn Hatfield Chamber of Commerce, is designed to provide practical guidance to help your 

company prepare. 

 
Step 1 – Check Your Staging Date 
 
Your Staging Date is the date Pension Auto Enrolment affects your business.  It is based on the 

number of employees in your company on 1st April 2012.  If you do not know your Staging Date 

you can look it up on The Pension Regulator Website (www.tpr.gov.uk/staging-date); all you 

need is your PAYE reference number. 

 

 
 

TIP: Nominate an individual to manage Auto Enrolment in your company.  The most suitable person 

will vary from firm to firm, but the individual with responsibility for HR and Payroll is likely to be a 

good choice.  

 
Step 2 – Budgeting 
 
Pension Auto Enrolment requires all employers in the UK to make pension contributions on 

behalf of certain qualifying employees.  The employer contribution must be at least 1% of 

earnings up until October 2017, 2% to October 2018, and 3% from October 2018 onwards.  

There are four definitions of earnings which you can select in calculating contributions, the right 

one for your company will depend on the profile of your workforce and the costs of each.   Not 

all employees will qualify for contributions; it depends on their age and how much they earn.  In 

order to help you budget for Auto Enrolment, we would recommend you Assess Your 

Workforce.   

 

Assessing Your Workforce is the formal process you must complete on your Staging Date, to 

determine which employees you must auto enrol into a pension scheme.  You should complete 

an initial assessment in advance to help with budgeting. 

 

TIP: Speak to your Financial Adviser, Accountant, Payroll Provider, or Pension Provider to see if they 

can help with an initial assessment of your workforce.   

When Should I Do This? 

 

At least 12 months before your Staging Date but ideally as soon as possible.  Auto Enrolment 

will affect all employers, knowing the likely cost of contributions will help your company when 

preparing budgets.  You may also want to take pension contributions into account when setting 

staff remuneration or when taking on new employees. 

When Should I Do This? 

 

Immediately.  The earlier you know when the legislation affects your company, the earlier you 

can start preparing. 
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Step 3 – Speak to Your Payroll Provider 
 
Your Payroll Provider is extremely important in ensuring you meet your Auto Enrolment duties.  

A good payroll provider should be able to assess your workers on your staging date and then at 

the end of each pay period (this is a requirement of the legislation).  They should also be able to 

provide data to pass onto your pension provider each month.  You should check whether your 

Payroll Provider can assist in meeting your requirements and whether there is any additional 

cost to using their Auto Enrolment software.   

 

 
 

TIP: Your Payroll Provider can automatically do a lot of the work involved in assessing your workforce 

on an ongoing basis and ensuring you comply with your employer duties.  If there is a cost to using 

their Auto Enrolment software this is likely to be a good investment.  

 

Step 4 – Consider the Most Appropriate Pension Scheme 
 
All employers will have to have a qualifying Auto Enrolment Pension Scheme in place by their 

staging date.  This may be an existing pension scheme or you may need to establish a new 

arrangement. If you have an existing scheme in place you should check whether it can be used 

as your Auto Enrolment scheme.   

  

Broadly there are two categories of pension scheme you can use; ‘Master Trusts’ and ‘Contract 

Based Pensions’.  Master Trust schemes such as NEST are designed to be simple, low cost and be 

available to all employers.  Contract Based Pensions, such as Group Personal Pensions are 

offered by insurance companies and are designed to offer greater choice and flexibility to 

members.  You should consider carefully the most suitable pension scheme for your company. 

 

 
 
TIP: If you already have a company pension scheme in place speak to your Pension Provider as soon 

as possible to check whether it can be used as a qualifying scheme for Auto Enrolment.  If it cannot 

be used you will need to establish a new arrangement in addition to your existing scheme.  

 

 

 

When Should I Do This? 

 

6 – 12 months before your Staging Date.  Setting up a new Pension Scheme can take several 

months, particularly as Pension Providers are extremely busy because of Auto Enrolment.   

When Should I Do This? 

 

6 – 12 months before your Staging Date.  This gives you time to make any changes if necessary.   
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Step 5 – Communicate with your Employees 

It is a good idea to start communicating with staff well in advance of your staging date, so they 

know if there will be any changes to their pension scheme, and how they will be affected.  When 

you get closer to your staging date you may want to run a staff presentation or pension clinic so 

employees know exactly how they will be affected.   

Once you have reached your staging date one of your duties is to write to staff informing them 

whether they have been automatically enrolled in the company pension scheme.  Your Pension 

Provider or Payroll Provider can usually provide you with suitable templates, alternatively 

there are examples available on The Pension Regulator website (www.tpr.gov.uk).   

 

 TIP: In our experience employees respond positively to being provided with a modern pension 

scheme, which includes a contribution from the employer.  Promoting your scheme in advance is 

likely to be well received, as well as helping you avoid lots of questions when your new scheme 

begins.   

Step 6 – Register with The Pension Regulator 

Having fulfilled your Auto Enrolment duties you must inform The Pension Regulator.  Whilst 

this cannot be completed until after your Staging Date, most of the information can be 

completed in advance.  If you forget to do this you may incur a fine.  

 

More Information 

More information regarding Auto Enrolment and your Employer Duties can be found on the 

following websites: 

The Pension Regulator: www.tpr.gov.uk 

NEST:    www.nestpensions.org.uk 

Or your existing pension provider website. 

If you would like to speak to Beechwood about your requirements, we would be very 

happy to assist you.  Please contact Stephen Sale on 01707 336539 or email 

Stephen@beechwoodfs.co.uk  

When Should I Do This? 

 

The deadline for confirming your compliance with Auto Enrolment is 5 months after your 

Staging Date, but most of the information can be completed well in advance.   

When Should I Do This? 

 

Start informing staff about Auto Enrolment around 6 months before your Staging Date.  Think 

about running a staff presentation 1 – 2 months before your Staging Date.  


