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Employer checklist

A GUIDE TO
AUTO ENROLMENT

follows:

Is it time to start your workplace
pension journey?
Know your staging date
– when to act

Eligible employees
Assessing your workforce

This means new responsibilities
for the employer such as:

Employer duties

Time frames

Pension reform
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An eligible jobholder is:
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Employers need to review their
pension arrangements

Employers’
seven-step process
to enrolment
1
2
3
4

Opt outs and contribution
refunds
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6
7

Postponement

Ongoing assessment

If you have an existing
pension scheme for your
workers, you may wish
to consider enrolling all
eligible jobholders into
this scheme.
These circumstances could
include but are not exhaustive of:

Employers need to take action
sooner rather than later

Source:
[1] Automatic enrolment: commentary and
analysis 2013 published: July 2013.
[2] Automatic enrolment earnings thresholds
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EMPLOYERS NEED TO
TAKE ACTION SOONER
RATHER THAN LATER

The content of this guide is for your general information and use only and is not intended to address your particular
requirements. The content should not be relied upon in its entirety and shall not be deemed to be, or constitute,
advice. Although endeavours have been made to provide accurate and timely information, there can be no guarantee
that such information is accurate as of the date it is received or that it will continue to be accurate in the future. No
individual or company should act upon such information without receiving appropriate professional advice after a
thorough examination of their particular situation. We cannot accept responsibility for any loss as a result of acts or
omissions taken in respect of the content. Thresholds, percentage rates and tax legislation may change in subsequent
Finance Acts. Levels and bases of, and reliefs from, taxation are subject to change and their value depends on the
individual circumstances of the investor. The value of your investments can go down as well as up and you may get
back less than you invested.

