
Your Essential Guide to Auto Enrolment

“Helping you embrace change, plan for the future and exceed your expectations” 
EKW Group 

“



EKW Group is a full service accountancy practice that offers a fully managed 
Auto Enrolment (AE) service for UK businesses.  

We’re here to not only address the concerns you have about Auto Enrolment, 
but take the stress out of the process for you – with a comprehensive Auto 
Enrolment package, which can also include payroll services if required. 

We’ve created this guide to help you understand Auto Enrolment, to 
establish whether or not your staff are eligible, to explain more about your 
staging dates and your responsibilities as a business owner, and to identify 
ways in which you can make the Auto Enrolment process much easier. 

We hope that you’ll find the information useful, if you have any further 
questions, please get in touch with our Auto Enrolment team on 
01942 816 512. 

Auto Enrolment - Made Simple With Our Help
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All you need to know about Auto Enrolment: 
What’s involved, and how to make the process easier. 

Auto Enrolment is designed to help your staff save for their 
retirement.

In simple terms, it means that your employees must be automatically 
enrolled into a company pension scheme.  However, just because it’s 
automatic for them, doesn’t mean it’s automatic for you.

Every UK employer is required to enrol their employees.  

This means you’ll need to:

 

Sound complicated? Well, it certainly can be - which is why it’s useful 
to have help from an expert.

Assess their eligibility

Explain Auto Enrolment to them

Enrol them into a compliant pension scheme 

Pay contributions on their behalf

Contribute as an employer
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As the business owner, you’ll need to ensure that your staff understand 
Auto Enrolment, and that they’re kept informed at all times.

The new rules state that you must automatically enrol your staff into a 
company pension scheme.  If they choose to opt out, they can do so. 

However, you’re legally required to enrol them, regardless of whether they 
want to be a part of the pension scheme or not. 

As their employer, you’ll have certain duties. These include:

Auto Enrolment Explained 

Staff leave and join your company, plus contracts change. It’s your job 
to make sure your Auto Enrolment scheme details are kept up-to-date. 

 Checking Eligibility

 Monitor Circumstances

 Communicate

You’ll need to check whether or not AE applies to your employees. 
Some will be eligible for the pension scheme; others may not be.
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You’ll have to complete these responsibilities by a certain date which is called 
the ‘staging date’. Getting things in order can take six months or longer, so it’s 
important to give yourself enough time to get prepared.

Legally, you have to complete the Declaration of Compliance, and keep records
of all AE-related activity. Your Declaration of Compliance needs completing 
within five months of your staging date.  You must re-register your business 
every three years with The Pensions Regulator.

In a bid to ensure that more people are financially prepared for 
retirement, the government has introduced new pension 
legislation for all businesses with staff in the UK.

 Keeping To The Staging Date

 Stay Compliant

Having EKW Group look after our Auto Enrolment has meant that I can 
concentrate on other areas of my business. Knowing that the team are available 

to deal with queries and ensure we are compliant with the legislation has given me 
peace of mind and reassurance. The set up procedure was very quick and easy and 

EKW Group looked after everything for us.

Joe Hockenhull, Hockenhull Garages  

“
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Auto Enrolment - FAQs

Q: Does Auto Enrolment apply to my company?

A:  Companies are now required to automatically enrol some or all of their workforce 
 (depending on age and salary) into a pension scheme that meets certain minimum   
 standards.  Quite simply, if your staff includes anyone between the age of 22 and State 
 Pension age, who earns over the minimum earnings threshold (currently £10,000 per year),  
 and who isn’t already in a qualifying pension scheme, then you’ll need to enrol them.  
 Employers are then obliged to make contributions into the scheme adding to the savings  
 already made by their employees. 

Q: I’ve already got a pension scheme for my employees – does this mean 
 AE doesn’t apply to me?  

A: Sadly, probably not! Most existing company pension schemes aren’t compliant with AE. 
 To find out whether your current pension scheme is compliant, call EKW Group or your 
 pension provider. 

Q: When do I need to set the AE scheme up? 

A: You need to have the scheme ready before your staging date. This is a date that’s assigned  
 to you by The Pensions Regulator.  Initial set-up can be complicated, which is where the help  
 of a professional can really come in handy!

Q: What if I don’t want to join in with the Auto Enrolment scheme?

A: Unfortunately, Auto Enrolment is a legal responsibility. If you choose not to comply, you will 
 receive a fixed penalty notice (£400), plus escalating fines up to £50,000. In addition to this,  
 you could be prosecuted. So it’s definitely worth making sure your company is fully   
 compliant,  to ensure you remain on the right side of the law. 
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If this is all sounding confusing, don’t worry.  All UK 
businesses are in the same position as you, and the good 
news is, AE assistance is available.  Here are some of the 
most commonly asked questions about Auto Enrolment.

 Q: How do I select the best compliant pension scheme for my business?

A: When selecting a pension provider, it’s important to look at the quality of service, the 
 suitability of the product, and of course, the costs. You can either use an existing pension   
 scheme (providing it’s compliant), set up a new scheme, or use the government low-cost   
 scheme – the National Employment Savings Trust (NEST). We offer advice on choosing  
 the best pension scheme for your business – simply get in touch with us to find out more. 

Q: Why is it so important to keep my employees informed?

A: Communication is a vital part of the process – and as the business owner, it’s your job to   
 ensure that your employees understand what AE is, what their rights are, and how it will   
 affect them. 

Q: Can I undertake Auto Enrolment myself or do I need professional help? 

A: It’s strongly advised that you hire a professional accountant to assist with Auto Enrolment. 
 It’s challenging to ensure compliant interaction between your payroll and the AE scheme,  
 and only a specialist accountant (preferably one who is CIPADAE  qualified) is really up to  
 the task. With substantial fines in place if you fail to make your business compliant, it’s not  
 worth the risk of taking the task on yourself – unless of course, you’re an expert accountant! 

Still have a question? Call EKW Group on 01942 816 512.
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As a result, it’s advisable to work with a specialist accountancy firm, who can not only 
set up a pension scheme for you, but continue to manage the Auto Enrolment 
process, ensuring you are compliant with the new laws – leaving you free to focus on 
other matters. 

How We Can Help You

Here’s how EKW Group can help you set up and manage Auto Enrolment for your 
business. 

 We’ll register your company with The Pensions Regulator, plus carry out all   
 ongoing communication with them on your behalf. 

 We’ve worked with several pension providers, so we’ve got plenty of insight   
 into which schemes offer the best value for money and quality of service.   
 We’ll help you choose the right one for your business. 

 If necessary, we can postpone the staging date on your behalf.  This would 
 create more time to set-up AE properly.  It also allows you to select a date that  
 works with your existing payroll. 

Making Auto Enrolment Easier

 Registration

 Pension Scheme

 Postponement Of The Staging Date
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Auto Enrolment, whilst beneficial for staff, presents a 
number of challenges to business owners. You not only have 
to assess all employees for eligibility each and every pay 
period, but go through the lengthy process of enrolling them, 
plus ensure that your business is fully compliant throughout. 

 We’ll take on the task of enrolling all your eligible employees, and we’ll carry out   
 regular assessments to check that everything is up-to-date. 

 Additionally, we’ll also process all opt-in and opt-out requests. For employees who  
 have chosen to opt-out of the scheme, we’ll calculate all deductions and refunds,  
 as part of our monthly service. 

 
 One of the most stressful aspects of AE is ensuring you get everything complete  
 before the staging date.  We’ll send you a timely reminder, to ensure you never 
 miss it.

      

 Staging Date Management

 Employee Enrolment

 Opt-In/Opt-Out

 Support
 If you ever need help with any aspect of Auto Enrolment, we’re only a phone call  
 away 01942 816 512 or email autoenrol@ekwgroup.co.uk.

  
 Future Forecasts

 We’ll work with you to identify how much you can expect to pay in contributions,  
 and help you forecast more effectively for the future.
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Understanding Contributions

Here’s how Auto Enrolment Works:

•	  The Pensions Regulator sets minimum contribution levels – and these  
 have to be adhered to. There is a minimum total contribution, and also  
 a minimum employer contribution. 

•	  Your employees, however, are not restricted by a minimum 
 contribution level.

•	 If	you	wish,	you	can	contribute	more	than	the	minimum.	

•	 Contributions	are	assessed	based	on	earnings.	

Costs Of Auto Enrolment
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It’s important to be financially prepared for Auto Enrolment, 
and as you might imagine, there are costs involved with the 
process. As an employer, you’ll need to make contributions 
for every eligible member of staff. There will also be fees 
involved with setting up your pension, and for ongoing 
administration. 

Understanding Fees

When you work with a qualified accountant, you’ll be paying an initial amount 
for the setting up of your Auto Enrolment. Then you’re likely to be charged a 
fixed rate per month for ongoing AE management. 

EKW Group takes pride in offering a highly competitive Auto Enrolment 
solution.
 

•	 Initial set-up is from £100.
•	 Ongoing payments from £50 per PAYE scheme operated. 

We also offer a price-match service:  if you can find the same service 
cheaper elsewhere, we’ll match it!

Call 01942 816 512 or email autoenrol@ekwgroup.co.uk today to take 
control of your Auto Enrolment process.
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Accounting
VAT
Taxation
Payroll & Auto Enrolment
Bookkeeping
Stocktaking
Business Planning
Wealth Management

1 Pavilion Square
Cricketers Way

Bolton
Lancashire
BL5 3AJ

www.ekwgroup.co.uk
01942 816 512

Supporting Our Clients With:


