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ALL BUSINESSES MUST OPERATE A PENSION 
SCHEME FOR QUALIFYING EMPLOYEES, WITH 
EMPLOYEE AND EMPLOYER CONTRIBUTIONS.
Workplace pensions affect all employers, regardless of the number of people they employ and there  
are a number of important tasks that must be completed to comply.

This guide is designed to help you understand more about your obligations as an employer and to explain 
how we can help your business prepare for compliance including:

• providing access to third-party independent advice regarding new or review existing pension arrangements
• providing advice relating to statutory communications for your staff
• managing your payroll function to ensure that you are compliant
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WORKPLACE PENSION CONTRIBUTIONS
 

Under the workplace 
pension rules, an 
employer must make a 
minimum contribution 
equal to three per cent  
of an employee’s pay.

Total pension contributions must 
also be equal to eight per cent of 
an employee’s pay. Typically, most 
employees will pay the additional  
five per cent to make up this total.
 
However, in some cases, employers 
may wish to contribute more to reduce 
an employee’s contribution or to help 
boost their pension savings.
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A FEW KEY POINTS
Before you continue, there are a few things you need to do:

Gather the correct information for your employees, including name, gender, date of birth, 
address, NI number, and qualifying earnings

Start thinking about how you want to deal with workplace pensions – this may be through 
setting up or adapting an existing pension scheme or whether you would prefer to join the 
government arranged National Employment Savings Trust (NEST) or other qualifying scheme 

Think about how you expect to manage the additional administration in order to register 
new starters and existing staff into the scheme (as well as keeping track of those who have 
opted out)

Consider whether your existing payroll system can cope with calculating the contributions 
by employee and employer. Contributions will be paid on a monthly basis

Consider the additional costs to your business and how you will manage them

There are a number of ways we can help your business prepare for workplace pensions.
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REVIEW OF YOUR CURRENT 
PENSION ARRANGEMENTS
We would recommend a review of your existing scheme by a professional 
independent advisor. We can work with them to see how far the scheme 
meets your requirements and those of your employees as well as advising 
you on your responsibilities as an employer.

REVIEW
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HELPING YOU FIND 
A NEW COMPLIANT 
PENSION SCHEME
If you do not already  
have a pension scheme  
in place, or a review of 
your current system has 
led you to the decision  
to set up a new one,  
we can help.

We can help you by providing access to advice, starting 
with a discussion about what you want from a pension 
scheme for your company. We can help you identify all 
the important areas to consider, such as the number 
of employees, the total contributions payable and the 
type of scheme which would best meet your needs.

To ensure you meet your obligations as 
an employer, we can provide access to 
specialist advice by putting you in touch 
with a trusted financial adviser who has 
in-depth knowledge of the available 
schemes that will meet your needs.
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COMMUNICATION ABOUT WORKPLACE 
PENSIONS WITH EMPLOYEES
As part of your responsibilities as an employer, you are required to provide 
certain statutory information to your employees, in writing, regarding their 
automatic enrolment in a new or updated qualifying pension scheme.

This includes providing lengthy information about the pension scheme to workers who need to be 
auto-enrolled, updating your employee handbook and reviewing contracts of employment.

As part of our services, we can assist you by providing access to specialist advice, which will assist 
you in notifying all employees about their options under the new qualifying pension scheme, as well 
as providing annual review meetings and presentations to employees, both individually or in groups, 
in order to communicate with them about workplace pensions. 

COMMUNICATION
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MANAGING YOUR PAYROLL FUNCTION

The cost of workplace 
pensions, in terms of 
time and money should 
not be underestimated 
by employers. One of the 
largest areas to be affected 
is payroll procedures. 

By now you should have conducted a 
review of your existing payroll software and 
functionality, to find out whether it complies 
with the minimum requirements.

Payroll is a complex area of the business, 
especially given the changes for RTI, and 
once you have assessed the options available 
to you and the cost involved in upgrading or 
replacing your system, you may decide that 
now is the ideal time to consider outsourcing 
your payroll function altogether.

We can manage your payroll 
function for you, ensuring that  
you are fully compliant. 

Please contact us for further information  
and tailored advice.
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Cirencester office:
01285 652128
Oakley House, Tetbury Road,  
Cirencester, Gloucestershire, GL7 1US

Malmesbury office:
01666 823201
14a The High Street,  
Malmesbury, SN16 9AU

mcgills.co.uk • partners@mcgills.co.uk

We have taken great care to ensure the accuracy of this guide, which was produced in December 2022. However it is written in general terms and you are strongly 
recommended to obtain specific advice before taking any action based on the information it contains. McGills can take no responsibility for any loss arising from 
action taken, or refrained from, on the basis of this publication.

Fairford office:
01285 711582
3 Market Place, Fairford,  
Gloucestershire, GL7 4AB

https://www.mcgills.co.uk
mailto:partners%40mcgills.co.uk?subject=Enquiry

