
Automatic enrolment:
EMPLOYER GUIDE



WHAT WE DO
WHO WE ARE

ABOUT SIMMONS GAINSFORD

At Simmons Gainsford Group we offer 
problem solving skills and lateral thinking 
that will make a positive contribution 
to the success of your business. Our 
knowledge and experience allows us to 
offer you a complete package of advice you 
need. We offer inspiration and guidance, 
taking a proactive approach, working with 
our clients to help them attain their goals.

You’ll find an entrepreneurial spirit and 
energy – both essential in helping to drive 
your business forward. Our clients are 
our greatest asset and so we treat them 
with the care and attention they deserve, 
providing direct access to partners on an 
ongoing basis.

Simmons Gainsford is a UK top 50 chartered 
accountancy and advisory firm with its Head 
Office in Central London, and an office in 
Sussex.

We work with businesses and individuals 
seeking financial success and security. Our 
skills and experience allow us to deliver 
bespoke service packages to meet the complex 
challenges of all clients.

With an office in Gibraltar and one in Dubai, 
dedicated teams covering the Far East, Russia, 
Eastern Europe and Ireland and our membership 
of PrimeGlobal, one of the five largest 
associations of independent accounting firms 
in the world, we also provide an exceptional 
service to international clients.

The essence of our business is to 
help employers communicate and 

manage employee benefits for their 
staff, including workplace pensions, 

group risk and flexible benefit 
schemes



AUTO-ENROLMENT:
ARE YOU READY?

As the employer, you MUST:

•	 Automatically	enrol	all	eligible	jobholders	
•	 Communicate	to	workers	providing	timely	and	appropriate	information	
•	 Allow	non-eligible	jobholders	to	opt-in	and	entitled	workers	to	join	
•	 Manage opt-outs within the opt-out period and promptly refund        
			 contributions	
•	 Automatically	re-enrol	eligible	jobholders	every	three	years	
•	 Complete	declaration	of	compliance	with	the	Regulator	
•	 Keep records 
•	 Maintain	payments	of	contributions

You MUST NOT:

•	 Induce workers to opt-out or cease membership of a scheme 
•	 Indicate	to	a	potential	jobholder	that	their	decision	to	opt-out	will		 	 	
			 affect	the	outcome	of	the	recruitment	process

WHAT IS MY RESPONSIBILITY AS THE EMPLOYER?

The law on workplace pensions has changed. Under The Pension Act 2008, 
every employer in the UK must place all eligible staff into a pension scheme and 
contribute towards it. This is called auto-enrolment. 

It	means	that	eligible	employees	are	automatically	enrolled	into	a	pension	scheme	
that is set up by you, the employer.  Larger businesses have already had to comply 
with	the	scheme	and	now	is	the	time	that	all	other	existing	businesses,	classed	as	
small	and	micro	employers,	must	comply.		It	is	a	legal	obligation	for	ALL	businesses.	
For	employers	that	do	not	comply	with	the	legislation,	the	Pensions	Regulator	can	
issue	fines	ranging	from	£400	to	thousands.	

Whether you are a hairdresser, an architect or employ a personal assistant; if 
you employ at least one person, then you have certain legal duties which must 
be followed.



OUR SERVICES

Our aptly named Basic service is an option best suited to clients who do not require a great deal 
of assistance with the auto-enrolment process. Opting for this service means that our team will 
assess your auto-enrolment needs, and source, review and set up a pension scheme best suited to 
your company. Our basic package also covers the following: 

•	 Upload	of	first	contributions	onto	chosen	provider	site	
•	 Assistance	with	training	for	further	uploads	
•	 Assistance	with	initial	communications	to	employees	
•	 Provide	FAQ	to	employees	
•	 Basic	annual	report	
•	 Assistance	with	HMRC	declaration	of	compliance	

While we will take care of the initial upload, we will then hand over the ongoing management of 
the pension scheme to the employer. During the basic setup package, you can expect us to assist 
with all employee communications, as well as promotions of the scheme. In addition to supporting 
you with the above, we would also work to ensure that the chosen pension scheme is integrated 
with the payroll software that your company has, as compatibility of the payroll software to the 
pension provider systems is extremely important within auto-enrolment.

BASIC 

COMPREHENSIVE

If you opt for our Comprehensive package, we will manage the entire process for you. We would source 
and implement a pension scheme, liaise with your payroll provider and the pension provider to enable 
the scheme records to be set up online. We would ensure that the required communications are 
issued and would also manage the submission of the monthly pension contributions; as well as provide 
employer and employee support and advice on an on-going basis. This package includes: 

• Process additional opt-in to scheme 
• Process opt-outs to scheme 
• Full governance report
• Completion of HMRC declaration of compliance 
• Completion of HMRC forms for employer – emailed on PDF 
• Marketing material

All compliance with the Pension Regulator would be managed by us and we would conduct an Annual 
Scheme Governance meeting with the employer to review the scheme year. We would provide technical 
and legislative updates and would carry out a review of the pension provider performance over the 
scheme year.



WHY USE AN EMPLOYEE 
BENEFITS CONSULTANT?

EASE THE PAIN OF AUTO-ENROLMENT WITH THE 
HELP OF A PENSIONS ADVISER

Opting for an employee benefits consultancy to handle your auto-
entolment needs will ultimately end up saving you time and money. 
We are sure you will agree that your valuable time is better spent 
doing	 your	 day	 job.	 Because	 of	 this,	 it	 may	 be	 worth	 paying	 a	
financial advisor to identify potential pensions schemes and help 
you educate your workforce on auto-enrolment. 

Advisers such as ourselves, will offer you different levels of service; 
from help with the basics to an on-going partnership. It is up to you 
to choose how much help you want from a financial adviser. 

DON’T WORK THROUGH AUTO-
ENROLMENT ALONE
As	an	employer,	you	may	be	worried	about	the	time	you	spend	
on auto-enrolment and the decisions you will have to make. For 
most employers - especially those with only a few employees - 
your strength is your business area, not thinking about pensions. 

Although	the	final	decisions	on	all	aspects	of	your	auto-
enrolment scheme and the day-to-day admin rest with you; 
a	financial	adviser	can	help	you	understand	your	choices	and	
what those choices could mean for you and your employees. 
Depending on which package you choose, we can provide  you 
with email and telephone support, in order to address any auto-
enrolment queries you might have. 

So, if you want to make auto-enrolment as painless as possible, 
maybe	it’s	time	to	think	about	appointing	an	auto-enrolment	
consultant to help you. 



So far, you have established that choosing a pensions adviser is a step in the right 
direction when it comes to dealing with auto-enrolment, but why choose us?

Here at Simmons Gainsford, we consider ourselves to be a group of traditional advisers 
with modern, forward-thinking ideas. We have embraced the latest technological 
advances and coupled with the knowledge that our team is highly skilled and vastly 
experienced, we adhere to a programme of continual professional development so you 
can be sure that the service you receive is of the highest possible standard. 

•	 Auto-enrolment	can	be	quite	difficult	to	grasp	if	you’re	not	particularly	savvy	when		
 it comes to payroll systems 
•	 Re-enrolment	–	Auto-enrolment	is	usually	forgotten	once	it	has	been	completed,		
 and employers are unaware that after three years, staff must be re-enrolled. That  
 includes anyone who has opted out in the past. Each employee must be re-  
	 enrolled	and	those	who	wish	to	opt-out,	can	do	so.	Any	new	joiners,	who	have		
 opted out of auto-enrolment, must STILL be re-enrolled to avoid employers   
	 being	fined.	At	Simmons	Gainsford,	it	is	our	job	to	ensure	this	doesn’t	happen.
•	 Unlike	The	Pensions	Regulators,	our	team	will	follow	up	any	discussion	and	query		
 you may have, with an email to ensure you have understood. 

For an employer, the main benefits of working closely with a pensions adviser to fulfil 
their auto-enrolment duties and obligations, are the time and money this will save 
them. This includes both initial work (sourcing, scheme design, implementation and 
roll out) and the on-going work (continual compliance, member communications and 
governance). 

It would be quite time-consuming for an employer to approach multiple pension 
providers directly for information on their auto-enrolment pension schemes, and the 
problem is, not  all providers will offer a suitable scheme, especially for a small amount 
of staff, so it is extremely likely that employers may waste a lot of time there. 

Naturally, an employer will have to read through all of the information, before making 
an informed decision. However, that time can be cut down by coming straight to a 
financial adviser for help. At Simmons Gainsford, we work with the leading pension 
providers, so our advisers know: 

•	  Which ones have a scheme that will work best for your business 
•	  What issues different providers face 
•	  Their strengths and weaknesses. 

By cutting to the chase like this, an adviser can save employers considerable time 
and ultimately, money too, on the number of man hours they use researching auto-
enrolment schemes and providers. 

THE BENEFITS:

WHY CHOOSE SIMMONS GAINSFORD?



ADDRESS

7/10 Chandos Street
Cavendish Square 
London
W1G 9DG

EMAIL

info@sgfinancialservices.co.uk

PHONE

T : (0) 207 447 9000
F : (0) 207 447 9001

CONTACT US:

www.sgfinancialservices.co.uk


