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AUTO ENROLMENT FLOW CHART
SUMMARY PROCESSES

Pre - staging

Staging Date

Client Accountant

Client Accountant

Client Accountant

Client Accountant

Client Accountant

2 • Decide whether to use
      postponement at staging

3 • Initial assessment of
      workforce

5 • Communicate scheme
      to all workers

7 • Communication of
      assessment to ‘non-eligible             
      workers’ and ‘entitled workers’

4 • Select and set-up qualifying 
      pension scheme

6 • Formal assessment 
      of workforce

Client IFA

Client IFA

Client IFA

After maximum 3 months postponement

Inform workers of
postponement

Initial view of workforce to determine what preparation
is needed before staging date

For help on conducting initial assessment refer to:
www.wellersaccountants.co.uk/blog/auto-enrolment.aspx

No Eligible jobholders
identified

Eligible jobholders
identified

No requirement to select 
scheme before staging date

NEST IFA
Other

pension
provider

Inform pension regulator that no 
scheme is in place and continue to 

assess workers each pay
reference date

Step 9

No

1 • Identify staging date

Yes

Client Accountant
8 • Automatically enrol 
      ‘eligible workers’

Assess at pay reference period before staging date

On-going payroll process - per pay reference period

Within 6 weeks of formal assessment

Client Accountant

Client Accountant

10 • Deduct & upload pension 
        contributions

Client11 • Pay pension contributions

1 • Payroll cut-off

Client IFA Client Accountant Client Accountant

Upload information on 
eligible workers to
pension provider

Send enrolment information
to eligible workers within

6 weeks of enrolment

Ensure pension provider sends
information on policy to eligible 

workers and ensure they have 
active membership

9 • Submit declaration of compliance  
     to pension regulator

Client IFA

Within 5 months of staging date and 
formal assessment of workforce

Staging date

Assess at pay reference period before staging date

Current payroll
information

Client Accountant

2 • Process opt-outs

Details of opt outs since
last payroll run

ClientAccountant

3 • Run payroll

Pay information to client
to authorise

Pension
providerAccountant

Once payroll has been run, accountants perform eligibility assessment

4 • Process and submit contributions

5 • Assess current eligibility

Prepare file detailing
contributions and

send to client
Client Upload

Pension
providerAccountant

7 • Generate file of enrolees

Prepare file detailing
workers being auto-
enrolled in current

pay period

Client Upload

Accountant

6 • Generate & send pre-joiner communication triggers

Provide
communication

templates where
applicable

Client WorkersSend
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