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Before you read any further, you have some choices
to make

Payroll clients’ decision tree - all of your Auto-Enrolment duties
will be carried out by us.

You are not currently a Martin Aitken/Caledonian Accounting
payroll client nor did Martin Aitken Financial Services provide
you with advice on your Pension Scheme arrangements.

You are not currently a MACO/CASL payroll client nor did
MAFS provide you with advice on your Pension Scheme
arrangements.

How do you want to deal with your choice of Auto-
Enrolment Pension Scheme?
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1. Background: your obligations as an
employer 
On 1st October 2012 legislation outlined in the Pensions Act 2008 came into force, introducing two
new core obligations relating to employee pension provision. 

For the first time, employers are: 

• obliged to enrol certain workers into a Pension Scheme; and 
• obliged to make Employer Pension Contributions for certain workers. 

These new obligations apply to all employers operating within the UK and apply regardless of the number of
individuals employed. 

The new rules do not apply just to employees in the traditional sense of the word. Anyone who is classed as a
“worker” for National Minimum Wage purposes will need to be included in a Workforce Assessment which
will determine who needs to be enrolled and at what date.

Every employer with at least one member of staff has to put those who meet certain criteria (more
about this later in the guide) into a workplace pension scheme and contribute towards it. 

This is referred to as Auto-Enrolment (AE). It’s called AE, because it’s automatic for your staff. They don’t
have to do anything to be enrolled into your company pension scheme. But it’s not automatic for you as the
employer. You need to prepare and take steps now to ensure you are ready to enrol your employees at your
staging date. 

Take note: there are AE exemptions for company directors, one person companies, office holders and in
relation to husband & wife companies. See Section 14, p19. 

If you are General Practitioner and you have eligible practice staff, in most circumstances there will be a few
options for you to consider. Give us a call and we will discuss the potential options available to you and the
options for your eligible practice staff. 

2. Auto-Enrolment: overview and the
challenges
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Background 

AE was introduced in October 2012
starting with the largest employers, those
with staff numbers in excess of 120,000
were the first to auto-enrol employees.
We at Martin Aitken & Co Ltd and Martin
Aitken Financial Services Ltd have
welcomed its introduction. 

2015 - 2017 will see the largest percentage
of Martin Aitken’s clients - small to medium-
sized businesses - having to AE, or “stage”.
This guide outlines the preparations and the
steps you need to take to get ready. 5 

There are three main challenges for
employers: 

1. Time – The additional tasks and
responsibility of AE in managing a workplace
pension will consume significant time with
your resources stretched across yet more
compliance duties. 

2. Capability – Operating a workplace
pension and the associated tasks of AE will
be new to many businesses. There will be a
steep learning curve for many. 

3. Risk – The new AE tasks are not only time-
critical but also regulated by the Pensions
Regulator so getting them wrong could
mean disruption to your business and
employees, bringing with it the possibility of
penalties and fines.

Can an employee opt out? 

The employee does have the right to opt
out of the AE scheme you put in place,
however, figures to date have shown that
the level of opt-outs has been relatively
low.

The government is hopeful that AE, as a UK-
wide initiative, will begin to bridge the
“pensions gap” as individuals take increased
responsibility for their retirement. 

3. What do you
as an employer
need to do? 

Automatically enrol any eligible
jobholder into an automatic enrolment
scheme following a prescribed process. 
Make arrangements to establish active
membership of an automatic enrolment
scheme if a jobholder chooses to opt-in
to a pension scheme.
Make arrangements to establish active
membership of a pension scheme if an
entitled worker choses to join.
Give information to workers about how
the different rules and duties affect them.
Complete a Declaration of Compliance
(Registration) with the Pensions Regulator
to state what you have done to comply
with their new duties – even if you are
exempt, or you have no eligible or
entitled workers, or if you already have a
qualifying existing scheme you must
complete the declaration and notify the
regulator of the current position.
Process any opt-outs from the pension
scheme, including refunds of
contributions.
Ensure you do not take any action to
make any omission by which the eligible
jobholder ceases to be an active
member, without putting them into an
alternative qualifying scheme.
Ensure you do not take any action or
make any omission by which the scheme
ceases to be a qualifying scheme.
Re-enrol any eligible jobholders who
opted-out or ceased active membership,
every 3 years. 

mafltd.co.uk | mafs@maco.co.uk          P05



4. What are
your specific
Auto-enrolment
duties? 

The boxes with the X denote the areas you
will need to investigate and develop your AE
communications and action plan. These are
the areas where we can assist you if you
require help, advice, or even just an
independent sounding board to make sure
you are heading in the right direction. 

The table on p7 highlights how we can assist
and what is already available to you
depending on whether you are an existing
payroll or financial services client. 

We have noted the specific Auto-Enrolment
duties that you must perform and where we
will/can assist. 

The boxes with the tick denote the advice
and services we will perform on your behalf –
there are some additional notes below the
table which may apply to you. 

Provide a Qualifying Auto-
Enrolment Pension Scheme.1.

Income from a trust3.

2. Assess your workforce.

Communicate the changes to your
workforce. 4.
Automatically enrol and re-enrol
employees.

Make payments into the Scheme.

5.
6.

Monitor Scheme for compliance. 

Keep records of your Scheme and
register with the Pensions
Regulator.

7.
8.

5. Your duties
and how we will
assist:
payroll/MAFS
clients 
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Scheme Providers: Summary Table

*Note these costs exclude your internal direct labour costs to operate the
software, there may also be training costs.
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Martin Aitken Financial Services Limited is authorised and regulated by the Financial Conduct Authority (Financial Services Registered Number: 464997). Registered Office: Caledonia House, 89 Seaward
Street, Glasgow G41 1HJ. Martin Aitken & Co Ltd is registered to carry out audit work and is regulated by the Institute of Chartered Accountants of Scotland for a range of investment business activities.
The guidance contained within the website is subject to the UK regulatory regime and is primarily targeted at customers in the UK.

We are Chartered Financial Planners, publicly committed to a customer–first approach and values that align with a professional Code of Ethics. We’ll provide solutions relevant to your needs, maintaining
our knowledge through qualifications and ongoing professional development.

Copyright © 2023 Martin Aitken Financial Services Limited | Registered in Scotland No. SC225764 | VAT No. 190882871

mafsltd.co.uk | mafs@maco.co.uk | 0141 272 0000
Caledonia House, 89 Seaward Street, Glasgow G41 1HJ. 

If you would like a full copy of the
guide, please send an email to: 

Jacqueline May:
jacqueline.may@maco.co.uk
or
Jim Croly:
jim.croly@maco.co.uk
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