
This fact sheet is provided for information purposes only and does not constitute any form of financial or investment advice. We believe the information in this fact sheet to be correct at the time of going to press, but we 

cannot accept any responsibility for any loss to any person as a result of action or refraining from action as a result of any item herein. 

Holborn Auto-Enrolment – Your Steps to Staging 
 

 

Know your 

staging date 

Assess your 

workforce 

Review your 

pension scheme 

Create, then test 

processes 

Develop an 

employee 

communications 

strategy 

Issue pre-staging 

communications 
Auto-Enrolment 

Continuing 

Support 

 

-12 Months -12 Months -10 Months -6 Months -5 Month -3 Months Staging Date Post-Staging 
You’ll receive a letter 

from the Pensions 

Regulator 12 months 

prior to staging. 

 

Your staging date is 

normally set by the 

size of your largest 

PAYE scheme. 

We’ll assess: 

 

What category of 

worker they fall into: 

 

 eligible jobholder 

 non-eligible 

jobholder 

 entitled worker 

 

What contributions 

will need to be made 

for whom. 

 

This will give you an 

idea of the likely 

make-up of your 

workforce on your 

staging date and the 

likely cost of 

contributions. 

We’ll identify any 

changes required, for 

example: 

 

 contribution levels 

 differences in 

requirements 

between new and 

existing members 

 default investment  

fund. 

 

Does your scheme 

have barriers to 

joining, for example, 

probation periods or 

age limits that need to 

be removed? 

We’ll analyse cost 

implications and 

process changes. 

 

Recommend an 

implement any 

necessary changes to 

the scheme: 

 

 different tiers for 

different workers 

 default fund 

 contributions. 

 

Help you test any 

changes to be 

implemented, for 

example to 

administration 

processes. 

One of your duties is 

to give the right 

information, at the 

right time and in the 

right way. 

 

We’ll therefore help 

you tell your staff in 

writing what’s 

happening and how 

they may be affected 

by the changes. 

Help you to be 

specific and personal 

– who needs to know 

what? 

Raise awareness prior 

to the actual auto-

enrolment process, so 

your staff know 

what’s coming. 

Activate your pre-

staging 

communications to 

announce auto-

enrolment to your 

workforce. 

You’ve reached the 

point where you have 

to start your auto-

enrolment. 

 

We’ll help you: 

 

 carry out your 

specific duties, e.g. 

auto-enroling, 

opting-in and 

opting-out staff 

 register with tPR 

 ensure you meet 

your record 

keeping  

requirements  

 pay contributions 

according to the 

legislation. 

We’ll continue to 

help manage your 

scheme going 

forward. 

 

We’ll review the 

scheme to ensure it is 

still the best option 

for you as well as aid 

new and existing 

members with any 

queries they might 

have. 

 

We’ll also ensure that 

the Pension Scheme 

fits into your overall 

benefits package. 

 

 

Although auto-enrolment continues to be your responsibility, Holborn Financial will help you every step of the way 

ensuring your employees appreciate the benefits to them and that you are fully compliant with the regulations. 


