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Workplace Pension Scheme 
administration can be both onerous 
and costly. We believe the delivery 
of a quality service and support 
package can help limit your time 
and cost burden. Equally, delivering 
clear communications and 
education to staff is of paramount 
importance, helping to ensure 
employees gain the most from this 
valuable employee benefit.

Our workplace service level 
options are broken down into 
three distinct areas:
f	 Implementation
f	 Ongoing administration
f	 Education.

You will have the opportunity 
to select the most appropriate 
services for your needs.

We aim to provide you with a clear 
understanding of each service 
option and the associated costs. 
We find that each and every 
employer is unique, with differing 
needs and, generally, their own 
desires in what they want to 
achieve from their workplace 
pension offering.

Whether it’s just a basic level of 
administration support, or a full 
blown advice package where every 
member of staff receives their own 
Independent Financial Advice and 
consistent review process; our 
service level options are designed 
to suit your needs, allowing you 
to select the services that best fit 
with your requirements, whatever 
they are.

3

Introduction
Employers are crucial stakeholders in the 
debate about how people in the UK make  
the best possible plans for retirement and  
the changing pensions landscape has many 
far-reaching implications for them. 

     Awareness of Automatic 
Enrolment is continuing to 
rise, with 77% of people now 
aware of it, up from 65% in 
2013 and only 39% in 2012
Scottish Widows Workplace Pensions Report 2014
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Whether you’re reviewing 
an existing pension scheme 
or setting up a scheme for 
the first time you’ll need 
to consider how best to 
implement your pension 
scheme and/or any changes 
to your existing scheme(s).
Our implementation services include:

f	 Discussions to identify objectives

f	E stablish budget available 

f	A dvice regarding the setting of 
contribution levels and the legal 
requirements under automatic 
enrolment 

f	A dvice regarding enrolment 
procedures and communication / 
cost options 

f	R emuneration options and 
impact on scheme terms 

f	 Discussions regarding impact of 
automatic enrolment obligations 
and qualifying scheme 
requirements 

f	O btain data on the staff 
membership to be covered 
so that scheme terms can be 
tendered

f	A nalysis of existing pension 
arrangement(s) where necessary

f	S taff profile, risk and investment 
discussion to form the basis of 
default fund requirements

f	C onsult with existing pension 
provider(s) and ascertain 
whether any existing scheme(s) 
can be re-priced

f	C onsideration of salary sacrifice 
as a contribution method, and if 
selected, agree how any employer 
N.I saving is to be treated

f	C onsideration of full market 
(including any existing provider) 
to determine appropriate 
provider(s) for pension scheme 
and preparation of report 
outlining recommendations 

Implementation - Employer 
(Contractual Pension Scheme)

WORKPLACE PENSIONS - services and costs
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f	R eport to provide reasons 
for selection of provider(s) or 
retention of current scheme 
against market tender, default 
fund recommendation, 
confirmation of charges, 
confirmation of any software 
available to aid employer/
employee experience, full 
details of investment fund 
availability and confirmation of 
remuneration  

f	R eport to also outline default 
fund to be offered and reasons 
for selection including lifestyling 
options 

f	I f desired arrange beauty parade 
of shortlisted providers and 
discuss outcome to agree final 
provider selection 

f	C onfirmation of support, training 
and literature available from 
selected provider(s) 

f	O ptions with regard to employee 
education/communication 

f	M eeting to discuss report and 
recommendations and agree 
project plan for implementation 

f	A gree the details of the scheme 
design including contribution 
rates, eligibility terms, provider 
software support and complete 
employer paperwork 

f	 Discuss the impact of automatic 
enrolment and agree project plan 
where implementing pre staging 
date. Where implementing 
post staging date, confirm 
requirements under automatic 
enrolment legislation and discuss 
compliance procedures and 
options

f	A gree desired communications/
education, remuneration and 
method of payment

f	R eview draft communications 
and agree time to issue written 
announcements 

f	A gree start date of new service/
communication package 

f	A gree establishment of 
Governance Committee if desired 

f	C ollate and process employer 
paperwork to ensure scheme is 
set up in good order 

f	R oll out payroll support to ensure 
initial pension payroll deductions 
are processed correctly. This 
includes the introduction of any 
such salary sacrifice contributions 

f	A rrange relevant provider 
training (where available) in 
relation to online payment/
upload facility and any such 
automatic enrolment I.T. solution

f	O utline reporting duties and 
procedures when registering 
‘declaration of compliance’ with 
The Pensions Regulator (TPR).

The cost of this service is 
£5,000 + VAT

     1 in 4 employees 
are unaware of how 
much they contribute 
to their pension
Scottish Widows Workplace 
Pensions Report 2014
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Pre-Packaged Solution
We offer a single pre-packaged 
solution through The People’s 
Pension (offered by B&CE). The 
People’s Pension is a not-for-
profit defined contribution multi-
employer occupational pension 
scheme, sometimes known as a 
Master Trust scheme.

This pre-packaged solution will 
help you deliver the minimum 
requirements under automatic 
enrolment. We will assist you 
in establishing the appropriate 
systems and controls to address 
all scheme management and 
administration requirements.

A separate service document is 
available upon request outlining our 
services and your responsibilities. 
Alongside our pre-packaged 
solution you can however choose to 
select any of our education services 
to increase employee engagement 
and communication.

The cost of our packaged solution 
is £2,950.00 + VAT

Bespoke Scheme (also 
see Contractual Pension 
Scheme)
When implementing an automatic 
enrolment pension scheme you can 
ask us to provide our advice and 

recommendation through a whole 
of market tender exercise. As part 
of this service we will go to market 
to tender terms with suitable 
pension providers before presenting 
our recommendations which are 
formalised in a suitability report.

The make-up of this service 
mirrors that offered under our 
‘Implementation - Employer 
(Contractual Pension Scheme)’ 
service (see above) and is inclusive 
of all services listed.

The cost of this service is 
£5,000 + VAT

Implementation - Employer 
(Automatic Enrolment Pension Scheme)
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Implementation - 
Employee Enrolment 
Process (Contractual 
Pension Scheme)
Where you are implementing a 
contractual pension scheme you will 
require enrolment support through 
either the provision of an advice 
process or by sending a direct offer 
promotion to eligible staff.

Direct Offer
We will tailor a promotional invite 
to issue to eligible staff. This can 
be delivered in the post or by eShot 
and will provide eligible employees 
with all the information they need 
to make an informed decision when 
joining your pension scheme.

Direct offer promotions do not 
represent personalised financial 
advice but do provide sufficiently 
detailed information and the 
necessary paperwork to join the 
pension scheme. Eligible employees 
are able to seek financial advice 
from Ernest Grant Ltd or their own 
financial adviser should they have 
any doubts about whether the 
pension scheme meets their own 
needs. This would be at additional 
cost to the employee.

The cost of this service is £75 
per head

Full Advice - Individual 
Advice Meetings with 
Staff
Our experience tells us that the 
majority of employees undervalue 
their employer sponsored 
workplace pension scheme. 

We believe this is generally directly 
correlated to the level of employee 
engagement and advice.

Our full advice process aims to 
combat these issues and increase 
the level of employee engagement, 
confidence in employee retirement 
planning and, overall, the perceived 
value of your pension scheme.

Through an advice meeting with 
a regulated financial adviser we 
will take each eligible employee 
through our engage retirement 
planning process, which includes:

f	 affordability review

f	 state pension discussion 

f	 assessment of attitude to risk 
through completion of our 
standard questionnaire and 
discussion

f	 discussion surrounding capacity 
to loss

f	 discussion surrounding existing 
knowledge and experience

f	 discussion regarding existing 
pension arrangements and 
options to review/analyse

f	 discussion surrounding 
retirement goals

f	 pension targeting/shortfall 
analysis

f	 contributions assessment  
and agreement

f	 investment fund 
recommendation/selection.
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As part of our full advice 
process we will:
f	P repare and import employee 

data into our back office database 
for preparation of the ‘engage’ 
Retirement Planning Tool

f	A rrange meeting days 
and schedule individual 
appointments (remote meeting 
facility is available when 
necessary)

f	 Hold one-to-one meetings with 
each eligible employee 

f	S hould the staff member wish 
for us to analyse their existing or 
former pension arrangements, 
they will be asked to complete 
and sign a Letter of Authority/
Engagement to this effect. 
Any resulting financial advice 
and implementation of 
recommendations relating to 
existing/former pensions, and 
which incurs additional cost/
fees, will be agreed directly with 
the member

f	C ompletion of the member’s 
application, confirmation 
and declaration. Employee 
confirmations will be issued to 
the employer’s Administration/
Payroll Department for 
safekeeping. This will also provide 
the company with the required 
evidence for the establishment of 
salary sacrifice deductions

f	E stablish a member helpline and 
direct email address

f	P rovide details of pension 
provider online support and how 
to access this facility (where 
available)

f	A ccess to newsletter 
communication from Ernest 
Grant Ltd (where permission is 
granted by employee)

f	A ccess to other services 
provided by Ernest Grant Ltd as 
Independent Financial Advisers 
(out of working hours and at cost 
to the individual).

Where groups of meetings can be 
arranged in the same day there is 
a reducing scale on our per head 
charges:

£350 per head (1-2 meetings)

£300 per head (3-4 meetings)

£250 per head (5-7 meetings)

Implementation - 
Employee Enrolment 
Process (Automatic 
Enrolment Pension 
Scheme)
If you implement a pension scheme 
that facilitates automatic enrolment 
there are no additional enrolment 
costs. You can however choose to 
select any of our education services 
to increase employee engagement 
and communication.

     Two in three people 
still want to know 
what their income will 
be in retirement
Scottish Widows Workplace Pensions Report 2014
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Ongoing Administration - Employer
The day to day running of 
a pension scheme can be 
complex; managing salary 
changes, the addition of new 
starters and the removal of 
those leaving the company, 
will all need to be accurately 
reflected within your payroll 
and subsequently when 
sending contributions to your 
pension provider.
In addition, you may require ad-hoc 
support and access to experienced 
administrators/technicians when 
managing your scheme.

At Ernest Grant we can provide 
you with ongoing administration 
support to ensure you have 
access to the right people when 
questions arise. Ernest Grant can 
also provide you with weekly/
monthly payroll support to ensure 
any amendments, additions and 
removals can be quickly and 
accurately processed.

We will:
f	I ntroduce direct support for 

the personnel tasked with 
running/managing your pension 
scheme. This will ensure they 
have necessary channels of 
communication via email and 
telephone

f	A gree a set timetable for 
communications within any 
given pay period. This may be 
weekly or monthly dependent 
on your payroll frequency and 
will encapsulate procedures for 
new starters, leavers and staff 
data changes. Not applicable to 
automatic enrolment pension 
schemes

f	P rovide a form for completion at 
agreed communication dates so 
changes can be processed and 
communicated back to payroll in 
time for your payroll cut-off
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f	C ontinue to review the 
administration support to 
ensure all parties are happy 
with efficiency of administration 
and consider any potential 
improvements

f	A rrange annual scheme 
overview / review meeting 
with key personnel to discuss 
progress of scheme and ongoing 
communication / support 

f	P rovide annual management 
information on pension scheme 

f	A gree review procedures and 
communication requirements 
each year

f	O verview other services that 
can be provided by Ernest Grant 
Ltd (generally at additional cost). 

For Contractual Pension Schemes 
our ongoing administration charge 
is £7 per employee, per month 
(with a minimum overall charge of 
£125 per month).

For Automatic Enrolment 
Pension Schemes our ongoing 
administration charge is £3 per 
employee, per month (with a 
minimum overall charge of £125 
per month).

Ongoing Support 
- Employee Reviews
We believe a clear and consistent 
review process is a vital part of an 
employee’s retirement planning 
journey. Consistent reviews will 
ensure the desired retirement 
outcomes and goals are always 
in view. Of course circumstances 
change and so do retirement 
goals, not to mention economic 
conditions, legislation and taxation.

Our advisers aim to deliver a clear 
and concise appraisal at the point 
of review.

Review Meeting - 
Provision of 
Information Only
The service is charged at £75 
per meeting

Review Meeting  
- Full Advice
Where groups of meetings can be 
arranged in the same day there is 
a reducing scale on our per head 
charges:

£350 per head (1-2 meetings)

£300 per head (3-4 meetings)

£250 per head (5-7 meetings)

     17% would turn to 
their employer first 
for information about 
pensions
Scottish Widows Workplace Pensions Report 2014
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Would staff turnover go down 
if your employees realised the 
value of their employment 
package and were to 
engage with Ernest Grant in 
determining their financial 
futures? We believe it would.
It is not widely recognised, but for 
many employees, the most valuable 
benefit their employer offers is the 
pension scheme, yet we find that it 
is frequently the least appreciated. 
From our experience, in the main, 
members of workplace pension 
schemes do not have retirement 
goals. Even when these have been 
considered it’s highly unlikely they 
know how they are doing against 

them. This is hardly surprising given 
the low level of advice and support 
most people receive when joining 
an employer sponsored workplace 
pension scheme.

We offer a range of educational 
services to help staff understand 
their workplace pensions provision. 
This ranges from simply providing 
information to help employees 
understand pensions and the 
decisions they have to make, all the 
way through to full advice packages 
where staff will receive a detailed 
individual consultation from an 
Ernest Grant adviser. Our education 
packages are optional services but 
we believe you should consider 
adopting some education to help 

increase staff knowledge and 
understanding whilst improving the 
perceived value of what’s on offer.

Onsite Presentations / 
Workshops / Q&As
We can offer onsite presentations to 
communicate with your staff. These 
presentations are designed to help 
communicate any changes, introduce 
Ernest Grant Ltd, introduce the 
pension scheme and provide further 
education surrounding pensions to 
help improve understanding. We can 
tailor our presentations to suit the 
needs of your staff and the message 
you wish to convey. We can also be 
accommodating of shift patterns.

Where groups of presentations can 
be arranged in the same day there 
is a reducing scale on our charges:

£350 for an ad-hoc presentation

£500 for a half day of presentations

£1,000 for a full day of presentations

Production of 
Educational DVDs
We can produce educational DVDs 
to be distributed to your staff.

The cost of this service is £1,000 
for production including the first 50 
DVD’s and £5 per DVD thereafter.

Production of 
Tailored Written 
Communications
We can produce tailored written 
communications to be distributed 
by post or eShot. The cost of 
this service will be priced on an 
individual basis.

Education



12

WORKPLACE PENSIONS - services and costs

We also offer a range of other 
services which you can select 
on a pick and mix basis.

Pension Salary Exchange 
(Salary Sacrifice) Report
A salary exchange scheme is 
now recognised by HMRC as a 
legitimate way of funding pension 
contributions, and ‘pensions’ is 
specifically listed as an ‘exempt’ 
benefit, meaning that HMRC do 
not prescribe any conditions about 
the duration and timings of any 
renewal/modification process.

Introducing a pension salary 
exchange scheme will constitute 
a change in the terms of 
your employees’ contracts of 
employment.

Legal advice should be sought 
on the implications of this and 
the impact it may have on other 
employee benefits (e.g. life 
assurance) and any issues such 
as redundancy, sick pay and 
maternity/paternity rights.

You will also need to consider 
whether this will this be on an 
opt-in or an opt-out basis, either 
way how will you communicate this 
with your staff?

We offer a full salary exchange 
report which will help to:

f	I dentify your key considerations

f	I dentify the key considerations 
of your staff

f	I dentify certain earnings 
thresholds and National 
Minimum Wage considerations

f	E stablish the changes required 
to contracts of employment

f	C onsider whether the scheme 
will be introduced as ‘opt-in’ or 
‘opt-out’?

f	P rovide ‘before and after’ 
examples to confirm how salary 
sacrifice is displayed.

Other Services
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f	A nalyse the potential employer 
National Insurance saving.

The cost of this service will be 
priced on an individual basis.

Governance Report
By 2018, 8 to 9 million people 
will start saving or be saving 
more as a result of automatic 
enrolment. Four million people 
have already been automatically 
enrolled into workplace pensions 
since 2012 (Department for Work 
and Pensions - better work place 
pension report October 2014).

This places a new responsibility 
on Government, regulators and 
the financial services industry to 
ensure that workplace schemes are 
well run, in members’ interests. 

The DWP produced a Command 
Paper, ‘Better Workplace Pensions: 
Further measures for savers’, 
published in March 2014. This 
set out a range of measures 
to meet that responsibility, 
including a cap on charges in 
default fund arrangements, a 
ban on inappropriate charges and 
proposals to introduce minimum 
governance standards and improve 
transparency across workplace 
defined contribution schemes.

A further paper in response to 
this consultation was published in 
October 2014. This paper builds 
on the March Command Paper 
by publishing the Government’s 
response to its consultation on 
minimum governance standards and 
on two questions on transparency.

Robust scheme governance 
can reduce risk, and costs, by 
ensuring your scheme has proper 

oversight, and that its ongoing 
competitiveness, suitability and 
value is routinely reassessed. 
The Department for Work and 
Pensions, The Pensions Regulator 
and the Investment Governance 
Group have published guiding 
principles for effective governance. 

Regardless of the approach you 
take, good governance is important 
for addressing the risks inherent 
in taking on responsibility for your 
workers’ pension savings. It will 
also help you to anticipate and 
control your costs and reduce the 
burden on your management team. 

We offer a scheme Governance 
Report which will help to:

f	I dentify your key considerations

f	I dentify the key considerations 
of your staff

f	I dentify certain earnings 
thresholds and National 
Minimum Wage considerations

f	E stablish the changes required 
to contracts of employment

f	C onsider whether the scheme 
will be introduced as ‘opt-in’ or 
‘opt-out’?

f	P rovide ‘before and after’ 
examples to confirm how salary 
sacrifice is displayed

f	A nalyse the potential employer 
National Insurance saving.

The cost of this service will be 
priced on an individual basis.

     30% of employees 
say their pension  
is a major incentive 
to stay in their 
current job
Scottish Widows Workplace Pensions Report 2014
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Services which do not include intermediation will be subject to VAT.

Where services involve advice to individual members, these will potentially be 
exempt from VAT, but only where there is also an appropriate agreement in 
place with the individual member and intermediation has taken place.

Director/Head of Business Development
Operations/Specialist/Technical

Financial advice

Paraplanning, research & reporting

General administration

£300 per hour

Hourly fee

£200 per hour

£150 per hour

£50 per hour

Independent 
Governance Committees 
(IGCs)
For workplace personal pension 
schemes, firms will be required to 
set up and maintain Independent 
Governance Committees (IGCs) 
to provide oversight on behalf of 
scheme members, the introduction 
of which will fall due from April 2015. 

As part of these new minimum 
governance standards, trustees 
and IGCs will be required to 
consider their scheme’s costs and 
charges, making an assessment of 
the value for money the scheme 
is providing for its members, and 
reporting on this annually.

It is proposed that an IGC must 
have a majority of members who 
are independent of the firm. This 
should help IGCs to demonstrate 
that their decision making is fair 
and transparent, and ensure good 
levels of governance. Given the key 
role they will play, we also support 
the recommendation that IGC 
chairs be independent of the firm. 

Implementation - Employer

Fee Category

Implementation - Contractual Pension Scheme
(Full Advice and Scheme Tender)

Implementation - Automatic Enrolment Pension 
Scheme (Packaged Solution)

Implementation - Automatic Enrolment Pension 
Scheme (Bespoke) (Full Advice and Scheme Tender)

£5,000

£2,950

£5,000

Initial Fee (Per Head) Total Initial  
Fee

Annual Fee
(Per Head) Tick to Include Number of 

Employees

Costs of Services

We can provide support and 
delivery services to IGCs. 
The cost of this service 
will be priced on a per hour 
basis. Where we use, or 
refer to, hourly rate fees, 
the current rates used are:
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Education

Fee Category

On site workshops / presentations / Q&A
(one off presentation)

On site workshops / presentations / Q&A (Half Day)

On site workshops / presentations / Q&A (Full Day)

Ad-hoc individual advice meetings with staff

Production of tailored written communications

Production of educational DVDs

£350 (1-2 meetings)*
£300 (3-4 meetings)*
£250 (5-7 meetings)*

Up to 50: £1,000

For every DVD > 50: £5

£350**

£500**

£1,000**

The cost of this service will be priced on an individual basis

Initial Fee (Per Head) Total Initial  
Fee

Manual Fee
(Per Head) Tick to Include Number of 

Employees

Ongoing Support - Employee

Fee Category

Review Meeting (Information Only)

Review Meeting (Full Advice)

£75

£350 (1-2 meetings)*
£300 (3-4 meetings)*
£250 (5-7 meetings)*

Initial Fee (Per Head) Total Initial  
Fee

Monthly Fee
(Per Head) Tick to Include Number of 

Employees

Ongoing Administration - Employer

Fee Category

Ongoing administration support  
(Contractual for all Employees)

Ongoing administration support  
(Automatic Enrolment) for all Employees

£7

£3

Initial Fee (Per Head) Total Initial  
Fee

Monthly Fee
(Per Head) Tick to Include Number of 

Employees

Other

Fee Category

Governance Report

Salary Sacrifice Report

Independent Governance Committees (IGCs)

*Where groups of meetings can be arranged in the same day there is a reducing scale on our per head charges
**Presentations to night shift workers will be charged at a ratio of 120% of the normal rate
VAT:  Services provided which do not undertake intermediation will be subject to VAT

The cost of this service will be priced on an individual basis

The cost of this service will be priced on an individual basis

The cost of this service will be priced on a per hour basis

Initial Fee (Per Head) Total Initial  
Fee

Annual Fee
(Per Head) Tick to Include Number of 

Employees

Implementation - Employee Enrolment Process (Contractual Pension Scheme)

Fee Category

Enrolment Process (Direct Offer)

Enrolment Process
(Full Advice - individual meetings with staff)

£75

£350 (1-2 meetings)*
£300 (3-4 meetings)*
£250 (5-7 meetings)*

Initial Fee (Per Head) Total Initial  
Fee

Annual Fee
(Per Head) Tick to Include Number of 

Employees

Implementation - Employee Enrolment Process (Automatic Enrolment Pension Scheme)

Fee Category

Enrolment Process (Automatic Enrolment) £0

Initial Fee (Per Head) Total Initial  
Fee

Annual Fee
(Per Head) Tick to Include Number of 

Employees
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