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A Guide to Auto-
Enrolment for
Employees

Understanding your workplace pension, how

contributions work, and why staying enrolled

could be one of the most important financial

decisions you make.

This guide contains 14 pages and will take approximately 12 minutes to read



Everything you need to know about auto-enrolment, from eligibility and contributions

to tax relief and your next steps.
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What Is Auto-

Enrolment?
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Are You Eligible?

Eligible Jobholders

Non-Eligible and Entitled Workers

Did you know?
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Auto-Enrolment in Numbers

11m+
Workers auto-enrolled

since 2012

89%
Eligible employees now

enrolled

~9%
Opt-out rate across all

employers

How the 8% Minimum Contribution Breaks Down

Based on qualifying earnings (2025/26 tax year)

Total minimum contribution: 8%

4% You pay 1% 3% Employer

Your contribution (4%) Tax relief (1%) Employer (3%)
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How Your Contributions
Work

Qualifying Earnings

How Deductions Appear on Your Payslip

Salary Sacrifice and Extra Contributions

Key Figures

2025/26

£6,240

£50,270

8%

5%
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Understanding Tax Relief

How Tax Relief Works

Higher and Additional Rate Taxpayers

Tax Relief in Practice (Basic Rate)

Your contribution from pay £80

Basic-rate tax relief (20%) + £20

Total added to your pension £100
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Opting Out and Opting Back In

Factor Stay Enrolled Opt Out

Employer contributions You receive at least 3%

from your employer

You lose all employer

contributions

Tax relief Government adds

20%+ to your

contributions

No tax relief on pension

savings

Take-home pay Slightly lower each

month

Slightly higher each

month

Retirement savings Building towards a

pension pot

No workplace pension

savings

Re-enrolment Already enrolled, no

action needed

Automatically re-

enrolled every 3 years

Important: The Opt-Out Window
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A Real Example

SM
Sarah Mitchell Early Career

Salary £30,000

Qualifying £23,760

IF  SARAH  OPTS  OUT IF  SARAH  STAYS  ENROLLED

Sarah's Monthly Breakdown

Her 4% of qualifying earnings (£23,760) £79/month

Basic-rate tax relief (1%) + £20/month

Employer contribution (3%) + £59/month

Total monthly pension contribution £158/month
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Is the Minimum Enough?

Minimum (8%)
Enhanced (12%+)

RECOMMENDED
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Common Questions Answered

Q Can my employer force me to opt out?

A

Q What happens to my pension if I change jobs?

A

Q Can I increase my contributions beyond the minimum?

A

Q What happens to my pension if I pass away?

A
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Your Next Steps

1 Check Your Payslip 5 MINS

2 Log Into Your Pension Account 10 MINS

3 Speak to Us 5 MINS

We Are Here to Help
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Your future self will thank you for every pound
saved today. A comfortable retirement is not a
luxury: it is a plan.
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Your Logo Here

Ready to take the next step?

Our team of experienced financial advisers is here to help you

make the most of your financial planning opportunities. Whether

you want to review your workplace pension, consolidate old pots,

or plan for the retirement you deserve, we are ready to help.

Book a Consultation

Call 0800 XXX XXXX | advice@example.com |

www.example.com

Your Financial Adviser | 123 High Street, London EC1A 1AA

Authorised and regulated by the Financial Conduct Authority (FCA Number XXXXXX) | Company Number XXXXXXXX


