
GCVS can: 

  Be your nominated secondary contact – we aim to contact you each time we receive correspondence so ensure you 

have also received it and have taken any necessary action 

  Keep in contact with the employer to ensure they are on track for their Staging Date 

  Supply the relevant notices for employees; these will be sent to the employer to distribute 

  Make the deduction from salary for your employees as per the details provided by the employer 

  Pay over the pension contribution to your selected provider 

  Help with the set-up of your pensions online filing 

  Upload any online files as appropriate 

  Send you a pension report each month detailing employee/employer contributions 

 

What you need to do now: 

  Go to the Pensions Regulator website - www.thepensionsregulator.gov.uk 

  Find out your staging date by entering your PAYE reference. Your PAYE reference can be found on your payslip under 

"Tax Reference" 

  Nominate a contact with the Pensions Regulator - this is to be the person responsible at your project for the Pension 

Scheme (GCVS can be the secondary contact) 

  Select a Pension Scheme that is compliant with the Pensions Regulator 

  Set up the pension scheme and decide the contribution rates 

  Complete your Declaration of Compliance 

  Send us (GCVS) detailed information regarding your chosen Pension Scheme no later than the month before your 

staging date. This must contain employee and employer contribution rates.  Please ask us for our AE Form. 

 

If you already have a pension scheme for your organisation, you must still follow the first three steps above. You need to check 

with the Pensions Regulator that your scheme is compliant. 

The set-up of your Pension Scheme will be up to yourselves and your selected Pension Provider unless you request GCVS’ 

assistance.  Although we can provide the appropriate letters/notices, all letters/notices to staff will need to be administered by 

yourselves and/or the Pension Provider. 

Please make sure you are up to date with the legislation regarding Workplace Pensions as the Pensions Regulator can and will 

fine for non-compliance. 

Pension Regulator Website  www.thepensionsregulator.gov.uk  

Pensions Regulator Employer Helpline  0845 600 1011 

 

DIRECT DEBIT PAYMENTS TO PENSION PROVIDERS; 

Should your chosen provider insist on receiving payments via Direct Debit please ensure you keep them updated on any changes 

to an employee’s salary which will affect their deduction amount. 

GCVS will note any discrepancies on your Quarterly Statement of Account and these will need to be taken up by the employer 

and resolved between yourselves and the pension provider. 

 

How can we help? 
GCVS Employers Advice Service runs information sessions on Workplace Pensions. 

To find out when the next session is or book please contact: 

GCVS Training Department 

training@gcvs.org.uk  0141 332 2444 

 

There will be a small charge associated with the set-up of pensions however this has still to be confirmed at this stage. 

mailto:training@gcvs.org.uk

