
After your first contribution deduction
Things to do by the 5th of the month following payday:

Use the secure online Cushon Employer Portal to submit your pension data file.

Learn how to use the portal

Build this routine into your payroll processes. Uploading your employee contribution 
data file needs to become part of your business as usual. 

What happens if you’re late uploading your data

NEED HELP?

If you experience upload issues or need further help:

Read the Cushon Employer Portal troubleshooting guide

Explore the Employer Help Centre

Your pension 
launch checklist
Once you have completed your application, there are a few more 
steps for you to complete to get your pension ready.
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After application completion
Things to do once you have submitted your application:
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Follow the instructions in your account set up email to log in to your account online 
for secure portal access.

Sign up for the Employer Hub for all the employee engagement content you need.

Communicate changes to your employees by sharing a pension launch notice. We’ll 
send you a template when it’s the right time to do so.

Get your payroll system ready by liaising with your payroll provider to set up the 
contribution rates and earnings basis to calculate contributions, and check that it 
can generate the data files for pension contributions. 

Learn more about setting up a payroll system

On your duties start date
Things to do on the date your first employee starts working for you:

Decide if you will use postponement. If you opt for postponement, write to your 
employees within 6 weeks of your duties start date. The pension regulator provides a   
useful template you can use.

Learn more about postponement

Identify which employees should be automatically enrolled. Consider using your 
payroll to do this.

Look ahead! Your employee contribution data should be submitted to Cushon by 
the 5th day of the month following deduction from pay to ensure payment is with 
Cushon by the 22nd of the month, as required by The Pensions Regulator.

Understand by when you need to upload your data

Configure your employee contribution data files.

Learn more about preparing your data
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Before your first contribution deduction
Things to do before the first pay date which pension contributions 
are deducted:
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Ensure your payroll system automatically deducts pension contributions from 
eligible employees’ pay. The Cushon Master Trust uses the Net Pay arrangement 
for tax relief. This means that you deduct employee contributions before any tax is 
taken.

Learn more about the Net Pay arrangement

Generate your employee contribution data file.

Learn more about preparing your data

Double-check that the contributions you’re uploading are as expected.

Within 5 months of duties start date
You must declare your compliance with The Pensions Regulator 
within five months of your duties start date. Failure to report on 
time could result in fines.
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Complete your compliance declaration on The Pensions Regulator’s website.

What happens if you’re late making your declaration
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https://cushon.co.uk/site/login
https://employerhelp.cushon.co.uk/hc/en-gb/articles/16088064584732
https://employerhelp.cushon.co.uk/hc/en-gb/articles/15408345825052
https://employerhelp.cushon.co.uk/hc/en-gb/articles/15441722831260
https://employerhelp.cushon.co.uk/hc/en-gb
https://connect.cushon.co.uk/access-employer-hub
https://employerhelp.cushon.co.uk/hc/en-gb/articles/15403086396188
https://www.thepensionsregulator.gov.uk/en/business-advisers/automatic-enrolment-guide-for-business-advisers/postponement
https://employerhelp.cushon.co.uk/hc/en-gb/articles/15403351463452
https://employerhelp.cushon.co.uk/hc/en-gb/articles/15408345825052
https://employerhelp.cushon.co.uk/hc/en-gb/articles/15399482779932
https://employerhelp.cushon.co.uk/hc/en-gb/articles/15406889648668
https://employerhelp.cushon.co.uk/hc/en-gb/articles/15399482779932
https://declaration.ae.tpr.gov.uk/?utm_source=Letter&utm_medium=online-declare&utm_campaign=100_osr_test&utm_term=org3_midpoint
https://employerhelp.cushon.co.uk/hc/en-gb/articles/16748263768092

