
Check with your payroll / software provider when they’ll be ready
If you’re using a provider, make sure they have the training and capability required 
for you to on-board. 

If you’re a Local Authority and have maintained schools that use third party 
providers for their payroll, each of these has to have the ability to provide you with 
the required data for you to on-board.

Make sure all delegation details are up to date
If you use a payroll provider, we need to know their most up to date details. They 
need to complete a Delegation form to allow them access to the Employer Portal.

Check your contact details and data centre access are correct
Log in to the Employer Portal to check and update the contact details we currently 
hold for those who’ll be administering MCR.

Read our MCR Guide
This is a comprehensive guide covering the process, how to complete section A 
and B, and submission examples. It’s a must read before you on-board and will be 
a step our team will check you’ve completed.

Read our On-boarding Guide and complete the On-boarding form
You can find both the guide and the form on our website. On your form you’ll need 
to select the month in which you’d like to on-board to MCR, or select the month 
we’ve allocated for you to on-board.

Monthly Contributions Reconciliation  
(MCR) checklist

To help you prepare to on-board to MCR, we’ve created a simple checklist for you. The 
following steps are designed to ensure that your MCR journey starts off as smoothly as 
possible. A member of our team will contact you prior to on-boarding to make sure the 
essential checks have been completed and you’re ready to on-board.

Essential checks

https://www.teacherspensions.co.uk/-/media/documents/employer/stu-templates/employer-portal-delegation-form.ashx?rev=4df67c5bdf43477eba1871aa54573a3c&hash=93204FD706B486FB0C8107DD08779117
https://www.teacherspensions.co.uk/employers/employer-dashboard/overview.aspx
https://www.teacherspensions.co.uk/employers/employer-dashboard/employer-contact-details.aspx
https://www.teacherspensions.co.uk/-/media/documents/employer/guides/monthly-contributions-reconciliation/mcr_a4_user-guide_full_version.ashx?rev=bb4996c7dbc544308049f502a6d6b779&hash=12FB1C75971186389499B661E002AF2B
https://www.teacherspensions.co.uk/-/media/documents/employer/guides/monthly-contributions-reconciliation/mcr-on-boarding-guide.ashx?rev=e31b790bf4bc4ed7b0ec35d952b9556a&hash=94AE95D37FC724A67255A187501D5108
https://www.teacherspensions.co.uk/-/media/documents/employer/guides/monthly-contributions-reconciliation/mcr-onboarding-form.ashx?rev=8916208d92f04d0290abe9283cf46d42&hash=C466E2EDF38479185809EF0C7E8FFDF6
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Complete the MCR training
Staff who’ll provide information for MCR will need to be aware of any new 
changes introduced. It’s essential to attend our three training webinars covering 
the process, data sets and contribution methods, and a run through of scenario 
examples.  

Ensure the data cleanse exercises outlined in the On-boarding Guide 
are completed
This is essential in helping us amend any variances in member information 
between us and your payroll system and simplifies the on-boarding process.

The On-boarding Guide is available on our website. Leading up to your  
on-boarding date, you’ll need to download your membership listings report from 
your Employer Portal, which can be found in the ‘Reports’ section.

Test your MCR submission
You’ll need to test that the data you’re going to provide to us when you start to 
make your MCR submissions is correct and accurate. You can do this by using the 
MCR template.

This contains extensive data validation and by populating it with your data, you’ll 
be able to identify any errors before you start making live submissions.

This must be done for all types of data sources (extract from payroll system, 
extract from payroll provider, manually extracted, etc.) and for at least one 
months’ worth of data, before you on-board. It’ll be a step our team will check 
you’ve completed. 

Further support 

Keep an eye out for our MCR emails
From the point you send us your On-boarding form, we’ll send you confirmation and 
re-minder emails to support and guide you through the process of joining.

Keep up to date with MCR
It’s a good idea to familiarise yourself with the documents and dedicated resources 
you’ll need before you reach your on-boarding date. Please take some time to look over 
the following:
• The MCR Template and Template User Instructions
• Our monthly Employer Bulletin, to keep up to date with information on MCR
• Our MCR Bulletin, emailed to you with a focus solely on MCR
• The dedicated MCR webpages
• Follow us on Social Media.

For further help or support with MCR, visit our contact options.

https://bookwhen.com/teacherspensionsemployerwebinars#focus=ev-skb9-20230523100000
https://www.teacherspensions.co.uk/employers/managing-members/mcr/forms-and-guides.aspx
https://www.teacherspensions.co.uk/employers/employer-dashboard/reports.aspx
https://www.teacherspensions.co.uk/employers/employer-dashboard/templates.aspx
https://www.teacherspensions.co.uk/-/media/documents/employer/guides/monthly-contributions-reconciliation/mcr-template-user-instructions.ashx?rev=c19bfc38706a4cc1940f779a582d2d40&hash=343A966E14E01592D09F5D534ECF81A0
https://www.teacherspensions.co.uk/employers/resources/employer-help/employer-bulletin.aspx
https://www.teacherspensions.co.uk/employers/resources/employer-help/mcr-bulletin.aspx
https://www.teacherspensions.co.uk/employers/managing-members/mcr.aspx
https://www.teacherspensions.co.uk/public/social-media
https://www.teacherspensions.co.uk/public/contact-us/employer-contact-us.aspx
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