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Introduction
Since the introduction of auto-enrolment in 2012,
it has been a popular topic in the press. Recently
media focus has shifted towards small and micro
employers; however attention is set to return to
the UK’s largest businesses as they prepare for
re-enrolment.

This guide aims to provide essential information to
help guide you through this complex process.

Automatic re-enrolment occurs every three years
and provides a chance for your business to review
its workplace pension scheme and presents an
opportunity to assess whether your processes
remain the best fit for your business.

“My advice is to not leave things
to the last minute and risk non-
compliance.”

Tasha Hartley
Pensions Consultant
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Why do I need
to re-enrol?
Automatic re-enrolment is a sizeable task and
requires proper planning. You must assess,
communicate and enrol all your eligible job
holders into a qualifying scheme.

Re-enrolment is a mandatory part of the
government legislation and you must prove
that you have complied within the prescribed
timescales outlined by The Pensions Regulator.

The Regulator could take action against
companies that fail to do so, in the same way that
they did against those who missed their original

staging duties. Daily fines of up to £10,000 a day
are laid out in their enforcement policy.
The re-enrolment cycle has been designed
to occur every three years to account for
circumstances which may change for the
individuals in your workforce.

For example, employees who opted out of auto-
enrolment three years ago may have done so as
they were saving for a house, which they have
now purchased.
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There is a six month window from which you 
select a date which falls either side of the third 
anniversary of your original auto-enrolment 
staging date. 

For example, if your staging date took place on 
the 1st April you would choose a re-enrolment 
date between 1st January 2016 to 30th June 2016.

Your re-enrolment date can be any date during 
this window and does not have to be on the 1st of 
the month, although this may be beneficial so that 
pro-rata contributions can be avoided. 

It does not matter if postponement was used at 
your staging date; your re-enrolment window must 
stay the same. No postponement can be used 
from the date you select. 

For example, if you were to select the 1st October 
2016 as your re-enrolment date you could not 
postpone to the 1st January 2017. 

When do I need 
to re-enrol ?
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You need to automatically re-enrol all non-
members of your existing qualifying workplace 
pension scheme who either opted out or ceased 
membership more than 12 months before the 
re-enrolment date selected. 

There are certain groups of people who do not 
need to be re-enrolled:

• Active members of a qualifying  
         auto-enrolment workplace pension    
         scheme.
• Non-eligible job holders / entitled workers
• New hires – as they fall subject to the  
         usual auto-enrolment process
• Anyone in postponement - as they fall  
         subject to the usual auto-enrolment  
         process.

There are some workers who you can choose 
whether or not to re-enrol, rather than exclude 
those who have opted out or ceased within the 
last 12 months you could choose to include them 
in the re-enrolment process. You may also decide 
that it would be beneficial to exclude those serving 
a notice period, which may be due to a resignation 
or retirement. 

Finally, if you are confident that employees have 
tax protected status, you can exclude those with 
relevant HMRC protections such as primary, 
enhanced or fixed protection. 

Who do I need 
to re-enrol?
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It is your duty to 
remain compliant 
and avoid fines
You must take care and properly prepare for re-
enrolment in the same way that you did for your 
initial staging date. Firstly, you will need to ensure 
that your software is set-up correctly, whether 
you run your assessment in payroll or via a 
pension provider. There may also be set-up times, 
costs and decision making processes to consider. 

Furthermore, you need to ensure your 
communication suite is valid, you cannot send 
the same communications to those re-enrolling 
that you send to those auto-enrolling on a 
monthly basis. This must be done to guarantee 
compliance. 

Finally, you need to re-declare your compliance 
with The Pensions Regulator in the prescribed 
time frame, using the same online portal used at 
your staging date. 
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The infographic below shows the impact that just 
1% error could have on your business. This is 
why you must make sure that your re-enrolment 
process is carried out properly to ensure 
compliance.

Just 1% doubt
can put you out...

1,000 employees 
in your business

30,000 assessments 
over the past 2.5 years since staging date

If 1% of records contain errors that’s 
300 incorrect assesements since staging date

Potential consequences:
•  Fines up to £10,000 per day
•  Reputational risk
•  Break down in employee relations
•  Employees not enrolled correctly

You HAVE TO put it right. The cost of missing 
contributions could have a serious impact 
upon your business
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For further information on what you need to do, contact 
our business development team to discuss your options:
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