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A guide to Re-enrolment
Every three years, beginning from the 
anniversary of your staging date or duties start 
date, you are required to repeat the enrolment 
process for eligible employees. This typically 
involves re-enrolling employees that have 
previously opted out. 
This document aims to guide you through your employer  
re-enrolment responsibilities to keep you on the right track.

Re-enrolment date
The date you choose to re-enrol is called your  
re-enrolment date – this was formerly known as your 
Triennial Review date. The chosen re-enrolment date  
must fall within a six month window based initially  
on the third anniversary of your staging date or  
duties start date. 

So, if your staging date was on 1 May 2013  
your re-enrolment window could look like this:

Choosing your re-enrolment date
Choosing the correct date for your scheme is vital as this 
will have an impact on your business and your employees.

When choosing a re-enrolment date, there are a number  
of factors you should take into consideration.

Choose any date
Any date can be chosen within the six month window. 
Unlike staging dates, it doesn’t have to be the first of the 
month. The date you choose will become the re-enrolment 
date and, for those employees subject to re-enrolment,  
the start date of:
• active membership of a pension scheme for  

eligible jobholders
•  the six week window you have to complete joining  

the pension scheme, and
•  the calculation of pension contributions

You may want to ensure that the re-enrolment date you 
choose, where possible, fits with all your other main 
operations, such as payroll and recruitment windows.

You have the flexibility to choose and change your date  
up to the point that you take action to complete your  
re-enrolment responsibilities as an employer. If you wish  
to change your date after this point, you should discuss 
this with your pension provider before you take any action 
– so it is important to ensure you have chosen a suitable date.

For more information on the re-enrolment date, please  
refer to ‘Choosing your re-enrolment date’ (gen2604).

Alignment with payroll
Why is this significant and what is the benefit?

It may be helpful to align the re-enrolment date with the 
start date of your pay periods to avoid joining mid pay 
period, as this is one way to avoid any required part-pay 
period pro-rata contributions.

If you have more than one payroll frequency and/or pay 
period start date, it may not be possible to pick a date that 
aligns with all your pay periods, so you may have to deal 
with part pay period pro-rata contributions. 

You should speak to your payroll and pension scheme 
providers to check that they can support pro-rata  
pension contributions. 

Earliest 
possible 

re-enrolment 
date

Re-enrolment window

Latest  
possible  

re-enrolment 
date

-three  months 
before third 

anniversary of 
staging date

1/02/16

Third anniversary 
of staging date

1/05/16

+three months 
from third 

anniversary of 
staging date

31/07/16
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If Standard Life is your only provider, the majority of our 
pension schemes accept pro-rata pension contributions. If 
your scheme pays by traditional direct debit e.g. fixed amount 
each month, then pro-rata contributions are not supported.

Greater flexibility
When enrolling employees as a result of them becoming 
eligible for the first time, you have the option to use 
postponement. You don’t have this option at your re-
enrolment date, but instead you now have the flexibility  
of a six month window.

For members being re-enrolled on your re-enrolment date 
as a consequence of previously opting out, they have to 
be immediately enrolled effective from that date without 
postponement.

This is another reason why the choice of date is important 
and why alignment with payroll may be helpful. 

Who to re-enrol?
There are certain criteria an employee must meet in order  
for them to be re-enrolled, they must:
• be an eligible jobholder during the pay reference period 

in which the re-enrolment date falls

•  have previously been a member of one of your schemes 
on a qualifying basis, which includes members who 
have stayed in the scheme but have chosen to reduce 
the level of pension contributions to below the minimum 
level required by automatic enrolment

• not already be an active member in the scheme on  
a qualifying basis 

•  have opted-out or ceased membership of the scheme 
more than 12 months prior to the re-enrolment date

Who do you not need to re-enrol?
•  Any employee who is already an active member, on a 

qualifying basis, of a scheme that you provide on your 
re-enrolment date

•  Any employee aged 21 or under on that date

•  Any employee who is at state pension age or over  
on that date

•  Any employee who has not yet had an enrolment  
date on the date you are identifying the employees  
to be included in the assessment

Who do you have the discretion to enrol?
You have the discretion to enrol the following otherwise 
eligible employees:

•  Any employee working their notice period  
e.g resignation, dismissal and retirement 

•  Any employees with Fixed/Enhanced/Primary/Individual 
protection for their pension savings 

•  Any employees who cancelled active membership of one 
of your pensions schemes in the 12 months before your 
re-enrolment date regardless of whether or not they had 
been automatically enrolled 

Communicating to employees
You have a duty to give certain information to your 
employees within prescribed time limits and you must give 
the information in writing. You may wish to consider if any 
changes are required to your existing communications.

•  You may want to issue a warm up communication to your 
employees to let them know your re-enrolment date is 
approaching and that they may have decisions to make

•  At your re-enrolment date, any employees eligible  
for re-enrolment must be given a communication

•  The communication will be very similar to the 
communication you give to employees joining the 
scheme for the first time – it may be identical but you 
have to consider if your current communications mention 
postponement or any details which will be different at 
your re-enrolment date

•  You need to give employees, who are not eligible 
for re-enrolment and who are not in your scheme, 
a communication confirming they have the right to 
opt in to your scheme – you only need to give this to 
employees once during their employment when the right 
to opt in first arises, so you only have to do this at your 
re-enrolment date if they have never been told they have 
the right to opt in

•  If you use a third party to provide your communications,  
you should engage with them in advance of your re-
enrolment date to ensure they are ready to support you

•  If you use Standard Life for assessment and 
communications, communications will be issued 
automatically based on the data you submit on  
our on-line servicing platform

•  Please refer to the Pensions Regulator’s (tPR) Detailed 
guidance for employers for more details on your 
communication responsibilities

Make sure you choose  
the most suitable  
re-enrolment date  
for your scheme.

http://www.thepensionsregulator.gov.uk/employers.aspx
http://www.thepensionsregulator.gov.uk/employers.aspx


4 Guide to Cyclical Automatic Re-enrolment

Re-declaration of compliance
Once you have completed your re-enrolment duties you must 
complete a re-declaration of compliance with The Pensions 
Regulator (this should be completed even if you don’t  
have any eligible employees to re-enrol). You must confirm  
the following:
• Total number of employees
• Total number of employees re-enrolled per scheme
• Total number of employees already in a qualifying 

pension scheme
• Total number of employees not covered by the previous  

2 bullet points

This process is similar to the declaration of compliance  
you completed at your staging date or duties start date.  
You can view the date you submitted your declaration to the 
tPR on the online declaration of compliance portal available 
on their website.

Staging  
date 1 May 

2013

Pre 10 July  
2015 for  

opt-out/ceased 
membership  

cut off

1 February 
2016  

Earliest  
Date

31 July  
2016

Earliest  
date

Third year 
anniversary  
1 May 2016

10 July 2016  
re-enrolment 
date chosen  
by employer

Re-declaration 
of compliance 
completed by  
30 September 

2016

6 month 
re-enrolment 

window

Source: The Pensions Regulator - Detailed guidance for employers no.11. April 2015.

You must complete your re-declaration of compliance within 5 months of the third anniversary of your staging date  
or duties start date.

http://www.thepensionsregulator.gov.uk/employers/using-automatic-enrolment-online-registration.aspx
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Action Notes

Understanding your responsibilities

Familiarise yourself with re-enrolment:

   Understand re-enrolment and your role

   Identify the date of your scheme’s third year anniversary

   Identify when re-declaration of compliance is required

   Align these responsibilities to any existing scheme enrolment practices

   Read the Pensions Regulator’s Essential guide to re-enrolment and re-declaration

Choosing your re-enrolment date

Ensure you take all of the below into consideration when choosing a date:

   Alignment with usual payroll date

   Alignment with key dates in business calendar e.g. benefit options window

   Impact on systems and software  

   Consideration of seasonal peaks to minimise impact at these times

    Engagement with third parties to understand implications and what may need  
to be altered

   Postponement is not available 

The re-enrolment assessment

 Your re-enrolment assessment is similar to your current process for automatic enrolment:

   Base assessment on employee’s status on assessment date

   Identify which employees need to be assessed

   Identify which employees are exempt

   Assess the relevant employees to identify if they are eligible for re-enrolment

    You do not need to assess all employees, only those who have opted out or 
voluntarily ceased active membership of your scheme

Ensure your assessment process now recognises the date your employee  
opted out and identifies which of them should be re-enrolled.

Communicating to employees

   Consider issuing warm up communications to your employees

   Eligible employees must be given a re-enrolment communication

    Consider issuing opt-in communications to employees who are not eligible  
for re-enrolment

    Engage with third parties if they provide your communications to ensure they’re 
ready to support you

    Refer to the Pensions Regulator’s Detailed guidance for employers for more details 
on your communication responsibilities

http://www.thepensionsregulator.gov.uk/re-enrolment.aspx
http://www.thepensionsregulator.gov.uk/the-essential-guide-to-re-enrolment-and-re-declaration.pdf
http://www.thepensionsregulator.gov.uk/employers.aspx
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Action Notes

Managing opt-outs

• An eligible employee has one calendar month from their re-enrolment to choose  
to opt out

• Your existing opt-out and refund processes can be used

Re-declaration of compliance

   Complete your re-declaration of compliance

Future-proofing

• This is not a one-off process and will need to be completed in another three  
years – this will be three years from your re-enrolment date. To help you manage  
this you should:

   Set a reminder within the business of the next re-enrolment date

    Regularly review the process to ensure it is fit for purpose and stays up to date with 
any regulatory changes


