
For example, an employer with a duties start date of 1 April 
2020 can choose any day from 1 January 2023 to 30 June 2023 
(inclusive) as their re-enrolment date.

The next re-enrolment window will open in another 3 years.

Earliest possible 
re-enrolment  

date

Latest possible  
re-enrolment  

date

-3 months  
before 3rd 

anniversary of 
staging or duties 

start date  
- or previous  

re-enrolment date.

3rd anniversary  
of staging or  

duties start date 
- or previous  

re-enrolment date.

+3 months  
from 3rd 

anniversary of 
staging or duties 

start date  
- or previous  

re-enrolment date.

It doesn’t matter if postponement was used at your staging or 
duties start date – your re-enrolment window will not change.  
You can’t use postponement for re-enrolment.

WHO NEEDS TO BE RE-ENROLLED?
You must assess employees who’ve opted out or voluntarily ended 
active membership of a qualifying scheme. This process is in addition 
to the usual assessment process in each pay reference period.

Exceptions
Like automatic enrolment, you may choose whether or not to  
re-enrol any employee who:

• opted out or ceased active membership of a qualifying  
scheme at their own request within the 12 months before the 
re-enrolment date

• has given notice to end their employment (resignation or 
retirement) or been given notice of dismissal by you

• has Primary, Enhanced, Fixed, or Individual Protection from the 
Lifetime Allowance

• is a partner (but not an employee for tax purposes) or  
company director

• has been paid a winding up lump sum within 12 months before 
your re-enrolment date. If they leave your company and are 
subsequently re-employed, they wouldn’t need to be re-enrolled.

The re-enrolment date you choose must be within  
3 months either side of the third anniversary of your staging  
or duties start date or your last re-enrolment date.

WHEN IS  
RE-ENROLMENT?
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RE-DECLARATION TO THE PENSIONS REGULATOR
You’re legally required to re-declare your compliance on The 
Pensions Regulator’s website – www.tpr.gov.uk/online-declare.

You have a 5-month window from the 3-year anniversary of 
staging or duties start date – or previous re-enrolment date  
(even if you have no one to re-enrol). Failure to do so could result 
in fines of up to £10,000 per day.

NEXT STEPS
Take the time to get your employees and payroll records in order. 
Don’t leave it too late. It’s important that you give yourself as much 
time as possible to prepare. 

Contact your payroll provider and pension scheme in plenty of time. 

Don’t forget you’ll also need to re-enrol your staff into the pension 
scheme and make employer contributions. You must also:

• Make sure you contribute the right amount

• Make sure the necessary records are to hand and that you have 
correct information about your employees.

For further information, please refer to The Pensions Regulator’s 
website for more details about automatic enrolment duties:
www.thepensionsregulator.gov.uk/en/employers
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IMPORTANT INFORMATION 
We’ve written this factsheet to give you useful information 
but it’s not personal advice. Information believed to be 
correct as of 26 April 2022. Automatic enrolment rules are 
based on legislation, which could change.

CONTACT US TODAY

If you’d like to find out more about automatic 
re-enrolment, or any of the services we offer, 
please contact your consultant directly or email: 

 assist@hl.co.uk  

WHAT SHOULD YOU DO?

 Choose your re-enrolment date. The Pension 
Regulator will confirm your re-enrolment window and 
re-declaration dates by letter approximately 6 months 
in advance.

 Start planning well in advance of your re-enrolment 
date, making sure your pension provision is best suited 
to the needs of your business and your employees. 
Consider set-up times, costs and sign-off processes.

 Engage with your adviser and provider. Assess what 
they’re offering employees and establish any weak points.

 Whether it’s via payroll or your pension provider, check 
your software is functioning correctly and can handle 
the re-enrolment process.

 Work out who you need to re-enrol.

 Communicate the process to employees, to prepare 
them in advance. Employees can forget what’s 
available to them.

 They must understand why they’re being brought back 
into a scheme they previously decided to leave.

• Communications to those being re-enrolled must 
be separate to those being automatically enrolled.

• Within 6 weeks of your re-enrolment date, send your 
employees statutory communications about your 
workplace pension, containing broadly the same 
information as for automatic enrolment.

• Re-enrolled employees will have the same opt-out 
rights as for automatic enrolment.

 Re-enrol your employees on your chosen date.

 Re-declare your compliance with The Pensions 
Regulator online: www.tpr.gov.uk/online-declare.

http://www.tpr.gov.uk/online-declare
http://www.thepensionsregulator.gov.uk/en/employers
http://www.tpr.gov.uk/online-declare

