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PENSIONS TRIENNIAL AUTOMATIC RE-ENROLMENT 

QUICK REFERENCE GUIDE 

 

 

We have put together this Quick Reference Guide to triennial pensions automatic re-enrolment to explain the key 

points about this process and its potential impact on you as an employer. 

 

 

What is triennial pensions automatic re-enrolment? 

Put simply, it is 

the requirement for employers to automatically re-join (re-enrol) certain of their employees 

who have previously been automatically enrolled into their pension arrangement but who 

have subsequently left the arrangement. 

 

 

Who does it affect and when? 

 It affects every private sector employer in the UK (and of course their employees). 

 The re-enrolment process takes place every three years from the original staging or compliance date. 

 Employers can choose to bring their re-enrolment date forward or to delay it, by up to three months. 

 It will take place on every three years, with the date being centred on your original staging or compliance date 

and then each subsequent re-enrolment date. 

 

 

How does it affect employers? 

There are four steps to go through.  As you approach your re-enrolment date, you MUST: 

1. Choose the date to use for re-enrolment (within the six month window allowed). 

2. Identify which of your employees must be re-enrolled. 

3. Re-enrol these employees on your re-enrolment date (provided that they fit the eligibility - this is the same as 

for normal automatic enrolment) and communicate with them to tell them that you have done this and how it 

affects them. 

4. Tell the Pensions Regulator what you have done by completing a new Declaration of Compliance. 

 

Postponement cannot be used for re-enrolment (although newly eligible employees can continue to be postponed 

as usual). 
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The steps in detail 

1. Choosing your re-enrolment date 

Your initial re-enrolment date is the third anniversary of your staging date.  You can choose a date up to three 

months before this, or up to three months after this, to best fit with your business requirements.   

Whichever date you choose, your next triennial re-enrolment date will be based on the third anniversary of this. 

 

2. Identifying which of your employees need to be re-enrolled 

You must re-enrol certain employees who have previously been automatically enrolled into your qualifying 

pension scheme but who have subsequently left the scheme.  This includes employees who have: 

 opted-out 

 voluntarily left the scheme 

 reduced the level of pension contributions below the legal minimum required 

However, you will not need to necessarily enrol all of these employees.  You only need to enrol employees who 

fit the eligibility conditions for automatic enrolment.  Whilst some of the employees may have met the eligibility 

previously, they may not meet it now (for example, they may have reached State Pension Age or their earnings 

may have reduced to below the £10,000 threshold). 

There are also some exceptions; you can choose whether or not to re-enrol employees who: 

 have opted out or left the scheme within the 12 months prior to your re-enrolment date 

 have given notice or who have been given notice within the six weeks before, or up to six weeks after, 

your re-enrolment date 

 have tax-protected status for their pension rights (you may not be aware of this so may need to ask!) 

 have received a pension winding-up lump sum in the 12 months before (this is quite a technical point 

and again, you may not be aware of this) 

 are also Directors (but who hold an employment contract) 

 are genuine Partners (if you are an LLP) 

 

3. Re-enrolling your employees 

You will need to follow the usual process for enrolling an employee.  This includes the deduction and payment 

of contributions and the statutory communication.  The date from this must happen is your chosen re-enrolment 

date. 

You must write to these employees to tell them that they have been re-enrolled within the usual six weeks 

period.  Your payroll software assessment software (if you use some) may do this for you.  If not, you will need 

to issue the same automatic enrolment letter than you issue to newly eligible employees. 

You should note that the employees are given another six-week opt-out period. 

 

4. Telling the Pensions Regulator what you have done 

Just as you had to following your staging date, you must complete a Declaration of Compliance to let the 

Regulator know that you have complied with your re-enrolment duties.  This is done online and must be 

submitted within five months of the third anniversary of your staging date (or the third anniversary of your 

previous re-enrolment date).  The five month period does not start from your re-enrolment date. 
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