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Cyclical automatic re-enrolment guide

It’s your legal responsibility to undertake a  

re-enrolment process approximately every three years  

to re-enrol eligible jobholders into your pension scheme.

This guide aims to help you through the re-enrolment 

process. Follow the steps below to complete your  

re-enrolment exercise successfully.

Choose your 

re-enrolment 

date

Process your 

re-enrolment 

payroll

Communicate 

with the 

staff you’ve  

re-enrolled

Manage 

opt-outs

Complete your 

re-declaration 

of compliance
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Choosing your cyclical automatic re-enrolment date

You have a six-month window in which your re-enrolment 

date must fall. The window runs from three months before 

the third anniversary of your last re-enrolment date (or 

duties start date, if your first re-enrolment) until three 

months after that anniversary. 

You should use your last re-enrolment date or your duties 

start date to determine the start and end of the window, 

even if you previously used postponement.

The re-enrolment date you choose will apply to all 

jobholders who need to be re-enrolled, even if you use 

different pay reference periods for different groups of 

jobholders.

Postponement can’t be used at your re-enrolment date.

If this is your first re-enrolment period, reference in the 

flowchart to the ‘last re-enrolment date’ should be read as 

‘your duties start date’.

For example, if your last re-enrolment date was  

1 May 2020, the third anniversary will be 1 May 2023.  

Your re-enrolment window would run from  

1 February 2023 to 31 July 2023.

-3 months before third 
anniversary of last 
re-enrolment date

+3 months from third 
anniversary of last 
re-enrolment date

third anniversary of last 
re-enrolment date

Re-enrolment window

Earliest possible  
re-enrolment date

Latest possible  
re-enrolment date
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Things to consider when choosing your re-enrolment date

The automatic re-enrolment date is also:

•	 The date that active membership of the scheme  

must start for those who are being re-enrolled.

•	 The start date of the six-week joining window.

•	 The start date for the calculation of contributions due  

to the scheme for those who are being re-enrolled.

Pay reference periods

The date you choose as your re-enrolment date applies 

to everyone who is being re-enrolled, so it’s important to 

choose the date carefully:

•	 It would be best to choose a date that aligns with the 

start of a pay reference period, to avoid part-period 

calculation of contributions.

•	 If you use multiple pay reference periods, for example 

monthly and weekly, this may not be possible.

•	 If you can’t choose a date that aligns with the start date 

of all the pay reference periods you use, you’ll need to 

update your payroll file to account for the part-period 

contributions, as follows on the next page.
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Multiple pay reference periods

Example

An employer has monthly and weekly pay reference 

periods. They select 1 March 2023 as their re-enrolment 

date. The affected pay reference periods are:

Monthly: 1 – 31 March 2023

Weekly: 25 February – 3 March 2023

SmartEnrol checks the contribution amounts provided 

to make sure they’re above the minimum contribution 

required. The minimum is based on the period from 

the re-enrolment date to the end of the relevant pay 

reference period.

Monthly pay reference period:

SmartEnrol will calculate the minimum payment due for 

the period from 1 March to 31 March 2023.

Weekly pay reference period:

SmartEnrol will calculate the minimum payment due for 

the period 1 March to 3 March 2023.

This example demonstrates the impact of multiple pay reference periods. We’ll go on to explain how to update your payroll 

file to account for such a situation.



Updating your payroll file

You’ll need to update your payroll to reflect this, as follows:

•	 Current pay period earnings: this needs to be the full 

amount for the pay reference period, as this is used to 

determine the worker category.

•	 Current pay period pensionable earnings: complete this 

column if you’re using sets 1 or 2 to calculate minimum 

contributions. This information isn’t required where 

you’re using set 3 or qualifying earnings as the basis for 

calculating minimum contributions. 

•	 Employer/employee contributions: these can be based 

on the part-period that applies from the selected  

re-enrolment date to the end of the pay reference period.
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Step 1 - Setting your chosen re-enrolment date on SmartEnrol

When you access SmartEnrol you’ll see the re-enrolment 

information on the home screen.

The ‘Next automatic re-enrolment date’ is set to the third 

anniversary of your duties start date or your last  

re-enrolment date.          

The ‘start’ and ‘end’ date fields are the default dates for  

the start and end of your 6-month re-enrolment window. 

You can only choose a date within this range as your  

re-enrolment date – if you enter a date outside of this 

range, SmartEnrol will show an error message.

If you decide on a re-enrolment date that’s different from 

the one shown, enter the date into this field and select the 

‘Update’ button. You’ll be able to change this date at any 

point before you process your first re-enrolment payroll.

Once you’ve chosen your re-enrolment date, you’re ready to 

process your re-enrolment payroll.
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Step 2 - Process your re-enrolment payroll – 1/9

When you select the Contributions Processing tab for the 

payroll period that includes your re-enrolment date, you’ll 

be presented with this screen. SmartEnrol is prompting you 

to complete re-enrolment.

Select ‘Yes’ or ‘No’ as appropriate and then select [Proceed 

with payroll].

If the answer to any of the questions is no, you won’t be able 

to ‘Proceed with payroll’. You’ll need to take the appropriate 

action to allow you to answer ‘Yes’ to all three questions.
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Step 2 - Process your re-enrolment payroll – 2/9

Review the requests, and if there are no requests 

outstanding, select: 

[All Employee Requests Have Been Processed].
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Step 2 - Process your re-enrolment payroll – 3/9

Select [Yes, proceed].
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Step 2 - Process your re-enrolment payroll – 4/9

Upload your payroll file in the usual way.
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Step 2 - Process your re-enrolment payroll – 5/9

You’ll see this screen once your payroll file has successfully 

loaded.

Select [All Files Have Been Uploaded] to proceed.
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Step 2 - Process your re-enrolment payroll – 6/9

This screen shows the information you’ve just uploaded.

Select [Proceed to Employee Assessments].
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Step 2 - Process your re-enrolment payroll – 7/9

Once the two progress bars change to solid grey, select 

[Proceed To Approve Assessments].
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Step 2 - Process your re-enrolment payroll – 8/9

If you have any employees who are assessed as eligible 

jobholders for the first time on this payroll, they’ll appear 

here on the normal automatic enrolment screen.

You have the option to  [Approve All]  - or use one of the 

reasons to exclude some or all or your employees from 

auto-enrolment, as required. 

If you want to auto-enrol all of the employees identified 

on this screen, select [Approve All] then [Submit], then 

[Proceed To Re-enrolment Assessment].
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Step 2 - Process your re-enrolment payroll – 9/9

If an employee wasn’t included on your last payroll then 

we know the employee isn’t active, but we can’t tell on 

SmartEnrol when contributions stopped.

These employees will be included in the list of those who 

should be re-enrolled, on this screen. 

Similarly, if an employee record wasn’t updated correctly 

for any other reason, for example they should have been 

marked as exempt, they’ll also be identified for  

re-enrolment on this screen. You’ll need to review each 

employee identified for re-enrolment and update each 

employee record accordingly by either choosing approved, 

rejected or exempt.

There’s an option to [Approve All] if you want to re-enrol 

all the employees identified by SmartEnrol.  

Otherwise, update each employee record as described 

above, then select [Submit], then  

[Proceed To Optional Re-enrolment Assessment].



Optional automatic re-enrolment – 1/2

The legislation gives employers some flexibility about 

whether or not to automatically re-enrol certain jobholders 

and you’ll have to consider this at re-enrolment.

SmartEnrol can’t identify which of your jobholders will be 

affected so some will be automatically included in the  

re-enrolment assessment and some won’t. 
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For those who are identified as optional re-enrolees, you 

have the option to reject them from re-enrolment if you 

wish. Your automatic re-enrolment duty becomes optional 

where the following exceptions apply:

1.	Where the jobholder opted out or ceased active 

membership of a qualifying scheme (or a scheme that 

would have been a qualifying scheme) within the last 

12 months of the assessment date. This includes paying 

below the required minimum contribution.

2.	Where the jobholder has handed in their notice to end 

employment, or the employer has given the jobholder 

notice of dismissal.

3.	Where the jobholder has Primary, Enhanced, Fixed or 

Individual protection.

4.	Where the jobholder holds the office of director with the 

employer.

5.	Where the jobholder is a partner in a Limited Liability 

Partnership and isn’t treated under HMRC rules as a 

‘salaried member’.

6.	Where the jobholder was paid a winding-up lump sum 

in the 12 months before the re-enrolment date, and in 

that same 12-month period left employment and was 

subsequently re-employed by that company.

You can find out more about this in The Pensions 

Regulators guidance. There’s a handy summary table on  

the next page. 

Optional automatic re-enrolment – 2/2

https://www.thepensionsregulator.gov.uk/en/document-library/automatic-enrolment-detailed-guidance/11-automatic-re-enrolment-putting-workers-back-into-pension-scheme-membership#8fdc412c543348df9f8dcb10f6b368a5
https://www.thepensionsregulator.gov.uk/en/document-library/automatic-enrolment-detailed-guidance/11-automatic-re-enrolment-putting-workers-back-into-pension-scheme-membership#8fdc412c543348df9f8dcb10f6b368a5
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Exemptions from automatic re-enrolment – 1/2

Scenario Timeframe Auto re-enrolment duty

The jobholder opted out or ceased active 
membership of the qualifying scheme:

Within 12 months of the re-enrolment date The duty to re-enrol such a jobholder is optional

More than 12 months before the  
re-enrolment date

This jobholder must be re-enrolled

The employee is on notice to 
terminate employment

The duty to re-enrol such a jobholder is optional

The employee has a relevant fund protection The duty to re-enrol such a jobholder is optional

The winding-up lump sum conditions are met:

Within 12 months of the re-enrolment date The duty to re-enrol is optional

More than 12 months before the 
re-enrolment date

This jobholder must be re-enrolled

Company director or a partner in an Limited 
Liability Partnership (LLP)

The duty to re-enrol such a jobholder is optional
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Exemptions from automatic re-enrolment – 2/2

This screen will show a list of employees who have opted 

out or ceased active membership within the last 12 months.

You can choose whether or not to re-enrol these workers, 

as the auto-enrolment rules give you that choice. 

You may have other employees who you’ve recorded as 

exempt from auto-enrolment. They’ll not be picked up on 

this screen. You should review your exempt employees 

to see if they’re still exempt (employees may have been 

exempt at your duties start date for a number of reasons.)
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Step 2 - Process your re-enrolment payroll – 1/8

This screen lists the people being enrolled or re-enrolled, 

and the scheme they’re going into.

Select [Accept Changes], then  

[Proceed To Validate Contribution Types].

The next three screens you’ll see on SmartEnrol form part 

of your normal monthly process. Please proceed as normal
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Step 2 - Process your re-enrolment payroll – 2/8

A new screen will appear that shows members being 

assessed for re-enrolment who don’t currently meet the 

minimum contribution required for a qualifying scheme – 

these are highlighted in red.

The ‘Required Contributions’ section shows what the 

contributions should be. This minimum amount is based on 

the period from the selected re-enrolment date to the end 

of the pay reference period.

Where you have jobholders who are flagged on this 

screen, you’ll have to update your payroll file to reflect the 

minimum contribution that must be paid.

Once you update and reload the payroll file, you should start 

the process again.
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Step 2 - Process your re-enrolment payroll – 3/8

You should now choose an entry date for each employee, 

from the options provided.

Then select:

•	 Accept Changes then

•	 Proceed To Update Contribution Types
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Step 2 - Process your re-enrolment payroll – 4/8

Select [Proceed to Next Step].
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Step 2 - Process your re-enrolment payroll – 5/8

Select [Proceed To Approve Contributions].
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Step 2 - Process your re-enrolment payroll – 6/8

If any entries appear on this list, choose the  

appropriate reason. 

Remember to take your reports before proceeding further.

Note – this is the last stage in the process where you can 

back out the payroll run.

Select [Submit], then [Proceed To Authorise Payment].
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Step 2 - Process your re-enrolment payroll – 7/8

Select [Authorise Payment].
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Step 2 - Process your re-enrolment payroll – 8/8

Enter your password and select [Authorise Payment].
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Step 3 - Communicate with the staff you’ve re-enrolled

You’re required to contact all employees affected by re-enrolment within the six-week joining window.

SmartEnrol produces the following communications which we’ll email to your affected employees. If we don’t have verified 

email addresses for any of your affected employees, we’ll deliver the emails to your previously specified mailbox for you to 

print and send to the employees directly.

Communication type Description When it’s issued

Re-enrolment

For eligible jobholders who opted out or  
stopped paying contributions. Tells the jobholder 
they’re being re-enrolled into the company  
pension scheme.

Sent to any eligible jobholders being re-enrolled.

Re-enrolment below legislative minimum

For eligible jobholders who are paying below the 
minimum amount required. Tells the jobholder 
they’re being re-enrolled into the company 
pension scheme.

Sent to any eligible jobholders being re-enrolled.

Re-enrolment / re-enrolment below legislative 
minimum - NEST

For eligible jobholders who are being re-enrolled 
into NEST.

Sent to any eligible jobholders being re-enrolled 
into NEST.



Step 4 - Manage opt outs

Any employee that you’ve re-enrolled will remain in your 

scheme, however, they have the chance to opt out or cease 

active membership if they wish. 

An employee has a one-month period after re-enrolment 

where they can opt out. If any of your employees opt out, 

you should use your existing opt-out and refund processes. 

You’ll need to process any opt-out notices and keep 

records accordingly.

There are two potential scenarios here:

Employee was paying below the legislative 
minimum and wants to continue to pay this 
lower amount

If an employee wants to revert to paying an amount that’s less than the legislative minimum amount, they 
shouldn’t opt out.

Instead they should discuss this with you to arrange for their contribution to be reduced again. The 
employee will need to pay the higher level of contribution until the arrangements have been put in place. 

Employee wants to opt out
An employee can opt out of the pension scheme entirely if they wish. If this happens, the contribution 
deducted from the re-enrolment payroll and during the opt-out period should be refunded.

Opting out of pension saving is something 

your employees should think about carefully. 

It’s important that your employees 

understand the consequences of deciding to 

opt out of the pension scheme.
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Step 4 - Manage opt outs - Smartpay

You should access the ‘Match Members’ area.

Where members are in an opt-out period, you’ll need  

to ignore these until their opt-out period is completed.

Select ‘Ignore’ or ‘Select all’, if there’s more than one 

jobholder affected
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Step 4 - Manage opt outs - Aegon Retirement Choices (ARC)

First you need to log in to ARC at https://digital.aegon.

co.uk/employer/authenticate/login. 

You can view the non-contributing members by selecting 

the notification on the Dashboard, at the start of the 

Manage contributions process or through the Summary of 

contributions screen. 

Where members are in an opt-out period, you can confirm 

this in the ‘Employment status’ field for each relevant 

member.

https://digital.aegon.co.uk/employer/authenticate/login
https://digital.aegon.co.uk/employer/authenticate/login


Step 5 - Re-declaration of compliance

You should complete a re-declaration of compliance for the 

Pensions Regulator, regardless of whether you have anyone 

to re-enrol or not.

You must complete and submit your re-declaration of 

compliance to The Pensions Regulator within five months 

of the third anniversary of your last re-enrolment date or 

automatic enrolment duties start date. 

You should use the Pension Regulators online service to 

complete your re-declaration.
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https://www.autoenrol.tpr.gov.uk/TPRGateway/Home?_ga=2.219140313.1130938433.1595508329-1253107341.1579183068


WPS00274200 05/24

Re-enrolment checklist

Have you chosen your preferred re-enrolment date 

and updated SmartEnrol?

Considered your pay reference period?

Checked the time limit for your re-declaration  

of compliance?

Have you organised your employee data in advance?

Refresh your employee data, update your payroll 

with valid reason codes and review your exempt 

employees, and employees who’ve been removed 

from your payroll.

Have you assessed your workforce, including 

reviewing any optional re-enrolees?

Have you completed your re-enrolment process on 

SmartEnrol?

Have you communicated to all affected employees 

within the six-week period?

Have you managed any jobholder opt-outs or 

requests from those jobholders who want to pay less 

than the minimum?

Have you completed your re-declaration of 

compliance with The Pensions Regulator?

aegon.co.uk @aegonuk Aegon UK
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