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What is Re-enrolment?

Every three years you must assess if employees need to go back onto a pension scheme.

Your re-enrolment duties vary depending on whether you have any employees who fall into a
worker category that you must re-enrol.
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Re-enrolment

Steps:
1. Assess and re-enrol eligible employees
2. Write to employees you re-enrol

3. Complete your re-declaration of compliance

More info — https://qgb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112348150
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https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112348150

Re-enrolment

Manual process
« Manually assess your employees

« Assign pension scheme to any eligible
employees who are not currentlyin a
scheme

- Download email template to send to
employees from TPR website

2 a K < > 2l ot
a (] ] Add Phato | Montt
MNew Starter Form  Personnel Mantt
Montt
“personal | Employmen: WSS Aosence | Carsfruel | Gankng | Anayss | ristory | Terms | Docments [
Mantt
Pension Scheme Current Status Q
Primary Scheme  NEST Pension Eligible
o Qualifying E armings:£1516.67, 40 years, UK waorker
Contributions 2990, 39.87 o
Pension Schemes >

Manage Schemes

1 MEST Pension 27082015 I Yes

Annual 0.00

Effective From | / /
Pensionable Salary

Close Help

Send to Excel

Save Close
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Re-enrolment using
the Pensions Module
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Re-enrolment settings

=
Settings
Duty Start Date
01/07/2019 |

TPR registration due by

2 December 2019

Manage Cyclical Re-enrolment settings

Ed Sage Payroll Pensions Module X

Manage cyclical re-enrolment settings -

Pension Centre

Cyclical re-enrolment date o

Your company cyclical re-enrolment date:

01/07/2022 B | @

Your window to complete re-enrolment:

01/04/2022 - 30/09/2022

Re-enrolment exclusions o

Employees who opted out or ceased membership of a qualifying pension scheme within the last 12 months of your
cyclical re-enrolment date:

Check and amend your Cyclical
re-enrolment date as required

Include in assessment v .

Individual employee exclusion reasons (Optional) o

Set an exclusion reason for an employee to exclude from assessment for automatic enrolment and cyclical re-
enrolment

Manage Employee Exclusions

Choose whether or not to re-enrol
employees who opted out or left
your qualifying pension scheme in
the 12 months prior to your re-
enrolment date




Re-enrolment

Employees must be assessed in the same tax period as your re-enrolment date.

If the re-enrolment date is after the assessment date, contributions will be deducted from the next
pay period and the first contributions will include a pro-rata amount.

Example:

Tax Month 8

Employees paid monthly on last day of month. Re-enrolment date 1Dec. [ Week| Wed | Thu | Fri | Sat | Sun | Mon | Tues |
Eu 6 | 7 | 8

9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 1 2 3 4 5

Run Pension Assessment on 30 Nov to re-enrol eligible jobholders who
previously opted out or left your pension scheme.

L
LN

Pension contributions will be deducted from 31 Dec, with first contribution
including pro-rata amount for the period 1-5 Dec.




e-enrolment

B Sage Payroll Pensions Module X
u You have reached your cyclical re-enrolment date *
Pension Centre

You must confirm or change the settings below and continue to assessment within your cyclical re-
enrolment window.

You can find out more from the Pension Centre.
Cyclical re-enrolment settings
Your company cyclical re-enrolment date: o

01/07/2022

Your window to complete re-enrolment o

01/04/2022 - 30/09/2022

Employees who opted out or ceased membership of a qualifying pension o
scheme within the last 12 months:

Include in assessment

Change cyclical re-enrolment settings ‘

@ I'm happy the settings are correct and am ready to proceed.

& Sage Payroll Pensions Module — O

15 employees

k_'_g// Pen5i0n Assessment ‘ Process Date: 30 June Whatshould Ido dunng an e

From the Pension assessment window, you can view your employees’ automatic enrolment status and contributions.
Any eligible employees are automatically enrolled for you and you can also postpone or opt in or out any employees with the relevant documentation.

pt-in/join... ‘ Opt-out/leave... | Postpone View: | Changed this period (4) v Quick search...

Employee

Employer Refunds

® Eligible Jobholder cyclically re-enrolled this period L Auto-enrolled My Pension Scheme 5% (£0.00) 3% (£0.00)  £0.00

Employes TWelve Iz NAUZT3Z3A ENgIBIE €, Auto-enrolled My Pension Scheme 5% (£0.00) 3% (£0.00) £0.00

Employee Thirteen 13 NH763453A  Eligible €, Auto-enrolled My Pension Scheme 5% (£0.00) 3% (£0.00) £0.00

L~
Y vyy

Employee Fourteen 14 NY564747E Eligible Q Auto-enrolled My Pension Scheme 5% (£0.00) 3% (£0.00) £0.00

‘ Swap ‘ ‘ Clear

Employees included: 4 Payment: £0.00

X

- ABO

Total

£0.00

£0.00

£0.00

£0.00




e-enrolment

Ed Sage Payroll Pensicns Module ¥ &4 Sage Payroll Pensiens Module

Cyclical re-enrolment 29 correspondence items

Y ¥ Send pension correspondence ‘ Process Date 30 June

Pension Centre

You have now assessed your employees for cyclical re-enrolment.
From this window you can view letters which are due to be sent to employees for automatic enrolment and the date by which they're due
You must now: You can either print the letters or send them direct to your employees via email.

» Complete your re-declaration of compliance on The Pensions Regulator To view letters that have already been sent, click one of the historic tabs.
website. You must do this before the deadline.

View: | All (4)

» Send new member enrolment files to your pensicn provider. To do this use
Send Pension Data.

= Write to any employees that you re-enrol within six weeks of your re-enrolment Letters to be sent - (4)
date to inform them. To do this use Send Pension Correspondence.
2 Employee Two JEBT5764C Automatic Enrolment Re-enrolment Notice Print 12/08/2022
You can find more information about completing your cyclical re-enrolment duties from the View historical by date
Pension Centre. 12 Employee Twelve NA021323A J Automatic Enrolment Re-enrclment Notice Print 12/08/2022

View historical by

Close ‘ employee 13 Employee Thirteen NH7634534 J Automatic Enrolment Re-enrolment Motice Print 12/08/2022

14 Employee Fourteen | NY564747B J Automatic Enrolment Re-enrolment Notice Print 12/08/2022




Re-declaration




Re-declaration

3rd anniversary of
staging/duties start Deadline for
date or previous re-declaration of
re-enrolment date compliance
w V
| |‘ +5 months 4
< >
-3 months +3 months
/7 \ 7\
Earliest possible Latest possible
re-enrolment re-enrolment
date date

Re-enrolment window
(6 months)




Re-declaration

You must complete and submit your
re-declaration of compliance within
five months of the third anniversary of
your automatic enrolment duties start
date or staging date.

This is done via TPR webstte.

0 More info — The Pensions Requlator website

Complete your re-declaration of compliance by

your deadline

You must complete and submit your re-declaration of compliance within five months of the third
anniversary of your automatic enrolment duties start date or staging date. Your re-declaration
deadline doesn't change if you chose a different date to assess your staff.

Your re-declaration of compliance is an online form for you to tell us how you have met your legal
duties.

Even if someone else (a member of staff, or a business adviser) has helped you with your duties,
and may even be completing the re-declaration for you, it is your legal duty as the employer to
make sure that the re-declaration is completed on time and the information entered is correct. If
not, you may be subject to fines.

If you have all the relevant information to hand it can take as little as 15 minutes to complete your
re-declaration.

Once you have completed your re-declaration of compliance you still have ongoing
duties towards your staff.

Start your re-declaration now

Although you have five months to complete your re-declaration, we recommend that you do this
as soon as possible after the third anniversary of your duties start date or staging date. You will
need your PAYE reference and either your lettercode or your accounts office reference number to
get started.

Start your re-declaration

Example of re-declaration

deadline

Duties start date or
staging date

Third anniversary of
your duties start date or
staging date

Re-declaration deadline

Supporting resource

1June
2016

1June
2019

31
October
2019

automatic-enrolment-online-reregistration-

checklist
3 141KB



https://www.thepensionsregulator.gov.uk/en/employers/re-enrolment/i-am-or-will-be-an-employer-with-staff-to-put-back-into-my-scheme/complete-your-re-declaration-of-compliance-by-your-deadline




Further support
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Help Centre

Help Centre ™ Products Integrated Apps Sage University Useful links

Hot topics v Manage your account Free training Sage City Webinars

www.sage.co.uk/help You need help.
We have answers.

« Search our knowledgebase

Search for answers...

Support guides

Web1ilnars What do you need help with today?

V:ld eos FW Pensions , @ Online Services

Help with automatic enrolment, including Pensions Data Exchange. Cloud connected services including online payslips

G et i_n to uc h @ Processing your payroll . @ Correcting mistakes in payroll

Get help to run your payroll from start to finish. Find the best way to correct an error in your payroll

| E’ I Payroll year end 2022 \ @ Statutory payments and holidays
Everything you nead for the new tax year. ' Record statutory payments and your employees' holidays.

022 The Sage Group plc, or its licensors. All rights reserved.



http://www.sage.co.uk/help

It takes more than software and solutions to make a business work.
That’s why we created Sage Membership, so you can grow and learn, from a community of real business experts.

Sage Untversity — Sageu.com

Sage City — Sagecity.com

Sage Masterclass

Visit sage.com/ulk/masterclass to find out more
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Questions

ﬁ Questions

Submit your questions in the Q&A now! Send us your

guestions
Download a

handout

‘X This part of the webinar has no sound.
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Thank you!
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