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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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Deadline for 
re-declaration of 

compliance

3rd anniversary of 
staging/duties start 

date or previous
re-enrolment date

Latest possible
re-enrolment 

date

-3 months +3 months

Earliest possible 
re-enrolment 

date

+5 months

Re-enrolment window
(6 months)
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More info – https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112348150

Steps:

1. Assess and re-enrol eligible employees 

2. Write to employees you re-enrol

3. Complete your re-declaration of compliance

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


© 2022 The Sage Group plc, or its licensors. All rights reserved.

Re-enrolment

Page 8

Manual process

• Manually assess your employees 

• Assign pension scheme to any eligible 
employees who are not currently in a 
scheme

• Download email template to send to 
employees from TPR website 
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Check and amend your Cyclical 
re-enrolment date as required

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
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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: 

• Employees paid monthly on last day of month. Re-enrolment date 1 Dec.

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

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

compliance

3rd anniversary of 
staging/duties start 

date or previous
re-enrolment date

Latest possible
re-enrolment 

date

-3 months +3 months

Earliest possible 
re-enrolment 

date

+5 months

Re-enrolment window
(6 months)
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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 website.

More info – The Pensions Regulator website

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
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Help Centre

www.sage.co.uk/help

• Search our knowledgebase

• Support guides

• Webinars

• Videos

• Get in touch
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http://www.sage.co.uk/help
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What is Sage 
Membership ?

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 University – Sageu.com

Sage City – Sagecity.com

Sage Masterclass
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Visit sage.com/uk/masterclass to find out more

http://www.sageu.com/
http://www.sagecity.com/
http://www.sage.com/uk/masterclass


Questions

Send us your 
questions

Download a 
handout

Submit your questions in the Q&A now!

This part of the webinar has no sound.
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