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Introducing
cyclical re-enrolment
Every three years from staging, you must automatically
re-enrol certain workers back into your qualifying pension
scheme. This guide will look at what you need to do whether
you’re using our full run or payroll assessment system. To help
you meet your employer duties, we’ve broken the cyclical
re-enrolment process down into four easy steps.

Choose
a date

Update
your data

Assess and
communicate

Re-declare
compliance

Choose a suitable
re-enrolment date.

Make sure your
data is up to date.

Assess your
workforce and tell
workers they’ll be
re-enrolled.

Re-declare
compliance with
The Pensions
Regulator.

What you need to know about cyclical re-enrolment?

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

• Only certain workers are affected by cyclical re-enrolment.

• Of the affected workers, only eligible jobholders on your re-enrolment date need
to be re-enrolled.

• You can only choose one re-enrolment date for all affected workers.
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Choose a date
What you need to do

!

Things to consider

You need to choose one suitable re-enrolment
date that will apply to all eligible jobholders;
you can’t choose different dates for different
categories of worker, for example weekly and
monthly paid workers.

• If you’re using our payroll assessment

If you have more than one auto enrolment
scheme with different staging dates, you could
have multiple re-enrolment dates.

• Here are some tips to help you choose.

You can’t use postponement; however, you do
have a six month window to choose from. This
is also known as the ‘re-enrolment window’.
It starts three months before the third anniversary
of your staging date, or last re-enrolment date,
and ends three months after.

How we’ll help you
We’ll use the information we hold on our
records, for example your pay reference period,
to suggest some suitable dates to help you
choose your re-enrolment date. This will help
you to avoid part month contributions.

system then you should think about the
impact your re-enrolment date will have
on your business processes. You’ll agree
the most suitable date with your payroll
provider.
The re-enrolment date you choose will
mean that:

An example re-enrolment window
Here’s an example of the re-enrolment window for an employer whose staging date
was 1 July 2018.
Month 1

Month 2

Month 3

Month 4

Month 5

Month 6

Your
re-enrolment
window opens

Your three
year
anniversary date

Your re-enrolment
window closes

22
August 2022

22
November 2022

21
February 2023

• this is the date active membership of the
pension scheme starts for eligible
jobholders who are being re-enrolled

• the joining window opens (this is

the six week period during which
re-enrolment must be completed)

• contributions are kick started for
eligible jobholders who are being
re-enrolled

• your next re-enrolment window

will be based on this date in three
years’ time.

• You could align your re-enrolment date
with other key dates, for example:

How to select your re-enrolment date
Go to the cyclical re-enrolment tab on your dashboard and click start re-enrolment.

• End of the tax year

• Scheme renewal date

• Opening of your benefits window

• You could avoid certain dates, for
example:

• Expected busy periods
• Company shutdown

• Expected periods with lots of new
workers

• Expected periods of redundancy

3

4

Now choose your re-enrolment date from the list we’ve suggested.

If none of the dates we’ve suggested are suitable, you can enter a different date.

Once you’ve decided on your re-enrolment date, click re-assess on this date.
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Update your data
You should read pages 7-10 if you’re using our full run system. If you’re using our payroll
assessment system, please click here.

Workers who must be
re-enrolled

What you need to do

You have a duty to re-enrol previous members
of your qualifying scheme who chose to leave
the scheme more than 12 months before your
chosen re-enrolment date. This only applies if
they’re assessed as an eligible jobholder at your
re-enrolment date and/or they were an eligible
jobholder at some point during their membership
of the scheme. This includes:

You need to make sure your worker data is up-to-date so that your payroll provider knows who to
re-enrol. It’s a good idea to check you have the right contact details for your workers. You should
also check that you aren’t including anyone who has left your employment.
If you need a reminder of how to update your data take a look at our online service videos.

• Eligible jobholders who were auto enrolled
and then opted out.
• Eligible jobholders who were auto enrolled
and then stopped contributing.

• Active members of a qualifying scheme at
your staging date, who then left the scheme.

• Workers who were contractually enrolled and
then left the scheme.

You can choose to exclude
certain workers from cyclical
re-enrolment, for example:
• Workers who have given notice to end their
employment (resignation or retirement) or
been given notice of dismissal by you.
• Those with Primary, Enhanced or Fixed
protection.

• Workers who hold the office of director with
the employer.
• Partners in a Limited Liability Partnership
which is the employer, and is not treated for
income tax purposes as falling within
HMRCs’ salaried member rules.

If you want to exclude workers, you can do this
on the workforce tab of your dashboard.

• Members whose contributions are below the
auto enrolment minimum, who meet the age
and earnings criteria to be re-enrolled.
! Important

You can update worker information on the workforce tab of your dashboard or by uploading a new
worker file.
This will help us easily identify which workers need to be re-enrolled.
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• Workers who are contributing less than

the category minimum will be re-enrolled
at the category level and statutory
communications will be produced and
issued.
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Assess and communicate

January 2021
MAY 2021

Did you know?

Did you know?
What you need to do
At the re-enrolment date, you’ll need to check
which workers are eligible for re-enrolment.

Newco
0131 456 9999

1 January 2018

Scheme name: Newco Group Pension Scheme

You have a duty to send affected workers
statutory communications telling them that
they’ll be re-enrolled, what this means and
that they can choose to opt out.

Dear Mr Wilson

Important information that affects you
We've made changes to our group pension plan which means you were automatically reenrolled into a new plan on 1 December 2017.

What does this mean for me?

The new plan has been set up and you don't need to do anything. The move has happened
automatically. Any contributions made after 1 December 2017 will be into your new plan.
It's important that you read the enclosed documents as they'll tell you more about the plan
and what this means for you.

What about my existing plan?

Any contributions made before 1 December 2017 will remain invested in your existing
plan. Separate information will be sent to you on the options available under this plan.
Yours sincerely
Newco Pensions Team

How we’ll help you
We’ll assess your workers and produce the
statutory re-enrolment communications.
We’ll also issue them on your behalf.
We’ll use the same delivery method we normally
use for your statutory communications. For
example if your auto enrolment communications
are usually posted to workers, we’ll also post your
re-enrolment communications.
We can provide you with optional awareness
communications which you can use before
your re-enrolment date.

Key features of the Retirement Solutions
Group Personal Pension Plan

This is an important document and you should read it together with your illustration. Please read it
and keep for future reference. If you’re concerned that this plan may not be suitable for you, speak to
a financial adviser.

• the aims of the Retirement Solutions Group
Personal Pension Plan
• your commitments if you take out the plan
• the risks associated with the plan
• questions and answers that explain the plan’s
main features

Look out for more information
coming soon.

Look out for more information
coming soon.

The Financial Conduct Authority is a financial services regulator. It requires us, Royal London, to give you
this important information to help you decide whether our Retirement Solutions Group Personal Pension
Plan is right for you. You should read this document carefully, so that you understand what you’re buying,
and then keep it safe for future reference.

This document contains the following information:

If you opted out or stopped
contributing to your employer’s
group pension plan, you may be
re-enrolled.

If you opted out or stopped
contributing to your employer’s
group pension plan, you may
be re-enrolled.
To keep track of your pension
savings, download our app and log
in using your online service details.
Or you can register for online
service on our app - just have your
plan number handy.

pensions@newco.com
AE01/999999//0

Your employer must re-enrol
some people back into their
pension plan.

Your employer must re-enrol
some people back into their
pension plan.

Contact us
Private & Confidential
Mr D Wilson
10 Sample Street
Sample Town
Sample Place
EH2 1PB
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• If you take pension savings from another pension plan
you need to tell us as this may trigger the MPAA (money
purchase annual allowance).

Risks
• We can’t guarantee what you’ll get back at your chosen
pension date. Various factors can alter your plan
value. For example:

• how to contact us.
This plan meets your demands and needs if you want to save
for your retirement.

Its aims
• To build up a sum of money tax efficiently, which
provides you with an income any time after age 55. This
will change to age 57 from 6 April 2028.

Your commitment
• You and/or your employer agree to make regular
contributions to your plan until your chosen pension date.
You can also make a single contribution or a transfer
payment from another pension plan.
• You agree to tell us if your circumstances change. For
example, if you no longer have UK earnings or are no
longer resident in the UK.

• Investment performance, interest rates and charges
may be different to those illustrated.
• You could stop making regular contributions or take a
contribution holiday.
• You might take some or all of your pension savings
earlier than your chosen pension date. If you take your
pension savings earlier than your chosen pension date,
you should think about reviewing your investment option
as it may no longer be appropriate.
• Tax rules and legislation can change and the value
of any tax benefits will depend on your individual
circumstances.
• Investment returns are never guaranteed. So while
there’s a chance your pension savings could grow, their
value can also go down. This means you could get back
less than you started with.

• You need to let the plan build up until you’re allowed to
access your pension savings.

Contact us
Private & Confidential
Mr D Wilson
10 Sample Street
Sample Town
Sample Place
EH2 1PB

Newco
0131 456 9999
pensions@newco.com

1 January 2018

AE01/999999//0

Scheme name: Newco Group Pension Scheme

You can use our posters and postcards to raise
awareness among the workplace. Our article
can also be included in your employee newsletter
or company intranet to raise awareness.
Our awareness factsheets can be used to tell
workers what’s happening and what it means
for them.
We have factsheets for:

Dear Mr Wilson

Important information that affects you
On 1 February 2018, you'll be automatically enrolled into our group pension plan.

Why is this happening?

People are living longer which means more years spent in retirement. The State pension is
unlikely to be enough to maintain your current lifestyle when you retire. So the Government
has introduced a law to help more people save for their future.

What does this mean for you?

It's important that you read the enclosed documents as they'll tell you more about the plan
and what this means for you.
Yours sincerely
Newco Pensions Team

A pension worth
shouting about
Introducing the Newco Group
Personal Pension Plan

You may be re-enrolled into your employer’s pension plan

Your employer is re-enrolling people back into their
pension plan

Your employer is re-enrolling people back into their
pension plan

The introduction of auto enrolment has helped many more people save for their future by giving them access to
a workplace pension. As part of their ongoing duties, your employer must re-enrol certain people back into their
pension plan every three years. This leaflet tells you what this means for you.

The introduction of auto enrolment has helped many more people save for their future by giving them access to
a workplace pension. As part of their ongoing duties, your employer must re-enrol certain people back into their
pension plan every three years. This leaflet tells you what this means for you.

The introduction of auto enrolment has helped many more people save for their future by giving them access to
a workplace pension. As part of their ongoing duties, your employer must re-enrol certain people back into their
pension plan every three years. This leaflet tells you what this means for you.

I opted out or stopped
making contributions to my
employer’s pension plan.

1. Depending on when you opted
out or stopped contributing, you
might be re-enrolled into the
pension plan.

2. If you’re re-enrolled
into the plan, you’ll receive
communications. They’ll tell you
when you’ll be re-enrolled and
the contributions you’ll make.

Your employer regularly
monitors your age and
earnings to work out if you
need to be auto-enrolled into
their pension plan.

1. You don’t need to do anything.
If your circumstances change,
you may be auto-enrolled.

I’m contributing to the
existing pension plan.

1. You don’t need to do anything,
your contributions will continue
going into your plan.

• workers who’ll be re-enrolled, and
• workers who are unaffected.

4. If you opt out or stop making
contributions, you might be
automatically re-enrolled into the
plan every three years.

If you’d like to order copies of any of our
material, speak to your usual Royal London
customer service contact.

3. You can opt into the plan
at any time. Just speak to
your employer.

2.If this is the case, we’ll
send you more information
at the time.

4. You can find out more about your employer’s pension plan at
yourplan.royallondon.com

5. For more information about the new plan, go to
yourplan.royallondon.com

Pensions | Retirement Solutions
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3. Your communications will
include instructions on how
to opt out or stop making
contributions.

Workplace pensions

3. You can get lots of
information about your plan at
yourplan.royallondon.com

2.It’s a good idea to regularly
review your plan to make sure
you’re on track for the
retirement you expect.

4. You can check how your plan
is doing by downloading our
mobile app or by logging into
online service.
Workplace pensions

Workplace pensions
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Update your data
You should read pages 11-15 if you’re using our
payroll assessment system. If you’re using our full
run system, please click here.

What you need to do
You need to make sure your worker data is upto-date so that your payroll provider knows who
to re-enrol. It’s a good idea to check you have the
right contact details for your workers. You should
also check that you aren’t including anyone who
has left your employment.
If you need a reminder of how to update your
data take a look at our online service videos.

Workers who must be
re-enrolled
You have a duty to re-enrol previous members
of your qualifying scheme who chose to leave
the scheme more than 12 months before your
chosen re-enrolment date. This only applies if
they’re assessed as an eligible jobholder at your
re-enrolment date and/or they were an eligible
jobholder at some point during their membership
of the scheme. This includes:
• Eligible jobholders who were auto enrolled
and then opted out.
• Eligible jobholders who were auto enrolled
and then stopped contributing.

• Active members of a qualifying scheme at your
staging date, who then left the scheme.

• Partners in a Limited Liability Partnership
which is the employer, and are not treated for
income tax purposes as falling within Her
Majesty’s Revenue & Customs’ salaried
member rules.
If you want to exclude workers, you’ll need to
speak to your usual Royal London contact.

Workers who are excluded from
cyclical re-enrolment

Enter your cyclical re-enrolment date
Once your re-enrolment window is open, click on your cyclical re-enrolment page on your Royal
London dashboard and enter your re-enrolment date.

• Workers who are state pension age or older.

• Workers who meet the definition of ‘qualifying
person’ for purposes of separate UK legislation
on occupational pension schemes and crossborder activities within the EU.
• Workers who haven’t yet had an auto
enrolment date and who continue to be
assessed on an ongoing basis.

Workers who are excluded from
cyclical re-enrolment
• Active members of a qualifying scheme.
• Workers aged 21 or under.

• Workers who are state pension age or older.

You can choose to exclude certain workers from
cyclical re-enrolment, for example:

How we’ll help you

• Those with Primary, Enhanced or Fixed
protection.

Once you’ve chosen your re-enrolment date, you’ll work with your payroll provider to carry out
an assessment on the workers who need to be re-enrolled. You’ll do this during the relevant pay
reference period for your re-enrolment date. Your assessment will tell you who needs be
re-enrolled into your Royal London scheme.

• Workers aged 21 or under.

• Workers who were contractually enrolled and
then left the scheme.

• Workers who have given notice to end their
employment (resignation or retirement) or
been given notice of dismissal by you.

What you need to do

• Active members of a qualifying scheme.

• Workers who meet the definition of ‘qualifying
person’ for purposes of separate UK legislation
on occupational pension schemes and crossborder activities within the EU.

• Members whose contributions are below the
auto enrolment minimum, who meet the age
and earnings criteria to be re-enrolled.

11

• Workers who hold the office of director with
the employer.

Assess and communicate

• Workers who haven’t yet had an auto
enrolment date and who continue to be
assessed on an ongoing basis.

Based on the information we have at your chosen
re-enrolment date, we’ll provide a list of workers
on your dashboard who should be considered for
re-enrolment.
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Add multiple workers

Add individual workers

Once you know who to re-enrol, you’ll add workers in the same way as you add a new worker for
auto enrolment.

You can manually add a worker by selecting cyclical re-enrolment as the enrolment type.

If you need a reminder of how this works take a look at our online service videos.

If you use import file you’ll need to set the enrolment type to cyclical and add your re-enrolment
date for that worker.
The enrolment date must be your cyclical re-enrolment date and it must be the same for all workers
who are being re-enrolled. If you enter a different date for any worker being re-enrolled, the file will
be rejected.
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Re-declare compliance
Edit workers

What you need to do

To re-enrol workers who have previously opted out or stopped contributing, select their name and
cyclical re-enrolment on the dashboard.

Every three years from your staging date, or
last re-enrolment date, you must re-declare
compliance with The Pensions Regulator (TPR).
You must do this within five calendar months
of the third anniversary of your staging date or
last re-enrolment date.

! Things to consider

• The re-declaration process is similar to the
registration process you experienced
at your staging date.

• You’ll already have log in details for TPR
website.

How we’ll help you when you’re
using our full run system
We’ll provide you with:
• A task on your dashboard to help you meet
your re-declaration duty.
• A link to TPR site.

Their previous pension plan will be reinstated and you’ll see a confirmation screen.
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What happens next?
You don’t have to do anything further for cyclical re-enrolment until
your next re-enrolment date in three years’ time.

Your current chosen re-enrolment date will determine the date your next re-enrolment window
opens. We’ll get in touch with you shortly before that happens.
If you have any questions about cyclical re-enrolment, speak to your usual Royal London customer
service contact.

Communicate to your workers
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! Things to consider

You have a duty to communicate with the
workers affected by cyclical re-enrolment.
You’ll need to send them statutory
communications telling them that they’ll be
re-enrolled, what this means for them and that
they can choose to opt out.

• You only have a duty to communicate with

If Royal London manages opt-outs for you,
we’ll send workers who previously opted out a
communication telling them they can opt out
again and how to do it. Existing members who
previously stopped contributing will receive
a different communication detailing their
opt-out rights.

• You may also want to remind non-eligible

workers who are being re-enrolled.

• However, you may want to consider engaging
with your entire workforce at this time. For
example, you might want to tell existing
members they’re unaffected.

jobholders and entitled workers that they can
opt in.

Royal London
1 Thistle Street, Edinburgh EH2 1DG
royallondon.com

We’re happy to provide your documents in a different format, such as Braille,
large print or audio, just ask us when you get in touch.
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