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Introduction
The Re-enrolment process is undertaken by Kent County Council and KCC maintained Schools. This affects all staff in schools and places obligations on the Head Teacher to manage it.  
This is a statutory obligation, and all schools must comply with the legislation.  

Every three years Kent County Council and KCC maintained Schools must re-enroll their eligible staff who are not in the pension scheme back into it. 
The next re-enrolment will be 1st June 2025. 
This government initiative is to ensure working people have an opportunity to contribute to a workplace pension scheme: Local Government Pension Scheme (LGPS), Teachers Pension Scheme (TPS) or National Health Service Pension Scheme (NHS). When staff pay into the pension, the employer pays a contribution, and the government will contribute in the form of tax relief. 
Staff who have opted out of the contractual arrangements, will have to be Re-enrolled if they meet the criteria below and they will need to be re-enrolled every three years thereafter. 
How this all relates to KCC and schools

The Local Government Pension Scheme (LGPS) and Teachers’ Pension Scheme (TPS) are deemed to be “qualifying schemes” and as people are appointed to work( in KCC and/or schools they are automatically contractually enrolled into one of these schemes
 and they have 3 months in which to opt out when they are contractually enrolled. 
Under the Re-Enrolment regulations, you will be obliged to go through the process of assessing your workers and assigning them to one of the categories below.  Those “Eligible Job Holders” will have been contractually enrolled into either LGPS or TPS but they have the right to opt out.   

If they have opted out, they will need to be re-enrolled and if they wish they can opt out again within one month of being re-enrolled, under contractual enrolment they have 3 months to opt out.  

It is, therefore, important for schools to assess their staff and assign them to a category.  This data will need to be maintained and when a worker becomes an “Eligible Job Holder” the school will be obliged to inform their payroll provider and request them to enrol the worker into the relevant scheme.  

NB: Any worker will have the right to opt into either the LGPS or TPS at any time. There are some restrictions on opting into the TPS – more information can be found on TPS website (https://www.teacherspensions.co.uk/)
Employer Duties

As part of our statutory requirements, the regulations provide a list of employer duties:

· To re-enrol eligible staff in their workforce into a qualifying pension scheme 

· To make a contribution towards the scheme

For the Re-Enrolment process any eligible staff (as defined below) who is not in a qualifying scheme, will need to be re-enrolled.  Each contract of employment is dealt with separately for Re-Enrolment purposes.

There are 3 categories of workers (workers rather than just employees and can include some contractors or agency workers)

Eligible job holders – are eligible for Re-enrolment and are those who:

· Earn more than the qualifying earnings trigger (currently £192 per week, or £833 per month, or £10,000 per year),

· Are aged between 22 and state pension age and 

· Are working, or ordinarily, work in the UK

Non-eligible job holders – are not eligible for Re-enrolment but who can choose to opt into the scheme if they wish. Their criteria are that they are:

· Entitled Worker – Age 16 to 74 and under the lower earnings threshold and 

· Non-Eligible Job Holders - Age 16-21 or State Pension Age to 74 and over earnings threshold

Each worker needs to be written to informing them of the details of the scheme and of the information relevant to their category.  Letter templates can be found in Appendix 1 of this document.  Further information will be sent out in E-Bulletins in due course and a “Re- Enrolment” page is available on KELSI.

Those who are in the 50/50 Section of the Local Government Pension Scheme need to be put back into the Main Section.  They can then opt to go back into the 50/50 section.

Please note it is illegal to offer employees inducements to opt out of a qualifying pension scheme.  This means that you should not take any action which attempts to persuade a member of staff not to join or opt out of the pension scheme.  This could be as simple as giving a member of staff an opt out form. If someone requests a form they must obtain this from either Kent Fund Pension (for LGPS) or the Teachers’ Pensions websites.  

Exemptions:

· If any of your employees is a worker who has built up pension savings above the Lifetime Allowance for HMRC purposes and is protected from tax charges on those savings under HMRC’s primary, enhanced or fixed protection requirements they will be exempt from the process.
· If any of your employees have opted out or ceased active membership of either the TPS or the LGPS at their own request within the 12 months before the Re-enrolment date, they will be exempt from the process.
· If any of your employees have given in their notice to end their employment (resignation or retirement) or been given notice of dismissal, they will be exempt from the process.

What is happening now?
KCC, which includes maintained Schools, has set 1st June 2025 as its Re-enrolment date and you must re-enroll all eligible job holders (see criteria below) into a pension scheme.
Those who do not want to join can choose to opt out but please read the information about the relevant pension scheme before you make that decision. All are very good pension schemes with plenty of benefits and more details can be found on Kent Pension Fund, Teachers' Pensions or NHS Pensions | NHSBSA and remember KCC pays towards your pension and the Government contributes in the form of tax relief too.

All staff will need to be enrolled into a workplace pension if they:
•
are not already in an occupational pension scheme (LGPS or TPS) 

•
are aged 22 or over 

•
are under State Pension age 

•
earn more than £192 per week, or £833 per month, or £10,000 per year (2024/25)

•
work in the UK
Staff who do not meet these criteria will have the right to opt into a scheme.
Information will be sent out to schools closer to the time and will be available on Kelsi. 

What schools need to do?

Look at the data that you hold on your staff and ensure that information about their pension status (i.e. if they are in a scheme and/or which scheme they are eligible for) is recorded.

If you buy Schools Personnel Payroll Service or have any other payroll provider, please contact them as this might be included as part of your package.
Eligible job holders who have opted out of the scheme must be re-enrolled every three years.  Use Letter 1a or 1b.
Non-Eligible jobholders and Entitled Workers who are not re-enrolled will need to be sent Letter 2a or 2b. 

KCC will need figures from you advising how many staff were affected using the Declaration of Compliance Form (Appendix 2). This information will need to be sent to us as we need to provide the figures to the Pensions Regulator.
Please e-mail the completed declaration form to Reenrolment.pensions@kent.gov.uk no later than Friday 4th July 2025.
Keeping records

You should continue to keep records of how you’ve met your legal duties, including:

· the names and addresses of those you've put into a pension scheme
· records that show when money was paid into the pension scheme
· any requests to join or leave your pension scheme
· your pension scheme reference or registry number
You must keep these records for six years except for requests to leave the pension scheme which must be kept for four years.

Further information
· Kent Pension Fund Website (for all information relating to the Local Government Pension Scheme): http://www.kentpensionfund.co.uk 

· Teachers’ Pensions Website: https://www.teacherspensions.co.uk 

· National Health Service Pension Scheme: NHS Pensions | NHSBSA
· Individuals and workers can find out more about how Re-enrolment into a workplace pension might affect them by visiting the Directgov website www.direct.gov.uk/workplacepension
· The Pension Advisory Service is an independent, non-profit making organisation which provides free advice about pensions. For more information visit the Pensions Advisory Service website: www.pensionadvisoryservice.org.uk
· The Pensions Regulator where you will find detailed guidance: http://www.thepensionsregulator.gov.uk/employers/detailed-guidance.aspx 
Appendix 1 – Letters
Letter 1a – Local Government Pension Scheme – RE-ENROLLED

Dear [NAME]

To help people save more for their retirement, all employers are required by law to provide a workplace pension scheme for certain staff and pay money into it. Employers are also required to re-enrol their eligible staff and re-declare their compliance every three years.
We therefore re-enrolled you on 1st June 2025 into our pension scheme in this pay period because you met all of the following criteria:  

You earn over £192 per week, or £833 per month, or £10,000 per year
You are aged 22 or over and

You are under state pension age.

You can opt out of the pension scheme if you want to, but if you stay in you will have your own personal pension when you retire. Your pension will belong to you, even if you leave us in the future. Both you and we will pay contributions into it every pay period, and the government will also contribute through tax relief. 

If you choose to opt out, you must complete an opt-out form, which can be found on the Kent Pensions website (see attached document). 

Remember, we will have to repeat the process of signing you up, every 3 years, and you will have the chance to opt out each time.

If you are in the 50/50 Section1 of the Local Government Pension Scheme you will be re-enrolled into the Main Section and will have to re-apply to go back into the 50/50 Section.
The enclosed information will tell you everything you need to know about Re-enrolment. Once enrolled you will receive a starter pack of information from the pension scheme.
Yours sincerely,

[Signatory Name and Designation]

1The LGPS 50/50 Section is not deemed to be a qualifying pension scheme which means anyone in this Section has to be enrolled into the Main Section.  It is, however, possible to opt back into the 50/50 Section.
Your workplace pension questions answered

Why do KCC re-enrol?

Re-enrolment is a legal requirement and it enhances the regulations by ensuring that every three years employees are re-assessed and entered into a qualifying pension scheme if they meet the eligibility criteria.
'I'm in'. Do I need to do anything?

If you are already in the LGPS or TPS then the Re-enrolment rules will not affect you and nothing will change. The Re-enrolment regulations only apply to you if you have opted out of one of the above schemes or have not elected to join when being given the opportunity to do so.
Which workers qualify? 
Anyone aged 22 or over and below the State pension age, who earns £10,000 or more a year on any contract they hold, must be re-enrolled if they are not already in a pension scheme. 

A second group comprises of staff earning at least £10,000 per annum but who fall outside the age limits above, and those aged between 22 and the State pension age who earn less than £10,000 per annum but more than £6,240 a year. This group will not be re-enrolled but have the right to join a relevant pension scheme if they want to.

A third group comprises of anyone earning less than £6,240 a year who can also choose to join a relevant pension scheme. 

Anyone over the age of 75 is not eligible to join a pension scheme. 
What if I want to opt out? 
If you want to opt out, you need to ask to leave it. Under the Re-enrolment regulations you have to complete an opt-out form which you can find on the LGPS or TPS websites (see below).  

If you opt out within a month of being enrolled, any money deducted from your salary is refunded (less tax and NI contributions). 
Remember if you do choose to opt out, we will have to repeat the Re-enrolment process of signing you up, every 3 years, and you will have the chance to opt out each time. 

Can I re-join the scheme?

You can ask to re-join the scheme by completing an ‘Opt in’ form.

50/50 Section

You will be automatically be re-enrolled into the main section of the LGPS.  In the main section, you pay normal pension contributions in return for normal pension build up.
The 50/50 section is intended as a short term measure in times of financial hardship. You pay half your pension contributions and build up half your pension. You can opt into the 50/50 section at any time.  You can read more about the 50/50 section and how to opt in on the Kent Pension Fund Website (see below).  

What if I have a Fixed or Enhanced Protection from HRMC?
Please read the guidance on the pension’s regulator website. Www.thepensionsregulator.gov.uk 
How do I access an opt out form?

Via the LGPS or TPS websites (see below).
Further information:

Full details of the Local Government Pension Scheme can be found on: www.kentpensionfund.co.uk 

Details of the Main section of the Local Government Pension Scheme can be found on:

About the LGPS - Kent Pension Fund
Details of the 50/50 section of the Local Government Pension Scheme can be found on:

The 50/50 section - Kent Pension Fund
Full details of the Teachers’ Pension Scheme can be found on: www.teacherspensions.co.uk

More information about Re-enrolment into a workplace pension can be found on: https://www.gov.uk/workplacepensions
Letter 1b – Teachers’ Pension Scheme – RE-ENROLLED
Dear [NAME]

Teachers’ Pension Scheme - A change in the law that affects you

To help people save more for their retirement, all employers are required by law to provide a workplace pension scheme for certain staff and pay money into it. Employers are also required to re-enrol their eligible staff and re-declare their compliance every three years.

We therefore re-enrolled you on 1st June 2025 into our pension scheme in this pay period because you met all of the following criteria:  

You earn over £192 per week, or £833 per month, or £10,000 per year
You are aged 22 or over and

You are under state pension age.

You can opt out of the pension scheme if you want to, but if you stay in you will have your own personal pension when you retire. Your pension will belong to you, even if you leave us in the future. Both you and we will pay contributions into it every pay period, and the government will also contribute through tax relief. 

If you choose to opt out, you must complete an opt-out form, which can be found on the Teachers’ Pension Website.

Remember, we will have to repeat the process of signing you up, every 3 years, and you will have the chance to opt out each time.

The enclosed information will tell you everything you need to know about Re-enrolment. For more information about the Scheme visit the Teachers’ Pension Website.
Yours sincerely,

[Signatory Name and Designation]

Your workplace pension questions answered

Why do KCC re-enrol?

Re-enrolment is a legal requirement and it enhances the regulations by ensuring that every three years employees are re-assessed and entered into a qualifying pension scheme if they meet the eligibility criteria.
'I'm in'. Do I need to do anything?

If you are already in the LGPS or TPS then the Re-enrolment rules will not affect you and nothing will change. The Re-enrolment regulations only apply to you if you have opted out of one of the above schemes or have not elected to join when being given the opportunity to do so.
Which workers qualify? 
Anyone aged 22 or over and below the State pension age, who earns £10,000 or more a year on any contract they hold, must be re-enrolled if they are not already in a pension scheme. 

A second group comprises of staff earning at least £10,000 per annum but who fall outside the age limits above, and those aged between 22 and the State pension age who earn less than £10,000 per annum but more than £6,240 a year. This group will not be re-enrolled but have the right to join a relevant pension scheme if they want to.

A third group comprises of anyone earning less than £6,240 a year who can also choose to join a relevant pension scheme. 

Anyone over the age of 75 is not eligible to join a pension scheme. 
What if I want to opt out? 
If you want to opt out, you need to ask to leave it. Under the Re-enrolment regulations you have to complete an opt-out form which you can find on the LGPS or TPS websites (see below).  

If you opt out within a month of being enrolled, any money deducted from your salary is refunded (less tax and NI contributions). 
Remember if you do choose to opt out, we will have to repeat the Re-enrolment process of signing you up, every 3 years, and you will have the chance to opt out each time. 

Can I re-join the scheme?

You can ask to re-join the scheme by completing an ‘Opt in’ form.
50/50 Section

You will be automatically be re-enrolled into the main section of the LGPS.  In the main section, you pay normal pension contributions in return for normal pension build up.
The 50/50 section is intended as a short term measure in times of financial hardship. You pay half your pension contributions and build up half your pension. You can opt into the 50/50 section at any time.  You can read more about the 50/50 section and how to opt in on the Kent Pension Fund Website (see below).  

What if I have a Fixed or Enhanced Protection from HRMC?
Please read the guidance on the pension’s regulator website. Www.thepensionsregulator.gov.uk 

How do I access an opt out form?

Via the LGPS or TPS websites (see below).
Further information:

Full details of the Local Government Pension Scheme can be found on: www.kentpensionfund.co.uk 

Details of the Main section of the Local Government Pension Scheme can be found on:

About the LGPS - Kent Pension Fund
Details of the 50/50 section of the Local Government Pension Scheme can be found on:

The 50/50 section - Kent Pension Fund
Full details of the Teachers’ Pension Scheme can be found on: www.teacherspensions.co.uk

More information about Re-enrolment into a workplace pension can be found on: https://www.gov.uk/workplacepensions
Letter 2a – Local Government Pension Scheme - NOT Re-Enrolled
Dear [NAME]

To help people save more for their retirement, all employers are required by law to provide a workplace pension scheme for certain staff and pay money into it. Employers are also required to re-enrol their eligible staff and re-declare their compliance every three years.
 We must enrol any of our staff who meet all of the following criteria:  

You earn over £192 per week, or £833 per month, or £10,000 per year
You are aged 22 or over and

You are under state pension age

Because you did not meet these criteria, you have not become a member of the scheme, but you can ask to join it if you want to. 

If you do join, each month you will put money into the pension directly from your pay and the government will also contribute through tax relief. More information can be found on www.kentpensionfund.co.uk.
Once joined you will receive a starter pack of information from the pension scheme.

Yours sincerely,

[Signatory Name and Designation]

Letter 2b – Teachers’ Pension Scheme – NOT Re-Enrolled
Dear [Name)

To help people save more for their retirement, all employers are required by law to provide a workplace pension scheme for certain staff and pay money into it. Employers are also required to re-enrol their eligible staff and re-declare their compliance every three years.
 We must enrol any of our staff who meet all of the following criteria:  

You earn over £192 per week, or £833 per month, or £10,000 per year
You are aged 22 or over and

You are under state pension age

Because you did not meet these criteria, you have not become a member of the scheme, but you can ask to join it if you want to. 

If you do join, each month you will put money into the pension directly from your pay and the government will also contribute through tax relief. More information can be found on www.teacherspensions.co.uk
Once joined you will receive a starter pack of information from the pension scheme.

Yours sincerely,

[Signatory Name and Designation]

Appendix 2 – Declaration of Compliance Form 
This form must be e-mailed to Reenrolment.pensions@kent.gov.uk no later than Friday 4th July 2025
	Name of the School
	

	DfE Number
	

	PAYE Reference No
	

	Contact Details
	

	E-mail address
	

	Telephone Number
	

	A – Total number of workers employed by this school on xx/xx/xxxx
	

	B - Total number of eligible workers Re-Enrolled on xx/xx/xxxx
You need to separate who is on LGPS, TPS or NHS.
	____ LGPS

____ TPS

____ NHS

	C – The number of workers who are already active members of a pension scheme
	

	D - The number of workers who do not meet the Re-enrolment criteria
	


Please note: The total amount of section A needs to add up to the sum of sections B, C and D.

Pensions Re-Enrollment					�


Information Pack for Schools	         		








( If employed for less 13 weeks they can opt into to the LGPS Scheme


� This is normally the case but for some employees (therapists, for example) they may be in the NHS pension scheme or other eligible scheme
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