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About this guide
This guide explains the group structure used by Aviva’s 
Automatic-enrolment Manager for Employers (AME) system. 
You’ll need to understand groups, and how AME uses them, 
when you’re setting up your company on the system.

Please decide what groups you’ll need to create in good time 
before starting to use AME. If you don’t, you won’t be able to 
use the system. 

Contents

AV600282-SP57251-0621.indd   2 04/06/2021   14:22



Contents

1. Groups – an overview 04
 1.1. An example 04

2 Why you’ll need to use groups 05
 2.1. The main reasons 05

  2.1.1. Every scheme has to contain at least one group 05

  2.1.2. Differing payroll frequencies/dates 05

  2.1.3. Differing postponement periods 06

  2.1.4. If your communication strategies differ 07

  2.1.5. If you’re using different certification bases 08

  2.1.6. If you’re using contractual joining 09

  2.1.7. If you’re using salary sacrifice 10

 2.2. Why your group structure needs to be correct 10

3 Group structures in practice 11
 3.1. Case study 1 – ABC Employers 11

 3.2. Case study 2 – ABC Limited 12

4 Find out more 14

Using groups in  Auto-enrolment Manager  for Employers (AME) 3

Contents

AV600282-SP57251-0621.indd   3 04/06/2021   14:22



Back to 
Contents

Using groups in  Auto-enrolment Manager  for Employers (AME) 4

Back to 
Contents

1. Groups – an overview 
AME works using a group structure. In the system, a ‘group’ is simply a group of employees sharing 
similar characteristics, who you’ve decided to apply a certain approach to for auto-enrolment (AE) 
purposes.

You can set up to 20 different pension schemes within AME. And every scheme you set up has to have at 
least one group sitting under it. In most cases, it’s likely you’ll need several. 

AME uses the groups you entered into the system to help it assess your employees correctly, and to 
determine what actions you need to take in order to stay compliant. If you don’t set up your groups 
correctly, AME won’t be able to help you keep your business compliant with the auto-enrolment 
regulations.

1.1 An example
In the example below (figure 1), ABC Employer’s marketing staff form one group because they’re all on 
the same payroll, they’ll all be certified on 7% total pay, and a postponement of up to one month will be 
applied to them. The other two groups are in schemes administered by other pension providers.

ABC Employer

Aviva PensionSchemes:

Marketing staffGroups:

Pension provider X

Admin team

Pension provider Y

Executives

Figure 1: A simple AME group structure.

 

Please decide what groups you want to go into AME before your duties start date 
as part of defining your overall AE strategy. If you don’t create groups, you won’t 
be able to use the system.

“A ‘group’ is simply a group of employees who 
you’ve decided to apply a certain approach to 
for AE purposes.”
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However large or small your business, it’s likely that you’ll need to divide your workforce into several 
different groups within AME. 

2.1 The main reasons 
Here are the seven main reasons why you’ll need to use a number of groups for each of the pension 
schemes you have.

2.1.1 Every scheme has to contain at least one group
Every account has to have one scheme and one group in it, that’s as simple as AME can be. This is 
demonstrated in Figure 1 above – there are three pension providers administering three schemes, 
therefore the minimum number of groups that needs to be set up in this scenario is three.

2.1.2 Differing payroll frequencies/dates 
If some parts of your workforce are paid at different times than others, you’ll need a separate group for 
each. AME has been set up to deal with all the pay frequencies stipulated in the auto-enrolment (AE) 
regulations:

• Weekly

• Bi-weekly

• Lunar monthly

• Monthly

• Quarterly

• Annually

Similarly, if everyone is paid monthly but you have several different payroll cut-off dates, each of these 
would constitute a group. For example: if everyone is paid monthly but your payroll closes on the 9th for 
some employees and the 15th for others, you’d need two separate groups.

Figure 2: A simple AME group structure where there are two different payrolls. In this example, Provider Y only accepts contributions from those employees paid weekly, 
so doesn’t need a separate group for employees paid monthly.

ABC Employer

Aviva PensionSchemes:

Employee group 1 
Weekly

Groups:

Pension provider X

Employee group 2 
Weekly

Pension provider Y

Employee group 3 
Weekly

Employee group 4 
Monthly

Employee group 5 
Monthly

2.  Why you’ll need to  
use groups 
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2. Why you’ll need to  use groups 

2.1.3 Differing postponement periods 
Every group you set up in AME can have its own postponement configuration. This allows you to apply 
different postponement to different people if this is part of your AE strategy. 

For instance, in the example below (figure 3), ABC Employer has decided to use a one-month postponement 
period for all permanent employees (Groups 1-5), and the maximum three months’ postponement period 
for their seasonal workers and contractors (Group 6).

Figure 3. An AME group structure with three pension schemes, two payroll frequencies and two different postponement periods. 

ABC Employer

Aviva PensionSchemes:

Employee group 1:  
Paid weekly 
one - month 

postponement

Employee group 6:  
Paid weekly 

three - month 
postponement

Employee group 4:  
Paid monthly 
one - month 

postponement

Groups:

Pension provider X

Employee group 2:  
Paid weekly 
one - month 

postponement

Employee group 5:  
Paid monthly 
one - month 

postponement

Pension provider Y

Employee group 3:  
Paid weekly 
one - month 

postponement
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2.1.4 If your communication strategies differ 
Another reason why you might want to use different groups is if you plan to alter your communication 
strategy for certain groups of employees. For instance, you might want to highlight certain benefits to a 
particular group (such as the contribution-matching rules available to them). Or you might simply want 
to write the emails in a different tone for different groups of employees (eg one style for head office staff 
and another for factory floor staff). 

Figure 4. An AME structure with two styles of communications added. Groups 5 and 7 being in a different tone of voice to the others.

ABC Employer

Aviva PensionSchemes:

Employee group 1:  
Paid weekly 
one - month 

postponement

Employee group 6:  
Paid weekly 

three - month 
postponement

Employee group 4:  
Paid monthly 
one - month 

postponement

Groups:

Pension provider X

Employee group 2:  
Paid weekly 
one - month 

postponement

Employee group 5:  
Paid monthly 
one - month 

postponement  
Head Office Comms

Employee group 7:  
Paid monthly 
one - month 

postponement  
Factory Floor Comms

Pension provider Y

Employee group 3:  
Paid weekly 
one - month 

postponement

2. Why you’ll need to  use groups 
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2. Why you’ll need to  use groups 

2.1.5 If you’re using different certification bases 
If you want to certify members of your workforce on different bases, you’ll need to set up a separate 
group for each certification basis. 

Figure 5. An AME structure where group 8 has been set up on a 7% total pay basis, while all other groups are certified on 9% pensionable.

ABC Employer

Aviva PensionSchemes:

Employee group 1:  
Paid weekly 
one - month 

postponement

Employee group 6:  
Paid weekly 

three - month 
postponement

Employee group 4:  
Paid monthly 
one - month 

postponement

Groups:

Pension provider X

Employee group 2:  
Paid weekly 
one - month 

postponement

Employee group 5:  
Paid monthly 
one - month 

postponement  
Head Office Comms

Employee group 8:  
Paid weekly 
one - month 

postponement  
Certified on 7% Total Pay

Employee group 7:  
Paid monthly 
one - month 

postponement  
Factory Floor Comms

Pension provider Y

Employee group 3:  
Paid weekly 
one - month 

postponement
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2.1.6 If you’re using contractual joining 
If you’re using a contract to enroll workers into your pension scheme, you’ll need to enter these people 
into AME in a separate, non-AE group (or groups). Because they’re joining contractually, AME doesn’t need 
to do much for these employees besides monitor their status* in case they leave the scheme – in which 
case they’ll fall under AE regulations. Setting up a non-AE group ð p21 of user guide

If an employee leaves the contractually joined scheme and you still employ them, you’ll need to move 
them into another group (see figure 6, below). AME will then consider them for AE purposes. You’ll need 
to reflect this change in your payroll file.

Figure 6. A simple AME structure for an employer who is using contractual joining.

ABC Employer

Aviva PensionSchemes:

Employee group 1: 
Paid monthly 

Contractually joined

Employee group 4: 
Paid monthly 

Leavers who need to be  
Auto enrolled

Groups:

Pension provider X

Employee group 2: 
Paid monthly 

Contractually joined

Employee group 5: 
Paid monthly 

Leavers who need to be  
Auto enrolled

Employee group 6: 
Paid monthly 

Leavers who need to be  
Auto enrolled

Pension provider Y

Employee group 3: 
Paid monthly 

Contractually joined

* If you’re enrolling workers into a pension scheme using a contractual agreement, their enrolment is in accordance with the contract into which the worker has 
entered, not auto-enrolment regulations. As such, you won’t need to use AME to produce any communications for these workers. 

2. Why you’ll need to  use groups 

AV600282-SP57251-0621.indd   9 04/06/2021   14:22



Using groups in  Auto-enrolment Manager  for Employers (AME) 10

Back to 
Contents

Back to 
Contents

2.1.7 If you’re using salary sacrifice 
If you’re using salary sacrifice and any of your employees don’t agree to it, you’ll need to set 
up a separate group or groups for them. Under AE regulations, you have to send out different 
communications to employees who aren’t using salary sacrifice from the ones you send to those who 
are. As all the communications in AME are applied at group level, this means you’ll need separate groups 
for employees who’ve agreed to use salary sacrifice, and for those who haven’t (see fig 7). 

You’ll only need to set up non-salary-sacrifice groups if you’re unable to get all your employees to 
agree to use salary sacrifice. You don’t need to provide any special information for AME to handle salary 
sacrifice. All the information it needs is included in the payroll files you upload.

Figure 7. A simple AME structure where the employer is hoping to use salary sacrifice.

ABC Employer 

Aviva PensionSchemes:

Employee group 1: 
Paid monthly 

Salary sacrifice

Employee group 4: 
Paid monthly 

No salary sacrifice

Groups:

Pension provider X

Employee group 2: 
Paid monthly 

Salary sacrifice

Employee group 5: 
Paid monthly 

No salary sacrifice

Employee group 6: 
Paid monthly 

No salary sacrifice

Pension provider Y

Employee group 3: 
Paid monthly 

Salary sacrifice

2.2 Why your group structure needs to be correct 
The examples above give you an idea of what you’ll need to consider when defining what groups to use 
for your business. Setting up the correct group structure for your business is essential to ensure that AME 
applies the correct rules to each employee. 

While the example structure shown in figure 4 may look complicated, the work you’d have to do each 
month wouldn’t be. In that example, the employer only has two payroll frequencies, so they’d only need 
to upload two files to cover all the groups. The file you uploaded contains a column of data called the 
‘group code’, which assigns that line of information to the correct group.

2. Why you’ll need to  use groups 
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3.1 Case study 1 – ABC Employer 
ABC Employer is a medium sized employer with 1,000 employees. They currently offer a pension scheme 
to their head office staff, but not to their factory floor workers. The salary structure and age profile of 
the factory floor workers meant it was impractical to open up the existing scheme to these workers, so 
they’ve set up a NEST scheme to enroll them into. Members of both schemes are encouraged to pay 
contributions using salary sacrifice, which 90% of them have agreed to do.

All workers are paid monthly.

The AME group structure would therefore be: 
 

Figure 8. ABC Employer uses a relatively simple group structure.

ABC Employer

Aviva  
Head Office StaffSchemes:

Employee group 1: 
Certified at 7% total pay 200 existing 

members on salary sacrifice

Employee group 2: 
Certified at 7% total pay 10 existing 

members not on salary sacrifice

Groups:

Employee group 3: 
Certified on 8% banded 700 employees 

who have agreed to salary sacrifice

Employee group 4: 
Certified on 8% banded 90 employees 

who have not agreed to salary sacrifice

NEST  
Factory Floor

In this example:

•  All groups are open to auto-enrolled employees

•  They are all paid monthly and there is only one payroll frequency, so all the data can be loaded into 
AME in a single file.

•  Each group will receive slightly different communications from the other – as the communications 
will be tailored to their particular auto-enrolment (AE) situation.

•  When a new joiner starts at ABC Employer, they’ll be automatically loaded into either Group 1 or Group 
3. A three-month postponement period is applied to both groups, and during this time ABC Employer 
hopes to receive permission from the employees that they can use salary sacrifice. 

•  At the end of the three-month period, anyone who hasn’t agreed to use salary sacrifice ABC Employer 
would need to change their group code in the payroll file so the employee drops into either group 
2 or group 4 (whichever is appropriate). AME would then auto-enroll them on a non salary sacrifice 
basis.

3.   Group structures  
in practice 
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3. Group structures  in practice 

3.2 Case study 2 – ABC Limited 
ABC Limited is a large employer with 4,000 employees, and needs a far more complex AME group 
structure. Five hundred of their current employees aren’t currently in a scheme and will be auto-enrolled 
on the staging day. Any new employees will be contractually enrolled on a salary sacrifice basis into the 
main Aviva scheme.

ABC Employer 

Contractual  
Joined

Contractual  
Joined

Contractual  
Joined

AE group:  
sal sacrifice

AE group:  
sal sacrifice

AE group:  
sal sacrifice

AE group: non 
sal sacrifice

AE group: non 
sal sacrifice

AE group: non 
sal sacrifice

Contractual  
Joined

Contractual  
Joined

Contractual  
Joined

Contractual  
Joined

Contractual  
Joined

Contractual  
Joined

Contractual  
Joined

Contractual  
Joined

AE group: non  
sal sacrifice

AE group: non  
sal sacrifice

Schemes: Aviva Pension Pension 2 Pension 3 Pension 4 Pension 5 Pension 6

Monthly 
Paid 

Lunar 
Paid

Weekly 
Paid

Pension 7

Figure 9. ABC Limited uses a more complex AE strategy than the one used in case study 1.
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3. Group structures  in practice 

•  ABC Limited have seven pension schemes.

•  They have three payroll frequencies: weekly, lunar monthly and monthly.

•  They are using contractual joining, so they need a mechanism in place for anyone who leaves the 
scheme they’re in and therefore falls under the AE regulations. Here are the mechanisms they’re 
using: 

 –  If a contractually enrolled employee leaves the Aviva pension scheme – or pension schemes 2, 3, 
6 or 7 – and they’re eligible, they’ll be automatically enrolled into one of the two “AE groups” of 
the Aviva pension scheme. Unless they expressly ask not to use salary sacrifice, they’ll go into the 
salary sacrifice AE group.

 –  If a contractually enrolled employee leaves pension scheme 5, they’ll be automatically enrolled 
(if they’re eligible) into one of the two “AE groups” of the same pension scheme. Again, unless 
they expressly ask not to use salary sacrifice, they’ll go into the salary sacrifice AE group for that 
scheme 

N.B. In this case study, ABC Limited have decided to adapt their terms of employment to give them 
permission to enrol people into a scheme on a salary sacrifice basis. 

Once you’ve agreed your AE strategy and decided upon what groups to use, 
you’re then ready to load them into the AME system.

You’ll find details of how to do this in our main ‘AME user guide’ – Section 4, p15-25. Click here for a 
version of the guide. We will also email you a copy.
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4. Find out more

We hope you’ve found this guide useful.  
If you’d like any more information about AME,  
please refer to the full ‘AME user guide’.  
Click here for a version of the guide 

If you need help deciding what groups to use,  
you may find it useful to speak to a financial adviser.
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