
                                                                                                                                                          

 

 

 

 

 

 

 
 
 
SUPPLYING EMPLOYERS’ LIABILITY DATA –  
Employer reference number guide 
 

This guide is intended for brokers, managing general agents 
and delegated authorities and explains when an Employer 
Reference number (ERN) needs to be collected and what a 
valid ERN structure looks like, when it is submitted. 
 

  

 



                                                                                                                                                          

 

ELTO BACKGROUND 
In order to help claimants trace the Employers’ Liability (EL) insurer of companies that they have worked for, 
the insurance industry established a central database of EL policies, called the Employers’ Liability Database 
(ELD) administered by the Employers’ Liability Tracing Office (ELTO).   
 
ELTO’s members are required to supply policy data to the ELD on all new and renewed EL policies. So that 
claimant searches can be made via www.elto.org to trace EL policies.  
 
FCA rules require that insurers providing Employers’ Liability Insurance maintain a register recording 
information in an accurate and timely manner including the name and address of employers, as well as an 
Employer Reference Number (ERN), which is unique to individual employers. ELTO members submit this 
information to ELTO for inclusion on their database, complying with FCA rules. 
 
Returns are measured against two key metrics: 

 Time to Supply (is the data being submitted on time). 

 ERN Capture rate.  
 

CLASSIFICATION OF ERN STATUS 
An ERN status is either classed as exempt or not exempt, as explained below. 
 

Classed as ERN exempt 
The classifications for being ERN exempt are as follows: the insured pays all their employees below 
the Lower Earnings Limit (as noted below), none of their employees has another job, and none of 
their employees are in receipt of a state or occupational pension or other employee benefits, or; 
they are registered in the Isle of Man, or the Channel Islands (these have no tax presence in the UK).  
 
The earnings limits are as follows: 
£192 per week 
£833 per month 
£10,000 per year  
 
This is based on the tax threshold as at the start of the 2014 tax year and is subject to change.  
For more information on ERNs or the threshold limits, see the HMRC website: www.hmrc.gov.uk  
 
Classed as ERN not exempt 
In all cases where the above criteria are not applicable and PAYE is operated, an ERN is allocated to 
the employer. 

 

WHEN SUBMITTING ERN DATA 
ERN capture rate is measured on the percentage of ERN numbers that are collected when the record is not 
classed as ERN exempt and where the ERN is of a valid structure. 
 
ERNs will begin with three numbers (representing the tax office whose catchment area the employer falls 
into) followed by a forward slash and then a combination of letters and numbers. For example 123/AB12345. 
Current advice is the ERN will not be longer than 13 characters.  
 
When we receive an ERN number if it does not meet the criteria above ELTO will classify the number as an 
ERN referral. This means the number will appear on the ELTO database, but it may hinder an employee’s 
ability to search in the event of a claim as it is not believed to be the correct number and also reduces the 
market’s ERN compliance rate. 
 
Therefore if the ERN number does not match the above criteria we would encourage you not to submit the 
number and instead review with the insured. If it is submitted in this format we may reject it and subsequently 
ask you to review. The reason for this stance is based on guidance ELTO have given to us after their 
consultation with HMRC. This does not mean the record itself is not to be submitted. The ERN number being of 
an incorrect format should not delay the submission of the record. However we would still request after the 
record is submitted that all attempts are made to gather and then submit the correct ERN number. 

http://www.hmrc.gov.uk/


                                                                                                                                                          

 

EXAMPLES OF AN ERN IN DIFFERENT DOCUMENTATION 
Although it is called an employer reference number, there are sometimes different ways they are described 
in payslips etc. Here are some examples. 
 
Employer Payment Booklet  

 

 

The example to the left shows two numbers on 
the same sheet: 

 
Account office reference:  Although this 
does appear on some documentation 
and the number itself is valid, it is not a 
valid number for use for ELTO searches. 
The number can be recognised as it will 
not contain a / and may be over 13 
characters in length. 

 
Employer PAYE reference: This is the 
employee reference number. It will 
contain a / as the 4

th
 character and is less 

than 13 characters in length. 
 

 
P45 

 

 

Previous PAYE reference: This is the employee 
reference number. This is the one time it does 
not appear with a /, but when submitted the / 
must be added as the fourth character. It is 
usually in the top right hand corner of the 
document. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



                                                                                                                                                          

 

 
P60 

 

 
Employer PAYE reference: This is the employee 
reference number. It will contain a / as the 4

th
 

character and is less than 13 characters. It is 
usually in the top right hand corner of the 
document. 
 
 

 
P11/D 

 

 

Employer PAYE reference: This is the employee 
reference number. It will contain a / as the 4

th
 

character and is less than 13 characters. It is 
usually in the top left section of the document. 

 
Payslip 

 

 

The ERN on a payslip can appear under multiple 
headings such as Employer PAYE reference, 
PAYE ref and Tax ref etc. 
 
It will contain a / as the 4

th
 character and is less 

than 13 characters. 
 

  

SUBSIDIARY COMPANY INFORMATION 
 
If the organisation has any subsidiary companies, we need the name and ERN/status for each of these. In 
some cases, the ERN number/status will be the same as the parent company. 
 
Subsidiary company names are recorded because future claimants may not know the parent company 
name (to whom insurance is often registered); however they may know the name of the subsidiary that 
they worked for. 
 
The head office ERN may also not appear on an employee’s payslip or documents whereas the subsidiary 
ERN may do. 
 
Further information regarding the Employers’ liability tracing Office can be found at eld.elto.org.uk.  

 
 
846/AA36741 


