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LOCAL GOVERNMENT PENSION SCHEME


Notification of a post holder joining the LGPS

	Post holder’s personal details

	Surname
	                                                                                 
	Title
	                                                                                               

	

	Forename(s)
	                                                                                                          
	Gender
	                                                                                                  

	

	N.I Number
	                                                                                                              
	Date of Birth
	                                                                                                  

	

	Personal Email*
	                                                                                                                  
	Marital Status
	                                                                                                 

	

	Home Address
	                                                                                                                                                                                                                                                                                   

	

	                                                                                                                                                                     
	Post Code
	                                                    

	

	Home Phone 
	                                                                
	Mobile Phone
	                                                    

	*If this has been disclosed to your organisation you must provide it to the Fund under the Pensions Act 2008 (Auto Enrolment) 

Post holder’s pensionable employment details

	Payroll Reference
	                                                             
	Job Title
	                                                          

	

	Unique Post Reference
	                                                    
	Date joined post
	                                         

	

	Date joined LGPS in post
	                                         
	Member contribution
	                       
	%

	

	Brought into the LGPS by: ☐contractual enrolment;   ☐automatic enrolment;   ☐member election

	

	We have issued a ‘Short Guide to the LGPS’ to our LGPS member?:  ☐no;    ☐yes
	· Date
	                             

	Our LGPS member works:  ☐Full Time;    ☐Part Time;    ☐Term Time;    ☐Variable Time

	Contractual Hours
	                  
	Contractual Weeks
	                
	% of full-time
	                  

	

	Actual Pay
	£                                                                                                             
	Full Time Pay
	£                                                                                      

	

	Work Address
	                                                                                                                                               

	

	                                                                                      
	Work Email
	                                                                  


Scheme Employer Certification

I am an authorised signatory of the Scheme Employer, named below, for sending instruction to The Greater Gwent (Torfaen) Pension Fund (the Fund).  I have read the notes overleaf and I hereby:
· Certify that the information being provided to the Fund on this form is correct and fully complete.

· Confirm that the Scheme Employer named below: indemnifies the Fund against any costs or claims which may arise if any information provided to the Fund on this notification is incorrect or incomplete; or if this notification has not been sent to the Fund in reasonable time for the information, that legislation requires is disclosed to our LGPS member, to be issued to them within the statutory time limits. 

	Name
	                                                                   
	Position
	                                                          

	

	Email Address
	                                                                   
	Phone Number
	                                                          

	

	Scheme Employer
	                                                                                                                                                                

	

	Signature
	                                                                   
	Date
	                                                          


Please scan and email your notification to: 
pensions@torfaen.gov.uk
Or return your notification by post to:
The Greater Gwent (Torfaen) Pension Fund





Torfaen County Borough Council





Civic Centre, Pontypool







Torfaen, Gwent NP4 6YB










www. gwentpensionfund.co.uk
V.2 - June 2014

Notes on the Notification to the Fund
You must send a completed form to the Fund for all post holders joining the LGPS so that we can set up a pension record and issue them with pensions information required under legislation.   

Unique Post Reference - a separate pension record must be held for each post and needs to have a unique identifier.  Therefore, if your LGPS member is in the LGPS in more than one post, you must hold separate payroll/HR records for each post and be able to notify the Fund of the pay, hours, contributions etc relevant to each post with a unique post reference / post number. 

How has your post holder become a member of the LGPS? - please check the box to specify whether you have contractually-enrolled or auto-enrolled them into the LGPS, or did they apply to join?  Alternatively, you can attach a copy of the statutory First Instance Decision notification on which you told your LGPS member the reason why you brought them into the LGPS. 
Member Contribution – please state the % pension contribution rate that your LGPS member will pay   (determined by their actual annual pensionable pay, including your estimate of any additional pensionable pay you will pay to them, such as non-contractual overtime).  Alternatively, you can attach a copy of the statutory First Instance Decision notification on which you told your LGPS member the contribution rate they will pay. 

Have you issued a copy of the ‘Short Guide to the LGPS’ to your LGPS member? – if there is any risk that you may not achieve notifying the Fund in reasonable time for us to issue the required pensions information to your LGPS member in time to meet the statutory time limits (see below) then, in order to avoid the potential penalties, you must issue them with a ‘Short Guide to the LGPS’ and check the relevant box to confirm whether or not you have done so.

Statutory Time Limits for Disclosure of Information – legislation requires that a new LGPS member must be given pensions information (i.e. a ‘Short Guide to the LGPS’) under:
· Contractual Enrolment - either:
· within 1 month of you notifying the Fund that you contractually-enrolled a post holder into the LGPS; 

· or, if you haven’t yet notified the Fund that you contractually-enrolled a post holder into the LGPS, within 2 months of the effective date on which they became a member of the LGPS.
· Automatic Enrolment –

· within 6 weeks of the effective date on which you automatically-enrolled a post holder into the LGPS. 
Penalties for Non-Compliance – under the Occupational and Personal Pension Schemes (Disclosure of Information) Regulations 2013 (Statutory Instrument 2013 No. 2734) the potential fines for failing to meet these time limits are £50,000 for the responsible organisation and £5,000 for the responsible person, per case.
Employment Type – please check to confirm if the employee is Full-time, Part-time, Term-time or Variable time. 

Contractual Hours – i.e. the number of hours your LGPS member works under their contract.
Contractual Weeks - if less than 52 weeks per year, please enter the number of weeks your LGPS member is contracted to work.

Actual Pay - please enter the actual annual pay you will pay to your LGPS member (to include all payments specified in their contract of employment as pensionable) including your estimate of any additional pensionable pay you will pay to them, such as non-contractual overtime.
Full-time Pay - if your LGPS member works part-time, term-time or variable time, please enter the full-time equivalent pensionable pay that you would pay to them if they worked full hours and weeks in their post (e.g. depending on their post, this could be the hourly rate multiplied by 37 hours multiplied by 52.143 weeks)
First Instance Decisions – this means any decision that your organisation makes under the LGPS Regulations about your LGPS member’s rights or liabilities.  

· You must notify your LGPS member of your decision in writing ‘as soon as reasonably practicable’; including: the address from which they can get further information about your decision; their right to appeal under the Internal Disputes Resolution Procedure; and your organisation’s appointed Adjudicator for the LGPS to whom they can make an appeal.  
LGA HR & Payroll Guides to LGPS 2014 - www.lgpsregs.org
Sending information to the Fund electronically - if your organisation would like to provide notifications of new post holders joining the LGPS via an electronic interface, instead of on hardcopy forms, please contact us.

