


Prioritising Your Leavers

Understanding your responsibilities & steps to success!



Agenda

Pensions administration Strategy

Employer Responsibilities

Leavers

* Leavers Overview

e  Prioritise your leavers
e Tactics/top tips

Resources

e How to guides (NEW!!)

Here to Help!

e How to Contact US & your PFR



Pensions administration
strategy

 The latest version of our Pension
Administration Strategy is now live on our
website here.

* The Strategy is an important document that
sets out the duties and responsibilities of

* us as the Administrator and

* you as an Employer in the Pension Fund(s).

* The Statement also sets out possible penalties
that may be incurred should your responsibilities
not be adhered to (see Appendix B, page 14)



https://www.wypf.org.uk/media/f2ehfubm/pension-administration-strategy-2025.pdf

Responsibilities

Exception X

Reports

« Statutory requirement - Valuation Year

» deadlines for submitting forms
* Need to allocate time and resources to manage

 More manageable if actioned each month — bite size chunks



Pension Dashboard

Pension dashboard deadline Oct 2025
Increased visibility/scrutiny
Engagement from members

|'§‘| Responsibility to display accurate data

Records need to be incorrect status



Leaver’s Overview

Total Leavers Outstanding

©

THANK YOU!

WE APPRECIATE YOUR
HARD WORK

2024 ACCOUNTS FOR
50% OR HIGHER OF
TOTAL OUTSTANDING
LEAVERS

[

NUMBERS HAVE
DROPPED & GOOD
POSITION ACROSS

LGPS FUNDS.

30% PRE 2024 LEAVERS
OUTSTANDING GOING
BACK 10 + YEARS
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Client Total Leaver’s Per Year
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Payroll Provider: Outstanding Leavers

m Total
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Prioritising Your Leaver’s

/

/

CARE
ONLY

N\

Leavers

We've identified records that hold ‘Care Only’ membership
Post 1 Apr 2014 joiner

Leaver notification report now shows Date Joined

Quick Win - can target simple straight forward cases

« Action as soon as you're able to, stay on top of leavers
 More manageable bite size chunks, action month to month

* Allocate time and resources to action
e Current Leavers
e Historical leavers

Produced each time successfully submit a monthly return.

Provides you a list of leavers that require a leaver or
retirement notification to be submitted.

Monitor performance



New Simplified Leaver form

Removed elements to avoid confusion

Removed request for Cumulative Pensionable Pay
(CPP) on Leaver Form

Reduce Queries
|§‘| Avoid Delays

Improve Member experience



Prioritising Your Leaver’s

CARE only - easy and straight

forward cases to complete

v RED =oldest leavers

— current leavers

v Contact your PFR for
assistance/guidance to tackle tricky

cases

PN

DATE JOINI = |FSH LEAVINGDATE

~T|SCHEMENAM ~ | EMPLOYER

01-09-2014
01-09-2014
23-04-2018

06-03-2015

04-09-2017
01-09-2015
18-09-2018

01-09-2013
03-09-2013
13-06-2019
01-10-2020
01-10-2020
09-12-2014
01-09-2021

01-05-2024
01-05-2024

09-09-2019
01-09-2021
10-01-2022
01-07-2015
01-12-2024
01-08-2010

31/08/2014 00:00:00 Client
31/03/2015 00:00:00 Client
31/03/201500:00:00 Client
31/03/201500:00:00 Client
31/03/201500:00:00 Client
31/03/2016 00:00:00 Client
14/10/2016 00:00:00 Client
31/03/201900:00:00 Client
31/03/2019 00:00:00 Client
31/08/2018 00:00:00 Client
17/12/2019 00:00:00 Client
31/03/2020 00:00:00 Client
31/03/2020 00:00:00 Client
31/10/202000:00:00 Client
31/03/2022 00:00:00 Client
31/03/2022 00:00:00 Client
31/03/202200:00:00 Client
31/03/202200:00:00 Client
31/03/202200:00:00 Client
17/05/2022 00:00:00 Client
30/11/2022 00:00:00 Client
01/03/2023 00:00:00 Client
16/02/2024 00:00:00 Client
31/05/2024 00:00:00 Client
31/05/2024 00:00:00 Client
11/06/2024 00:00:00 Client
24/08/2024 05:15:23 Client
24/08/2024 05:15:23 Client
24/08/2024 05:15:23 Client
26/09/2024 00:00:00 Client
3171272024 00:00:00 Client
05/01/2025 00:00:00 Client
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Employer
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Employer
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Employer
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Employer ref
Employer ref
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Employer ref
Employer ref
Employer ref
Employer ref
Employer ref
Employer ref
Employer ref
Employer ref
Employer ref
Employer ref
Employer ref
Employer ref
Employer ref
Employer ref
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Richard Quinn
Richard Quinn
Richard Quinn
Richard Quinn
Richard Quinn
Richard Quinn
Richard Quinn
Richard Quinn
Richard Quir‘ln[
Richard Quinn
Richard Quinn
Richard Quinn
Richard Quinn
Richard Quinn
Richard Quinn
Richard Quinn
Richard Quinn
Richard Quinn
Richard Quinn
Richard Quinn
Richard Quinn
Richard Quinn
Richard Quinn
Richard Quinn
Richard Quinn
Richard Quinn
Richard Quinn
Richard Quinn
Richard Quinn
Richard Quinn
Richard Quinn
Richard Quinn



3" Party Payroll Provider

As an employer you may have delegated or outsourced your duties to a payroll provider.

« Ultimate responsibility still lies with the “you” as the employer to ensure all necessary information is
submitted to create, maintain and process member benefits.
e data,
» leaver/retirement notifications
» Final pay calculation

« Changing Payroll provider, ensure you obtain all data extracts to be able to provide information
 HR
« Payroll

» Strategic contact — is the registered point of contact we would contact if we are experiencing any
difficulties or require further clarification
» Point of escalation



Key points to remember

v' Submit an online leaver form / retirement notification as
soon reasonably possibly

v' Make sure that the information you supply on the leaver
form is 100% accurate as this is what we use to calculate
and pay members benefits

v’ If you need further guidance in calculating pay, there is a
link on the form to our fact sheet

v’ Be prepared for us to come back for pay information from
you if we discover that the member has in fact met the
vesting period and is entitled to a deferred benefits

v If you are still unsure just ask me



How to Guides

(1) Final Pay & APP

|f| Comprehensive Guides

|'§| Scenario based practical examples

Lo




Dealing with leavers — best practice

 You / your payroll provider will tell us on your monthly data file
that someone has left by inputting a date of leaving

* You should complete an online leaver notification / retirement
notification via the employer portal

e <55 Leaver notification
e >55 Retirement notification

 Your exception report shows the leavers identified in that month



Outstanding Leavers

When referring to Leavers, we are making reference to “ending active membership of “The Pension Scheme”
rather than terminating actual employment with you as an employer.

They have either....

- left employment,

- opted out,

- reached age 75

- or no longer eligible for the LGPS in “that” post!

Lunchtime Supervisor

“ Leaver notifcation for this post

Classroom Assistant



Leaver Form Checklist

Ensure Actioned against correct member record/folder reference — Leaver's exception report
will provide confirmation

Review additional data views — ensure info held is accurate before completing the

leaver form

- Service

- Monthly postings Complete a Record
- Earnings and Contributions Maintenance Form
- AVC View

Final pay figure required — for Pre-1 April 2014 Joiner
- If start date after 01/04/2014 enter 0.00 in final pay questions

Correct date of leaving

Correct Reason for leaving — **impacts benefit eligibility**



Best Practice

You have access to Additional data views to

cross check the information being submitted:

I  AVC View — confirms if AVC arrangement

 Earnings and Contributions — can be
used to cross check final pay figures

 Monthly postings — information from
monthly return file is recorded —

I  check CPP totals,

* missing CPP/APP etc

| e annual rates of pay

e Service - where a member's hours are
recorded

**This will ensure accurate information is submitted & reduce queries**




Search Criteria:-

 *Folder ref** — unique pension
reference on the WYPF admin
system (Quoted on email subject
header copy & paste)

e Surname
e [Forename

o **N|INO** — National Insurance
number

o **Date of birth**

**Unique identifiers will return more accurate search results**



You are currently logged in as Mr WYPF PFRS

Update Account Details Home  Help  Accessibility FAQs Contact Logout

Search Membership Details
Membership

Please do not use the back or forward buttons on your browser. Instead please use any provided 'back’ op

Change Password . . .
g option available please use the 'cancel’ option.

Worktray
View Location Details Mr Web Enabled Testing Active T97654321
Work Finder
= | Back To Search |
roup Trays

Membership Details  Personal Details Additional Data View Documents  Actions

Membership Details

Date Contracted Out 01/04/1992 Date Joined Current Employer 01/04/1992
Expected Retirement Date 06/03/2031 Membership Reference T97654321

Location Details

Employer WYPF Test Employer Company Name West Yorkshire Pension Fund (WYPF)

Scheme Details
Date Joined Scheme 01/04/1992 Scheme Name LGPS

MCCLOUDREMEDYCASE McCloud Remedy Case Y




You are currently logged in as Mr WYPF PFRS

Update Account Details Home Help Accessibility FAQs Contact Logout

Search Actions / Calculations

Change Password

Waorktray

Please do not use the back or forward buttons on your browser. Instead plea:
option available please use the 'cancel’ option.

View Location Details

Work Finder Mr Web Enabled Testing Active T97654321
Group Trays

| Back To Search |

Membership Details Personal Details Additional Data View Documents  Actions

Add / Update Details

Additional Pay Leaver form:
Change of Address Leavers under 55

Death of an active member

Estimate Request . . . .
Leaver Notification — Retirement notification:

Record Maintenance Leavers over 55
Retrement Noticarion Il Health Retirements




Online employer support

« Employer training continues to be delivered online, via
Microsoft teams

* Preparing for year end- aimed at preparing the employer for
fast approaching year end

» Slides/videos of previous S
series/topics can be found

Mi Teams
>>> Training & Events (WYPF) crosoft Te



https://www.wypf.org.uk/lgps-employer-zone/employer-training-and-events/

Make sure you are signed up to receive instant
updates around:

v' Reqgulatory updates

v" Invites to training and other events
v’ Best practice guidance

v' System downtime

Simple: -
1. Click the link _
2. Enter your email B | Pension Matters (wordpress.com) |:>

3. Click Follow



https://wypfpensionmatters.wordpress.com/

Training Resources

 Check out WYPF's website & resources

« Employer Zone
* Administration guides
» Factsheets
* Employer training and events

 LGA Employer Guides
 HR guide
» Payroll guide

e Auto enrolment
e Discretions (Click Me)

« LGA bite-size training (click below)



https://www.wypf.org.uk/lgps-employer-zone/forms-and-guides/
https://www.wypf.org.uk/lgps-employer-zone/lgps-administration-guide/
https://www.wypf.org.uk/lgps-employer-zone/employer-training-and-events/
https://www.wypf.org.uk/lgps-employer-zone/
https://www.lgpsregs.org/onlinetraining/assumed-pensionable-pay/#/
https://www.lgpsregs.org/onlinetraining/finalpay/index.html#/
https://www.lgpsregs.org/onlinetraining/ill-health-active/index.html#/
https://www.lgpsregs.org/onlinetraining/ill-health-deferred/index.html#/
https://lgpsregs.org/employer-resources/guidesetc.php

SUPPORT IS AVAILABLE NOW

Member’s helpline 01274 434999
pensions@wypf.org.uk

Employer Helpline 01274 434900
Employer Relations wypf.pfr@wypf.org.uk
Communications comms@wypf.org.uk

If you’re unsure talk to your PFR ﬁ
Your employer relations team



mailto:pensions@wypf.org.uk
mailto:wypf.pfr@wypf.org.uk
mailto:comms@wypf.org.uk
https://www.wypf.org.uk/lgps-employer-zone/your-employer-relations-team/

Who is your PFR

Find the information using the employer portal

View Location Detalils

Pay location

Membership details screen

Membership Details Additional Data View Documents Actions

Pay Location Details
Pay Location Name WYPF Test Employer Pay Location Ref 480

Date Commenced 01/04/1974 Date Closed 01/04/1974
Catego LGPS Companies
PFR Group - wypf.pfr@wypf.org.uk 01274 434 900
Fund [=]5:] Email Phone ERWEB Employer Web Enabled Y
ERWEBGROUP Employer Web Group Tray ZEMPOO3
West Yorkshire Sheryl Clapham sheryl.Clapham@wypf.org.uk 01274 432541 GROUPID Group PayLocationID 480
Lincolnshire Kaele Pilcher Kaele.Pilcher@wypf.org.uk 01274 432739 EMPTYPE Employer Type SCHEME
CIPFATYPE CIPFA Employer Type NOT_APPLIC
Hounslow & West Yorkshire Finola Middleton  Finola. Middleton@wypf.org, uk 01274 432726 EDUSECTOR Education Sector N
Barnet Richard Quinn Richard.Quinn@wypf.org.uk 01274 433646 FINANCE Finance Business Partner BUTTERFIELAN
Admitted Bodies Ahmed Surtee Ahmed. Surtee@wypf.org.uk 01274 433517
West Yorkshire Mark Morris Mark.Morrisowypf.org.uk 01274 437016

AE_STAGINGDATEREVISED  Auto Enrolment Staging Date (revised) 01/04/2013
Fire Authorities David Parrington David.Parrington@wypf.org.uk 01274 433840 TEST_PAYLOC TEST Pay Location ¥




Actions for you...

e Contact your PFR for prioritised list of leavers
« Submit Leaver or Retirement Notifications promptly

e Ensure accurate information submitted In first
Instance

e Deal with queries promptly
e Contact your PFR if need assistance

 Review authorised contacts/users — correct
access/enough resources allocated

* Review exception reports
 Attend/request training
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