
 

 

Appendix C 

Scheme Employer Responsibilities  

Employing authority's responsibilities Timeframes / Deadlines (where applicable)  

Governance  

General responsibilities  

Designate a named individual as Pensions Liaison Officer, to be the main point of 
contact for the administrator or administering authority. 

Within 30 days of becoming a scheme employer within the East Sussex Local 
Government Pension Fund or 30 days from date of request by the Scheme 
Administrator or Administering Authority. 

Complete authorised signatory forms to provide the administrator and administering 
authority with contact information for officers authorised to perform key administrative 
roles. 

Within 30 days of becoming a scheme employer within the East Sussex Local 
Government Pension Fund or 30 days from date of request by the Scheme 
Administrator or Administering Authority. 

Appoint an independent registered medical practitioner (IRMP) qualified in 
occupational health medicine to consider all ill-health retirement applications and 
agree the appointment with the administering authority. 

Within 90 days of becoming a scheme employer within the East Sussex Local 
Government Pension Fund or 90 days from date of request by the Scheme 
Administrator or Administering Authority. 

Formulate, publish and keep under review policies in relation to all areas where the 
employer may exercise discretion within the scheme regulations. 

Within 90 days of becoming a scheme employer within the East Sussex Local 
Government Pension Fund or 90 days from date of request by the Scheme 
Administrator or Administering Authority. 

New employers and TUPE transfers  

Notify the administering authority of any contracting out of services that will involve a 
TUPE transfer of employees to another organisation before the TUPE transfer takes 
place. 

Employers should inform the Administering Authority as soon as possible within the 
tender process, enabling pension information to form part of the tender 
documentation.  

Provide the administering authority with contact details for lead decision-making and 
operational officers where a prospective new employer or admitted body may request 
to join the Fund as a result of re-organisation or TUPE transfer. 

Employers should inform the Administering Authority as soon as possible within the 
tender process, enabling pension information to form part of the tender 
documentation. 

Work with the administering authority to establish an admission agreement. Potential Admission Body Employer’s, together with the letting employer should work 
closely with the Administering Authority, to ensure that Admission Agreements are 
completed no later than one month following the contracting out of the service.   



 

 

Employing authority's responsibilities Timeframes / Deadlines (where applicable)  

Notify the administering authority where the employer ceases to admit new members 
or is considering ceasing participation in the Fund. 

This should be done at the earliest opportunity, allowing the Administering Authority to 
liaise with the Fund actuary in order to achieve a well-managed employer exit from the 
Fund.     

General member administration  

New starters  

Enrol all eligible new employees into the scheme in accordance with the relevant 
LGPS regulations. 

From the first available pay period.  

Determine and deduct the appropriate rate of employee contributions, based on the 
current contribution rate banding table. 

Immediately upon commencing Scheme membership, in line with employer’s policy 
and as a minimum in each April thereafter. 

Notify the administrator of all new starters. Provide the Pension Section with details of all new entrants to the LGPS, by the 10th 
of the month following entry. 

Provide all eligible new employees with details about the scheme in the form of a copy 
of the key facts leaflet and/or directing them to the Fund’s website. 

To be provided to the employee within six weeks of the date on which the employee 
became a scheme member. 

Auto-enrolment  

Enrol and re-enrol all eligible employees into the scheme in accordance with the auto-
enrolment requirements of the Pensions Act 2008 and the relevant LGPS regulations. 

This should be done for each pay period ensuring all non-members without a valid 
exclusion from auto-enrolment are enrolled or re-enrolled into the LGPS.  

Replicate the same process as above in New Starters section for those employees 
enrolled or re-enrolled into the scheme 

N/A 

50/50 membership  

When an election to move into or out of the 50/50 section is received from an 
employee, adjust the contribution rate accordingly and confirm to the member that this 
has been actioned. 

Within one month of the date of change following receipt of a valid election to either 
move from the Main Section to 50/50 Section of the Scheme, or to move from the 
50/50 Section to Main Section of the Scheme. This may be in the form of a pay advice 
notice.    

Where an employee either goes onto nil pay due to sickness or injury or passes the 
automatic re-enrolment date, move the employee back into the main section of the 
scheme. 

This should be done from the date of the relevant event detailed, and communicated 
to the employee within one month of the change.  



 

 

Employing authority's responsibilities Timeframes / Deadlines (where applicable)  

Notify the administrator of all employees that move into and out of the 50/50 section 
via spreadsheet or online portal, at least monthly. 

This should form part of the monthly submission to the Administering Authority.  

Additional contributions  

General information  

Distribute general information on the options available for paying additional 
contributions to employees, if requested to do so by the administrator or administering 
authority, both electronically and in paper format. 

This should be distributed within one month of having received the instruction and 
documentation from the Scheme Administrator or Administering Authority.  

Make the appropriate deduction of additional contributions on receipt of an election 
from a member, and confirm this has been actioned to both the member and 
Administrator 

The deduction should take effect from the first available pay period (or date specified 
if later). The member and Scheme Administrator should then be informed within one 
month of the change.  

Additional pension contributions (APCs)  

Ensure and arrange for the correct deduction of APCs from pensionable pay 
throughout the length of the contract. 

The deduction should take effect from the first available pay period (or date specified 
if later) and continue at the prescribed rate until the termination date or date active 
membership of the Scheme ceases if earlier.  

Make payment of the APCs to the administering authority within the timescales 
agreed. 

Scheme employers must pay over contributions to the Fund by the 19th of the month 
following the deduction.  

Provide a monthly breakdown of all APCs to the administrator/administering authority 
for reconciliation against payments received. 

Submission of a LGPS31 should be made to the Fund prior to the payment and no 
later than 18th of the month following the deduction. 

Other additional contribution contracts  

Ensure and arrange for the correct deduction of additional contributions from the 
member's pensionable pay. 

The deduction should take effect from the first available pay period (or date specified 
if later) and continue at the prescribed rate until the termination date or date active 
membership of the Scheme ceases if earlier. 

Ensure deductions of additional contributions commence and cease from the 
appropriate dates. 

The deduction should take effect from the first available pay period (or date specified 
if later) and continue at the prescribed rate until the termination date or date active 
membership of the Scheme ceases if earlier. 

Make payment of all additional contributions (excluding AVC’s) to the administering 
authority within the timescales agreed. 

Scheme employers must pay over contributions to the Fund by the 19th of the month 
following the deduction. 



 

 

Employing authority's responsibilities Timeframes / Deadlines (where applicable)  

Provide a monthly breakdown of all other additional contributions to the 
administrator/administering authority for reconciliation against payments received. 

Submission of a LGPS31 should be made to the Fund prior to the payment and no 
later than 18th of the month following the deduction. 

Absence contributions 
 The requirements below apply to all absences, including, but not limited to: 

o Child-related leave (e.g. maternity, paternity, adoption, parental leave); 

o Authorised unpaid leave (e.g. unpaid child-related leave); 

o Reserve forces leave; 

o Industrial action; 

o Jury service. 

 

Notify employees of the options available to pay additional contributions to cover 
benefits that have been reduced or lost due to periods of absence. 

Member elections to purchase lost pension during a period of authorised unpaid leave 
must be made within 30 days of returning to employment (or a longer period as 
permitted by the employer). Employers must therefore provide details of the options 
available to employees, allowing sufficient time for an employee election to be made.   

When an election to pay additional contributions to cover a period of absence has 
been received, arrange for the correct amounts to be deducted from the employee's 
pensionable pay. 

Deduct the relevant contributions due within the first available pay period following 
receipt of a valid member election. 

Make payment of all absence-related additional contributions to the administering 
authority within the timescales agreed. 

Scheme employers must pay over contributions to the Fund by the 19th of the month 
following the deduction.  

Provide a monthly breakdown of all absence-related additional contributions to the 
administrator/administering authority for reconciliation against payments received. 

Submission of a LGPS31 should be made to the Fund prior to the payment and no 
later than 18th of the month following the deduction. 

Award of additional pension  

Ensure the appropriate additional pension decisions are communicated promptly to 
Administrator by one of the employing authority’s authorised signatories. 

Notification should be provided to the administrator within 5 working days of the 
resolution to award additional pension having been made.  

Ensure the appropriate additional costs invoiced in relation to any award of additional 
pension are paid to the administering authority within the agreed timescale. 

 

 

 

Payment of the invoice should be made within the stated terms. 



 

 

Employing authority's responsibilities Timeframes / Deadlines (where applicable)  

Leavers not entitled to immediate payment of benefits  

General responsibilities  

Notify the administrator of all employees who leave the scheme before retirement, by 
providing a complete and correct pensions leaver form, signed by one of the 
employing authority's authorised signatories. This must include the member's 
personal details, date of leaving, reason for leaving, and pay details as outlined 
below. 

 Provide details of the contributions made by the employee and employer 
during the final scheme year and the previous scheme year, including any 
additional contributions. 

 Provide details of the member's pensionable pay, as defined by the LGPS 
Regulations 2013, for the scheme year up to the date of leaving and for the 
previous scheme year. 

 Where required, provide details of the member's final pay as defined by the 
LGPS (Benefits, Membership and Contributions) Regulations 2007. 

 Where the member is entitled under the LGPS regulations to use a final pay 
that relates to a previous year, provide the previous two year's final pay 
figures or the best of the last 10 years' final pay figure, as required. 

 Where required, provide details of the hours the member worked up until the 
date of leaving and, if required by the administrator, details of historical 
hours changes for the member. 

 

To be provided within one calendar month of the date of leaving, in a format approved 
by the Administering Authority.  

Refunds of contributions  

Refund contributions through the payroll to any employee who opts out of the 
scheme with less than three months membership. 

Within the first available pay period following receipt of a valid opt out. Provide the 
Scheme Administrator with details of all opt outs and a copy of the completed ‘Opt out 
form’ by the end of the calendar month following the last contribution deducted. 

Provide additional information to assist in the accurate calculation of refunds of 
contributions, if required by the administrator. 

To be provided within 10 working days from receipt of the request from the 
administrator.  

Deferred benefits  

Provide additional information to assist in the accurate calculation of deferred benefits, 
if required by the administrator. 

To be provided within 10 working days from receipt of the request from the 
administrator. 

 

 



 

 

Employing authority's responsibilities Timeframes / Deadlines (where applicable)  

Transfers  

Ensure an appropriate discretionary policy is in place setting out policy on whether 
they choose to extend the 12 month time limit for accepting transfers in. 

This should form part of the discretionary policies made within 90 days of becoming a 
scheme employer within the East Sussex Local Government Pension Fund or 90 days 
from date of request by the Administering Authority. 

Bulk transfers  

Work with the Administering Authority and the Fund Actuary in their negotiations to 
facilitate agreement on the terms for transfer. 

By way of providing any additional information within 10 working days of receipt of the 
request.  

Retirements  

General responsibilities  

Notify the administrator of all employees who leave the scheme at a point where they 
are entitled to receive payment of their retirement benefits, whether voluntarily or 
because of a decision by the employing authority, by providing a complete and 
correct pensions leaver form, signed by one of the employing authority's authorised 
signatories. This must include the member's personal details, date of leaving, reason 
for leaving, and pay details as outlined below. 

 Provide details of the contributions made by the employee and employer 
during the final scheme year and the previous scheme year, including any 
additional contributions. 

 Provide details of the member's pensionable pay, as defined by the LGPS 
Regulations 2013, for the scheme year up to the date of leaving and for the 
previous scheme year. 

 Where required, provide details of the member's final pay as defined by the 
LGPS (Benefits, Membership and Contributions) Regulations 2007. 

 Where required, provide details of the hours the member worked up until the 
date of leaving and, if required by the administrator, details of historical 
hours changes for the member. 

 Provide confirmation that the employing authority has received details of the 
potential retirement costs and wishes to proceed with the retirement. 

 Provide confirmation to the member about the employing authority’s 
decision, with appropriate justification if required. 

 Understand, and pay where applicable, the associated costs to the 
Administering Authority that apply if a decision is made to retire a member 
on the grounds of redundancy, business efficiency or ill health. 
 
 
 

Notify the administrator when a member is due to retire as soon as final earnings are 
known, typically 20 days prior to date of retirement and no later than 2 weeks after the 
date of leaving by the submission of a Leaver Notification.  



 

 

Employing authority's responsibilities Timeframes / Deadlines (where applicable)  

Other responsibilities  

Where the reason for leaving is voluntary early retirement, provide confirmation of 
whether the Rule of 85 is to be applied, whether any reductions to protected benefits 
are to be waived, whether any reductions to unprotected benefits are to be waived, 
and the amount of the reductions that are to be waived (if any). 

Confirmation should accompany the Leaver Notification if not previously submitted.  

Where the reason for leaving is flexible retirement, provide confirmation of whether 
any reductions to protected benefits are to be waived, whether any reductions to 
unprotected benefits are to be waived, and the amount of the reductions that are to 
be waived (if any).Where the reason for leaving is redundancy or efficiency 
retirement, provide a copy of the employee's notice letter. 

Confirmation should accompany the Leaver Notification if not previously submitted. 

Where the reason for leaving is ill-health retirement, arrange for the member to be 
assessed by an IRMP that has been certified by the Administering authority, provide 
confirmation that the employee meets all the conditions for ill-health retirement, as 
defined by the relevant LGPS regulations, provide confirmation of which tier of 
benefits is to be awarded, and enclose a copy of the notice letter and a complete and 
correct ill-health certificate completed by the IRMP. 

Confirmation should accompany the Leaver Notification if not previously submitted. 

Where the member is in receipt of an ill health pension made under Tier 3, arrange 
for the member to be reassessed by an IRMP after 18 months and determine 
whether the pension should continue, or be subject to an uplift. 

Scheme employers should notify the administrator of the outcome of a Tier 3 Ill Health 
Review as within 5 working days of the determination. 

Deaths  

General responsibilities  

Notify the administrator of all employees who die while an active member of the 
scheme, by providing a complete and correct pensions leaver form, signed by one of 
the Employing Authority's authorised signatories. This must include the member's 
personal details, date of leaving, reason for leaving, and pay details as outlined 
below. 

 Provide details of the contributions made by the employee and employer 
during the final scheme year and the previous scheme year, including any 
additional contributions. 

 Provide details of the member's pensionable pay, as defined by the LGPS 
Regulations 2013, for the scheme year up to the date of leaving and for the 
previous scheme year. 

 Provide details of the member's Assumed Pensionable Pay (APP), as 
defined by the LGPS Regulations 2013 as at the date of death. 

Notify the administrator as soon as possible of the death and provide a Leaver 
Notification within 5 workings days of the death. 



 

 

Employing authority's responsibilities Timeframes / Deadlines (where applicable)  

 Where required, provide details of the member's final pay as defined by the 
LGPS (Benefits, Membership and Contributions) Regulations 2007. 

 Where required, provide details of the hours the member worked up until the 
date of death and, if required by the administrator, details of historical hours 
changes for the member. 

 Provide additional information to assist in the accurate calculation of death 
benefits, if required by the administrator. 

Pension sharing and earmarking orders  

General responsibilities  

Provide the administrator with information as requested to enable them to carry out 
the order.  This may include, but is not restricted to:  

 Providing details of the member's pensionable pay, as defined by the LGPS 
Regulations 2013, for the scheme year up to the date of leaving and for the 
previous scheme year. 

 Where required, provide details of the member's final pay as defined by the 
LGPS (Benefits, Membership and Contributions) Regulations 2007. 

Details should be provided to the administrator within 10 working days of the request.  

Complaints, errors and breaches  

Complaints  

Appoint a nominated person to consider disputes under stage 1 of the IDRP process 
and provide up to date contact details to the administering authority and 
administrator. 

Within 90 days of becoming a scheme employer within the East Sussex Local 
Government Pension Fund or 90 days from date of request by the Administering 
Authority. 

Notify the administering authority of the receipt of any complaint under the IDRP 
process. 

Within 5 working days of receipt of the complaint.  

Consider and respond to disputes made under stage 1 of the IDRP within statutory 
timeframes as set out in the LGPS Regulations 2013. 

Where the complaint is in relation to an act or omission of the scheme employer, the 
appointed person to consider disputes under stage 1 of the IDRP process by the 
employer, should respond within the statutory deadline of 2 months beginning with the 
date on which the IDRP application was received.    

Notify the administering authority when a stage 1 decision has been issued. A copy of the response should be provided to both the complainant and the 
Administering Authority within the 2-month period.  

Fully cooperate with all stages of any complaint investigation, including the provision 
of data, information or technical assistance to any relevant party (including external 

By way of providing any additional information requested within 10 working days of 
receipt of the request. 



 

 

Employing authority's responsibilities Timeframes / Deadlines (where applicable)  

parties such as the Pensions Ombudsman) as required, to ensure the efficient 
resolution of any complaint. 

Breaches  

Be aware of the Fund’s Breaches Policy and Reporting Procedures, and of each 
party’s responsibilities in relation to this. 

The East Sussex Pension Fund Breaches Policy was agreed by the Pensions 
Committee at its meeting on 22 June 2020. Employers should take time to familiarise 
themselves with this policy.  

Liaise and cooperate appropriately with any investigation into any potential breaches, 
including with the Administering Authority and the Administrator, and provide such 
information as is requested. 

By way of providing any additional information requested within 10 working days of 
receipt of the request. 

Data quality and record keeping  

Data quality  

Ensure that robust controls are in place for collecting good quality data and, where a 
data improvement plan has been implemented, liaise with the Administrator and the 
Administering Authority as appropriate to meet key milestones and to ensure and 
demonstrate progress against that plan. 

N/A 

Ensure that pension related information is archived in such a way as to ensure it is 
accessible for as long as it may be needed. 

N/A 

Ensure the year end return, (1 April to 31 March) is provided to the administrator in 
the prescribed format, a template of which will be issued in advance of the year end. 

The return must be submitted no later than 30th April following the end of the 
preceding scheme year. A late or incorrect return will directly affect your employees, 
as until the year end data has been reconciled, an annual benefit statement may not 
be issued.  

Provide a response to any queries raised in relation to the year end return.  Provided to the administrator / Administering Authority within 10 working days of 
receipt of the request.  

Communications  

General responsibilities  

Distribute any information provided by the administering authority or administrator to 
members or potential members (e.g. scheme guides and newsletters). 

 

All material provided to scheme employers should be distributed to the relevant 
employees with 15 working days of receipt. 



 

 

Employing authority's responsibilities Timeframes / Deadlines (where applicable)  

Annual benefit statements  

Ensure that the administrator is provided with requisite information to enable them to 
produce an ABS 

Any additional data required by the administrator for the purpose of issuing an Annual 
Benefit Statement, should be provided within 10 working days of receipt of request.  

Pensioner payroll services  

Reviews of pension payments  

Where the member is in receipt of an ill health pension made under Tier 3, arrange 
for the member to be reassessed by an IRMP after 18 months and determine 
whether the pension should continue, or be subject to an uplift. 

Scheme employers should notify the administrator of the outcome of a Tier 3 Ill Health 
Review as within 5 working days of the determination.  

Overpayments and underpayments  

To notify the administrator as soon as practically possible after identifying any 
irregularity that could contribute to the member being over or underpaid (e.g. an audit 
review of completed leaver forms may identify an incorrect pay value stated and 
issued to the administrator in respect of a pensioner) 

Scheme employers should notify the administrator within 5 working days of having 
discovered the irregularity.  

Finance and accounting  

General responsibilities  

Make payment of additional fund strain costs in relation to early payment of benefits 
from flexible retirements, redundancy or efficiency retirements, or early retirements 
with employer consent, upon receipt of an invoice from the administrator or 
administering authority. 

Payment of the invoice should be made within the stated terms.  

Make payment of recharge amounts in respect of compensatory added years, where 
appropriate. 

Payments to be made on a monthly basis and detailed on the LGPS31 Form 
submitted to the Administering Authority.  

Make payments in respect of accounting work carried out on behalf of the employing 
authority by the Fund actuary or the administering authority's accounting team, upon 
receipt of an invoice from the administrator or administering authority. 

Payment of the invoice should be made within the stated terms. 

Make payments in respect of any other work carried out by the administrator, 
administering authority or Fund actuary on behalf of the employing authority, upon 
receipt of an invoice from the administrator or administering authority. 

 

Payment of the invoice should be made within the stated terms. 



 

 

Employing authority's responsibilities Timeframes / Deadlines (where applicable)  

Contributions  

Ensure the correct employee contribution rate is determined each scheme year in 
line with the appropriate contribution banding table. 

An assessment should be made by all scheme employers every April to ensure all 
employee contribution deductions are made in line with the revised employee 
contribution bandings issued.  

Ensure the correct deduction of contributions from employees' pensionable pay, 
including any period of child-related leave, trade dispute, or other absence. 

N/A 

Apply changes to employer contribution rates as instructed by the administering 
authority at the date specified by the Fund actuary. 

Apply from the first available pay period (retrospectively if required) or the date 
specified by the actuary if later, following receipt of an instruction from the 
Administering Authority.  

Ensure employer and employee contributions are paid across in a timely manner and 
in the agreed format. 

Scheme employers must pay over contributions to the Fund by the 19th of the month 
following the deduction. Submission of a LGPS31 should also be made to the Fund 
prior to the payment and no later than 18th of the month following the deduction. 

 

Failure to pay contributions or submit the LGPS31 by the prescribed deadline may 
result in additional charges being levied against the employer. Where considered to 
be of material significance the Fund will consider a referral to The Pensions 
Regulator in line with their Code of Practice 14.   

Employer services  

General responsibilities  

Distribute all supporting material supplied by the administrator or administering 
authority to relevant staff and ensure attendance at employer training sessions. 

All material provided to scheme employers should be distributed to the relevant 
employees with 15 working days of receipt.  

Pensions taxation  

Annual allowance  

Ensure that the administrator is provided with any information required to enable them 
to calculate the Pension Input Amount and to produce a Pension Savings Statement 
within statutory timescales. 

 

 

 

By way of providing any additional information requested within 10 working days of 
receipt of the request from the administrator or Administering Authority. 



 

 

Employing authority's responsibilities Timeframes / Deadlines (where applicable)  

Administration performance reports and CIPFA benchmarking  

CIPFA benchmarking  

Provide additional information to assist in the completion of the annual CIPFA 
benchmarking questionnaire, if required by the administrator or the administering 
authority. 

Within 10 working days of receipt of the request from the administrator or 
Administering Authority. 

Administration quality standards  

General responsibilities  

Provide additional information to assist in the accurate calculation and payment of all 
benefits, if required by the administrator. 

Within 10 working days of receipt of the request from the administrator or 
Administering Authority. 

 

 


